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RENTAL REGISTRY: PAYING & SCHEDULING 
THE INSPECTION INSTRUCTIONS 

 

  



STEP 1 
 

 Once you have submitted your application, the application will be reviewed by the 

Building Department to verify. This step may take some time depending on the 

volume of applications. 

 If your application has been 

rejected, you will be given an 

email with the subject 

“Permit Application has been 

rejected.”  

 If you have an application 

that is rejected, you need to 

call the Building 

Department’s Rental Unit & 

Property Manger Division for 

more information or next steps.   

 

 



 If your application has been accepted you will be given an email with the subject 

“Permit application is pending payment.”  

 

 

 

 

 

 

STEP 2 
 

Important Note: For rental unit registration, it is important to know that from this step 

you initiate the 3 year window to pay for and receive an inspection. The 3 year window 

begins from the date of the accepted application. Applicants will not receive their 

certificate until they pass their inspection.  

 To pay for your application, you will need to log in to the web portal using the 

email and password you used to submit the application. 

CLICK HERE FOR AMHERST BUILDING WEB PORTAL LOGIN PAGE 

https://ips.egov.basgov.com/amherst/login


 

 Once you have logged in using your email and username, you will be taken to the 

page seen below with your pending applications.  

 Applications that have been accepted by the Building Department will have a status 

of “In Queue” or “Fees Due.” Applications that are pending review have a status of 

“Pending.”  

 To pay for the inspection, you must click on the View/Pay link on the farthest right 

column circled here in Red.  

 

  



STEP 3 
 

 Clicking the View/Pay link will take you to the page seen here. Here you can review 

your application and see your balance for the application seen here circled in Blue.  

 Once you are ready to pay, click on the Pay Fees link circled here in Red.  

 Fees will depend on the type of rental and the number of units.  

 

 

 



STEP 4 
 

 After you select Pay Fees for the correct application, you will then be promoted to 

select the next link underlined below in red. 

 Be sure to confirm the Fee amount and Fee type circled below in Blue.  

 

 

 

 

 

 

 

 

 

 



STEP 5 
 

 After clicking the link from the previous 

step, you will be brought to the Value 

Payment Systems page.   

 You will scroll down to enter your card 

information and when you are done, 

select continue at the bottom of the 

page.    

 

 

 

 

 

 

 

 



STEP 6 
 

 Review your information and edit the payment details if needed or continue by 

selecting “Accept Terms and Process Payment.” 

 

 

 

 

 

 

 

 

 

 

 



STEP 7 
 

 Once you have you have processed the payment, you will be given a confirmation number 

seen below in GREEN. Be sure to save this number because it can be crucial to any payment 

recovery and or tracking.  

 You can print your receipt if you would like. At this point, your payment has been processed 

so even if you lose the page, you will still have paid your balance owed.  

 You can complete the process by clicking continue at the bottom of the page.  

 You will receive a confirmation email after the payment has been processed. 



STEP 8 
 

 After you have paid, you will be 

prompted by an automated email 

to schedule an inspection with 

your assigned inspector. See email 

sample here:  

 There will be 3 links to 3 different 

inspectors – Select the link that 

corresponds with the assigned 

inspector in the email circled here:    

 Fill out the online form and 

request a time. Important note: 

The applicant or assigned agent 

must be present for the inspection.  

 Once you make a request, it does 

not guarantee that you will be 

given that time. You will receive an 

automated email confirming your 

inspection time once scheduled. If 

a reschedule is necessary on our 

end we will contact you.  

 


