
Locating or Creating a 
Payment Voucher (Invoice)

ePermitting



Course Objective

The purpose of this training is for users to 
learn how to locate or generate and download 

a payment voucher/invoice.



To locate or generate a payment voucher/invoice for a fee or fine for a facility or site, you must be an 
authorized user for that site in ePermitting. To become an authorized user, see Creating an Account. You will 
need to log in to the ePermitting system (Logging In). To determine if an invoice already exists, select 
documents in the left-hand menu (circled below).

https://scdhec.gov/sites/default/files/media/document/ePermitting%20_Creating%20an%20Account_1.pdf
https://scdhec.gov/sites/default/files/media/document/ePermitting%20_Logging%20In_1.pdf


If you don’t immediately see the document you need, you can filter to determine if it exists.  If you have 
more than one site linked to your account, you can filter by typing in the filter box under Site name (circled 
below).  If the list is still too long to find the document, select ‘Receivable’ from the drop-down under Source 
Type.



Once you locate the 
document you need, click the 
box next to it to select it for 
download.  Multiple 
documents can be selected 
for each download.  
Documents will be 
downloaded in a zip file.



If you have filtered and determined that an invoice is not available, select Financials in the left -hand menu 
(circled below) and you will see all invoices for your sites, active and paid. To generate a payment 

voucher/invoice, click Open next to the appropriate fine or fee.



Click Generate Payment Voucher (circled below) and a payment voucher will be generated and downloaded 
to your computer.



To the right is an example of a payment 
voucher.



scdhec.gov/ePermitting


	Slide 1: Locating or Creating a Payment Voucher (Invoice)
	Slide 2: Course Objective
	Slide 3: To locate or generate a payment voucher/invoice for a fee or fine for a facility or site, you must be an authorized user for that site in ePermitting. To become an authorized user, see Creating an Account. You will need to log in to the ePermitti
	Slide 4: If you don’t immediately see the document you need, you can filter to determine if it exists.  If you have more than one site linked to your account, you can filter by typing in the filter box under Site name (circled below).  If the list is stil
	Slide 5: Once you locate the document you need, click the box next to it to select it for download.  Multiple documents can be selected for each download.  Documents will be downloaded in a zip file.
	Slide 6: If you have filtered and determined that an invoice is not available, select Financials in the left-hand menu (circled below) and you will see all invoices for your sites, active and paid. To generate a payment voucher/invoice, click Open next to
	Slide 7: Click Generate Payment Voucher (circled below) and a payment voucher will be generated and downloaded to your computer.
	Slide 8: To the right is an example of a payment voucher.
	Slide 9

