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Submitting a Payment in MELS 

Submitting a Payment in MELS 
An application in the Maine Enterprise Licensing System (MELS) often requires payment to be submitted. There are multiple ways 
to make payments, depending on the application type. Some Land Licensing applications require payments to be made prior to 
the submission of an application, and all other applications require payments to be made after the submission of an application. 
Both instances allow applicants to pay by credit/debit card, ACH, or check.  

See below for further information on each option.  

Submitting a Payment After Reviewing, Certifying, and Submitting: 
After certifying and submitting an application, the “Submission Received” page will appear, as demonstrated in Figure 1 below. 
Select either “Pay Online” or “Pay by Mail,” as seen in the red box in Figure 1 below. 

Figure 1: Submission Received 
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Submitting a Payment in MELS 

Paying Online 

If you select “Pay Online,” enter all required billing information, as highlighted in yellow in Figure 2 below. Select a payment type 
of either credit card or check/ACH, as highlighted in green in Figure 2 below. The “Continue” button will turn blue when you are 
ready to continue. 

Figure 2: Enter Billing Information and Select a Payment Method 
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Submitting a Payment in MELS 

If you select credit card, you must enter all required payment information, as highlighted in Figure 3 below. The “Submit Payment” 
button will turn blue when payment is ready to be submitted. 

Figure 3: Entering Credit Card Payment Information 

 

If you select check/ACH, you must enter all required payment information, as highlighted in Figure 4 below. Select the bank 
account type and the “I Agree” box, as highlighted in Figure 4 below. The “Submit Payment” button will turn blue when payment is 
ready to be submitted. 
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Submitting a Payment in MELS 

Figure 4: Entering Check or ACH Payment Information 

 

You will know when your submission has been completed when you see the payment confirmation page, shown in Figure 5 below.  
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Submitting a Payment in MELS 

Figure 5: Financials – Payment Confirmation 

 

Paying by Mail 

If you select “Pay by Mail,” select “Download the Payment Voucher,” as highlighted in Figure 6 below. Mail your payment and 
payment voucher to the address listed in Figure 6 below.  
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Submitting a Payment in MELS 

Figure 6: Pay by Mail Instructions 

 

Please note that Maine DEP must receive your payment before your submission can be processed. 
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Submitting a Payment in MELS 

If you exit the payment portal before completing a payment, your submission will save to your dashboard but will not be 
processed by the DEP until payment has been received.  

To fix this, navigate to the MELS home page, then navigate to the Financials tab, as highlighted in Figure 7 below. 

Figure 7: Financials Tab in MELS 
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Submitting a Payment in MELS 

Select open on the submission with an amount due, as highlighted in Figure 8 below. 

Figure 8: Financials Search Page 

 

Select “Pay Online”, as highlighted in Figure 9 below. 
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Submitting a Payment in MELS 

Figure 9: Financial Details Page 

 

Return to Figures 11 – 13 to complete the payment process. 

Submitting a Payment Before Reviewing, Certifying, and Submitting (only Land Licensing 
Applications) 
If you are submitting a Land Licensing consolidated application, you will be required to submit payment before reviewing, 
certifying, and submitting your application. On the Fee Total page, identify the product name (e.g., Stormwater Management Law), 
the permit type (e.g., Individual Permit), and the permit cost (e.g., $598.00), as highlighted in Figure 10 below. Select the “DEP 
Payment Portal” link, as identified in the red box in Figure 10 below.  
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Submitting a Payment in MELS 

Figure 10: Link to DEP Payment Portal 
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Submitting a Payment in MELS 

The DEP Payment Portal will open. Select “Pay for Permit, License, Fee or Certification.” Complete all required fields, as 
highlighted in Figure 11 below. The “Add to Cart” button will turn blue when you are ready to continue. After selecting “Add to 
Cart,” you will be prompted to answer whether or not you would like to add another payment; select “No.” 

Figure 11: Enter Payment Information 

 

Complete the contact and billing information fields. Select “Go to Review.” Review the Disclosure and Acknowledgement 
statement, select the checkbox to the left of the statement, as highlighted in Figure 12 below, and select “Continue.” 
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Submitting a Payment in MELS 

Figure 12: Review Payment and Agree to Disclosure and Acknowledgement Statement 

 

If you selected Credit Card, enter the required fields as highlighted in Figure 13 below. The “Submit Payment” button will turn blue 
when all required fields are complete. 

Figure 13: Entering Credit Card Payment Information
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Submitting a Payment in MELS 

If you selected ACH or check, enter the required fields as highlighted in Figure 14 below. Review the disclosure statement then 
select the checkbox next to “I Agree.” The “Submit Payment” button will turn blue when all required fields are complete. 

Figure 14: Entering ACH/Check Payment Information 
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Submitting a Payment in MELS 

Document the “Receipt ID” number, as highlighted in Figure 15 below. 

Figure 15: Receipt ID 
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Submitting a Payment in MELS 

Return to your application and enter the Receipt ID number and Payment Portal Amount Paid, as seen in Figure 7 below. 

Figure 16: Completing Fee Total Section of Application 

 

Please note that the Payment Portal Amount Paid should match the Total field from your Maine DEP Payment Receipt (see Figure 15).  

Review, certify, and submit the application. Your application has been submitted when the “Submission Complete” page 
appears, as seen in Figure 17 below. 
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Submitting a Payment in MELS 

Figure 17: Submission Complete 
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