
 
 

Paying Individual Invoices 

1. Navigate to the Online Services Portal at https://onlineportal.paducahky.gov. 

2. NOTE: You do not have to login to the portal to pay the invoice 

3. Click “Pay Invoice.” It is located in two places: the menu bar and the tile.  

 

4. After clicking Pay Invoice, enter the Invoice Number. NOTE:  You must type the entire 

Invoice Number including “INV.” (Example: INV-000030668) 

 

5. After entering the invoice number, click “Search.”    NOTE: If you receive the 

following message, the invoice has been paid. 

 

https://onlineportal.paducahky.gov/


6. After entering a valid unpaid invoice number and clicking search, you will see the 

digital invoice. (See example below) 

7. After reviewing the invoice, click “Pay Now.” 

 

8. You will be directed to MyGovPay to make your payment. Enter the 

following information: 

a. Cardholder Name 

b. Billing Street 

c. Billing Zip Code 

d. Card Type 

e. Card Number 

f. Expiration Date (Month & Year) 

g. CVV Code 

h. Email Address (to receive a   receipt)  

 

9. Click “Pay Now.” 
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