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View & Pay Invoices with VersaPay 
Purpose: 

Use these steps to: 

A. Pay Invoice(s) in Full 
B. Make Partial Payment on Full Invoice Amount 
C. Make Payment by Line Item 

Need help?  

• VersaPay Support and FAQs 
• Contact support@versapay.com for assistance 
• For questions about your invoice contact support@birkman.com 

A. Pay Invoices in Full 
Step Action Result 

 
1 Log in to the Birkman 

VersaPay Customer Portal.  
Note: To reset your 
password, click Forgot 
Password? 

 
2 Locate the invoice(s) to view 

and pay. 
• Select the invoices to 

Pay 
• Click Pay or Pay All 

 
 

3 On the Ready To Pay page, 
select how you want to pay and 
click Continue.  
Note: You can also add a new 
payment method if desired  

 
 

  

https://www.versapay.com/support
mailto:support@versapay.com
mailto:support@birkman.com
https://secure.versapay.com/payables/birkman/login
https://secure.versapay.com/payables/birkman/login
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Step Action Result 
 

4 On the Summary of Payment 
page, revie the payment 
details and click Complete 
Payment.  

 

 

B. Make Partial Payment on Full Invoice Amount 
Step Action Result 

 
1 Log in to the Birkman 

VersaPay Customer Portal.  
Note: To reset your 
password, click Forgot 
Password? 

 
2 Locate the invoice to view 

and pay. 
• Select the invoices to 

Pay 
• Click Pay  

 
 

3 On the Ready To Pay page, in 
the Payment field,  

• Enter the amount you 
would like to pay.  

• Select a reason from 
the dropdown in the 
NOTE column.  

• Click Continue. 

 

 
A reason is required before you can proceed with payment. You may 
enter additional text in the fill-in field below the selected reason. 

https://secure.versapay.com/payables/birkman/login
https://secure.versapay.com/payables/birkman/login
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Step Action Result 
 

4 On the Summary of Payment 
page, review the payment 
details and click Complete 
Payment.  

 

 

C. Make Payment by Line Item 
Step Action Result 

 
1 Log in to the Birkman 

VersaPay Customer Portal.  
Note: To reset your 
password, click Forgot 
Password? 

 
2 Locate the invoice to view 

and pay. 
• Select the invoices to 

Pay 
• Click Pay  

 
3 On the Ready To Pay page, 

click View Line Items  

 
 

 

 

https://secure.versapay.com/payables/birkman/login
https://secure.versapay.com/payables/birkman/login
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Step Action Result 
 

4 Locate the line item you 
want to partially pay.  
• Enter an amount in the 

Payment column.  
• Enter text in the NOTE 

column that explains the 
reason for the partial 
payment.  

• Click Continue.  

 
As the amount is adjusted, the balance remaining is also updated to 
reflect the new open total of the invoice. 

5 On the Summary of 
Payment page, review the 
payment details and click 
Complete Payment.  
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