
Instructions on 

Viewing/Paying Invoices



Brief Introduction

DiNovo chose VersaPay as our payment processor due to its user-friendly interface 

and seamless integration with our ERP software, Netsuite. 

The VersaPay Customer Payment Portal connects directly to our internal system, 

providing real-time invoice status updates. Customers can conveniently pay 

invoices using their preferred method (ACH or credit card). 

Rest assured, VersaPay maintains the highest security standards to safeguard your 

information.



Initial Email

You will receive an 

initial email that 

looks like the image 

on the right (all 

invoice emails will 

look like this after as 

well).  

It will state your 

account name, a 

recent invoice, and 

multiple links to click

PDF copy of email

Directs you to 

payment screen

Directs you all 

open invoices

Directs you to the 

invoice copy in the 

VersaPay portal

If it is your first 

time, all the links 

will require you to 

agree to the terms 

and create a log in 

to link the 

account. *THIS 

BUTTON DOES NOT 

TO BE CLICKED*



Main Page

There are 4 

main categories, 

then subsequent 

subcategories, 

to select from. 

These subcategories 

filter what you may 

want to view 

regarding open 

invoices (and under 

MORE, you can view 

past paid invoices). 

If you want to go 

straight to payment, 

you can select the 

invoices you want to 

pay, select pay, and 

it redirects you to 

the payment screen.

‘Mark for Payment’ 

allows you to select 

invoices and 

navigate around the 

portal such as look 

at other invoice 

PDFs, without losing 

your work. 

Select specific 

invoice, or invoices, 

then select ‘PDF’ to 

create a document 

containing your 

original Invoice copy

Want to pay 

everything at once? 

Great!! Select this.

Love Excel 

and want to 

export? First 

select your 

invoices and 

click here



Past Due? Select this 

tab to view only 

what needs to be 

paid.

Maybe your TERMS 

contain early 

payment discounts, 

select here to filter 

for those and view 

those discounts

Balance Due adjusts 

based on filters 

applied

You can also search for 

the invoice number or 

PO to see all invoices 

associated with a PO 

(listed as ‘Reference #’ 

in search results)



Past payments 

can be viewed 

under this tab.

Filter as needed

View all activity 

on the account 

such as new 

users, invoices 

being added, 

and payments. 

Complete audit 

chain on all 

transactions.



Select this drop 

down to access 

settings to 

update or add 

information.

This screen shot 

shows the 

selection of 

‘Payment 

Methods’

You can add a 

Bank Account 

to process an 

E-Check or add 

a Card such as 

a credit card 

(surcharge 

added) or 

debit card. 



Fill out the 

mandatory 

fields, agree 

to the 

payment terms 

below, and 

select add 

bank account.

Fill out the mandatory fields, 

agree to the payment terms, 

and add card. 

** If you are adding a credit 

card, you will also need to 

agree to a surcharge of 3.5% 

that will be added to the 

payment for processing. We 

don’t keep that, it’s theirs. **

Never want to be late? We 

don’t want you to be either!! 

SET UP AUTO PAY!!  



The ‘My 

Notifications’ 

tab allows you 

to select what 

you want to be 

notified about. 

This can be 

regarding 

balances on the 

account, new 

invoices, or 

payment alerts. 

If you want additional 

users to be able to 

access this data, such 

as separate AP reps, or 

maybe purchasing, you 

have the power to 

add/disable users. Full 

audit trail on all user 

activity. Each user can 

also adjust their 

notification choices.



We invested in the system for our 

customers, so if it is causing 

anxiety and/or confusion, let us 

know, we want to help make this 

experience enjoyable for all users.

Contact DiNovo Today

866-963-6746  

CustomerService@DiNovoMed.com
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