
How does an employer pay for an application? 
1. If an employer is going to pay for the applicant’s card, the applicant must select 

Request Employer Pay when submitting their application   

 
 

2. The employer MUST have an employer account type on the PSP and provide the 
associated email address to the employee. They will input that email address and 
select Submit Payment Request to send the application to the employer.  



 
 

3. When an employee submits their application for the employer to pay, the employer 
will receive an email alerting them that they have a new message in their PSP 
account. The message in the PSP account will let the employer know that an 
applicant has made an employee payment request.  

 

4. In the Dashboard, scroll down to My Employee’s Cards to see the connected cards 
and statuses. Those with a Pending Payment status will request approval or 
rejection for the payment request.  
 



 
 
 
 

5. To pay for the application, select Approve, and then confirm when prompted  

 

 

6. Select the payment method: Agency code or credit card  

 

 



7. You must acknowledge BOTH statements before you can continue to pay  

 

 

8. You will be navigated away from and logged out of the PSP. Enter your payment 
information and complete the transact ion. If you need to return to the PSP, you will 
have to log back in.  
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