
1 

FAQ’s - DUES PAYMENTS – VERSAPAY PORTAL 

1. Pay your invoice

2. Make a partial payment on an invoice

3. Add my Payment method (Bank Account or Credit Card)

4. View my invoices

5. Access my historic invoices
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Pay your Invoice 

1. On the Invoices listing page, find and select the invoice or invoices you would like to pay. 

2. Click Pay to pay the selected invoice(s) selected or click Pay All if you would like to like to pay all 

open invoices. 

 

3. On the Ready To Pay page, select how you want to pay and click Continue. (You can also add a 

new payment method if desired.)
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4. Review the payment details on the Summary of Payment page, then click Complete Payment. 
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Make a partial payment on an invoice 

Partial payment on full invoice amount 

1. On the Ready To Pay page, in the ‘Payment’ field, enter the amount you would like to 

pay. 

2. Select a reason from the dropdown in the ‘NOTE’ column (a reason is required before 

you can proceed with payment). You can enter additional text in the fill-in field below 

the selected reason. 

 

3. Click Continue then Complete Payment. 

Partial payment by line item 

1. On the Ready To Pay page, click View Line Items to show the line items on the invoice:

 

2. Find the line item you want to partially pay and enter an amount in the ‘Payment’ 

column. As the amount is adjusted, the balance remaining is also updated to reflect the 



 
 

5 
 

new open total of the invoice.

 

3. Enter some text in the ‘NOTE’ column that explains the reason for the partial payment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.versapay.com/support#faq-how-do-i-make-a-partial-payment-on-an-invoice
https://www.versapay.com/support#faq-how-do-i-make-a-partial-payment-on-an-invoice
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Add my payment method (Bank Account or Credit Card) 

You are prompted to add a payment method when you pay your first invoice through the Customer 

Portal or it can be added by accessing ‘Payment Methods’ in the menu (regardless of which path you 

choose the steps are the same). 
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Add a Bank Account 

Based on the currency of your invoices you will be prompted to add a bank account in your invoicing 

currency. 

When adding a USD bank account, you will be required to provide content for the following fields: 

• Routing Number 

• Account Number 

• Bank Account Type 

• Check Type 

• Account Holder Name 
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When adding a CAD bank account, you will be required to provide the following fields: 

• Select your bank (if your bank is not included on the provided list, click Don’t see your 

bank? and add your three-digit institution number) 

• Transit Number 

• Account Number 

• Account Holder Name 
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Add a Credit Card 

When adding your credit card in the Customer Portal you will be required to provide the following fields: 

• Card Number 

• CCV 

• Expiry Date 

• Name on Card 

• Zip/Postal Code 

Note: The Name on Card and Zip/Postal Code must match the billing information for the card number 

entered. If this information does not match, the card may be declined upon entry. If this occurs, please 

review the billing name and zip/postal details and re-enter. 
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Card types accepted will vary based on the supplier to whom you are making card payment. The card 

types accepted are indicated in the card entry field. 

Sign up for AutoPay when adding payment method 

When adding a funding source in Versapay, you always have the option to opt in for AutoPay if AutoPay is 

offered by your supplier. Selecting to opt in will automate your invoice payment process. Invoices will be 

auto paid from the funding source based on the timing assigned when activating your AutoPay 

agreement. 

Note: Once AutoPay is activated it will pay all invoices that meet the criteria including historic overdue 

invoices. 
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https://www.versapay.com/support#faq-how-do-i-add-my-payment-method-bank-account-or-credit-card
https://www.versapay.com/support#faq-how-do-i-add-my-payment-method-bank-account-or-credit-card
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View my invoices 

1. On the Invoices page, find the invoice you would like to view. (The Invoices page is the 

default landing page.) 

2. Click on the invoice number to see the full online version of the invoice: 

 

The invoice displays on the Invoice detail page: 
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Note: For a printer-friendly version, click the View PDF button located in the upper right corner 

of the page. You can then print the invoice and/or save it to your network or on your computer. 
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Access my historic invoices 

1. On the Invoice listing page, select the More Options filter. 

2. In the Status filter set, select ‘Closed’ to view all paid, i.e., closed, invoices.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For a full list of FAQ’s and to ask Versapay support your own questions, please 

visit: Support FAQ | Versapay or contact Jordan Fleger, fleger@naphcc.org 

 

https://www.versapay.com/support

