Instructions on accessing and using the
Douglas County Human Services Payport Online Service
Step 1: Access the online payport at: :
https://www.colorado.gov/apps/payport/online/selectServiceType.jsf

Step 2: Select the type of claim you intend to pay from the drop down. Choices include:
Aid to the Needy Disabled, Colorado Works, Food Assistance, Medicaid and Old Age
Pension.
If you have two or more claims for which you want to make a payment, select the first
one here. Later on you will be able to “Add Another Service” and set-up a payment for
another claim.

Step 3: Complete the fields and select “Continue”. Be sure to enter all of the zeros at the
beginning of the claim number.

Step 4: Review the information entered, and if it is correct select “Checkout”. If there is
a data entry error or you have changed your mind select “Cancel”.
If you have another claim for which you want to make a payment, select “Add Another
Service”.

Step 5: Enter the information requested and double check the data entry. If it is correct,
select “Continue”.

Step 6: Enter information requested and select “Continue” at the bottom. If you would
like to use a different credit or debit card, you may click on “Change Payment Type” at
the top and you will return to the prior page. You should enter your e-mail address so
that a copy of the payment information can be e-mailed to you.

Step 7: You will be asked to review the information you entered. Please be sure all the
information is correct. You will see the non-refundable fee listed at the bottom of this
page. If you do not want to proceed select “Disagree/Exit”. If you want to proceed select
“Agree/Continue”.

Step 8: A receipt will be created after your payment has been processed. You should
print off this receipt for your records.

