
DelPros Portal – Delegating a 
Payment Guide
This guide will help you delegate a payment to a third-party 
payer.
• It walks you through the process in simple steps. 
• You will learn how to select a payer, enter payment details, 

and confirm your choices.
• Follow this guide if you need help giving another person or 

organization permission to make a payment for you.
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DelPros Portal – Payment Cart Screen

1. Select the checkbox next to 
the fee you wish to delegate.

2. Select Delegate.
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This screen illustrates the Delpros user’s cart screen.



Delegating a Payment ScreenDelegating a Payment – Delegating a Payment
This screen illustrates the delegate payment options.
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3. Enter the name and email address 
of the payer you are delegating.

4. Select Submit.



Delegating a Payment – Confirmation ScreenDelegating a Payment – Confirmation
This screen illustrates the confirmation of the fee being delegated.

4

5. Select Yes to confirm you 
want to delegate the fee.



Fee Delegation Pending ScreenDelegating a Payment – Fee Delegation Pending
This screen illustrates the status of the delegated fee.
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Note: The fee will remain in “Fee Delegation Pending” status 
until the person you delegated accepts and pays the fee.



Delegated Fee Email Notice ScreenDelegating a Payment – Delegated Fee Email Notice
This screen illustrates the email sent to the delegated person to accept the fee.

6

6. To register, user selects 
“Yes” in the email or if 
already registered, they 
select “Pay Delegate Fee”.

Note: Delegated Payers will need to create an 
account, if they have not already done so. 
Once the account is created, the payer will 
navigate back to this email to pay the fee.



Fee Delegation Portal Page ScreenDelegating a Payment – Fee Delegation Page
This screen illustrates the option to accept or reject (decline) the delegated fee.
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7. Select Accept to pay  the fee or 
select Reject to decline the fee.

Note: If the accept or reject buttons are not visible, then 
the request has already been accepted or the fee is paid.



Fee Delegation Portal Page Accepted ScreenDelegating a Payment – Fee Delegation Accepted
This screen illustrates the accepted delegated fee success message.
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When the fee is accepted, this 
success message displays with a 
link to go to the cart and pay the fee.



Fee Delegation Accepted Email ScreenDelegating a Payment – Fee Delegation Accepted Email
This screen illustrates the email sent to the requestor with the delegation is accepted.
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Note: If the accept or reject buttons 
are not visible, then the request has 
already been accepted or the fee is 
paid.



Fee Displays in Payer’s Cart ScreenDelegating a Payment – Fee Displays in Payer’s Cart
This screen illustrates the delegated fee in the payer’s cart.
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The delegated payer selects the 
delegate fee and then proceeds to 
payment gateway.
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User’s GoDE Initial Payment ScreenDelegating a Payment – GoDE Initial Payment
This screen illustrates the inital GoDE payment screen to choose a payment method.

Once the secure payment form 
loads, you will be able to select 
how you choose to pay under 
Choose a payment method.

• Credit/Debit Card
• Bank Account
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User’s GoDE Payment Methods ScreenDelegating a Payment – GoDE Payment Methods
This screen illustrates the GoDE payment methods for Credit/Debit Card or Bank Account.

8. Select Credit/Debit 
Card or Bank Account 
as the payment 
method.

9. Enter your 
Credit/Debit Card or 
Bank Account 
information.

10. Enter your 
Credit/Debit Card or 
Bank Account billing 
address information.

11. Click Review & Pay .

If you select Bank Account, 
you have the option to use a

• Personal - Checking/Savings 
or

• Business - Checking/Savings 
account.



13. Select Make 
payment.

12. Review your Credit/Debit 
Card or Bank Account 
information.

User’s GoDE Make Payment ScreenDelegating a Payment – GoDE Make Payment
This screen illustrates the Review and make payment.
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You can use either Make 
payment button.



User’s GoDE Payment Processing ScreenDelegating a Payment – GoDE Payment Processing
This screen illustrates the payment is processing.

14

This pop-up message will 
display while your 
payment is processing.



User’s GoDE Payment Complete ScreenDelegating a Payment – GoDE Payment Complete
This screen illustrates the payment is complete.
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Your transaction 
details will display 
in this section. 14. Click Print this 

page to print your 
receipt. 15. Click Return to 

DELPROS to return to your 
DelPros Dashboard.

An email confirmation is also 
sent to your email on record in 
DelPros. You can print your 
receipt from the email as well.



User’s GoDE Payment Complete ScreenDelegating a Payment – GoDE Payment Receipt
This screen illustrates the payment receipt from GoDE via email from go-notify@delaware.gov.
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Your email receipt will display 
the transaction details.

Note: The View Receipt link is only 
“Available for 24 hours after payment”.
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