VersaPay- ARC Customer User Guide
HOW WILL I SEE MY INVOICES?
You will receive an invitation from VersaPay to create a user account for the Invoice Payables
Portal. Clicking the link in the invitation will direct you to the VersaPay secure site where you will be able to
view your invoices online instantly.

This is known as Express Mode. You can view the invoices and print PDF copies of them, but you will be
required to input a password before you can process a payment securely. The green banner at the top of
the page includes a link that can be clicked to complete the one-time, 30-second signup process.

From the signup page, you will be prompted to input a password. The password must be at least 8
characters long, include one upper and one lower case letter, and include one number.

After inputting the password, you’ll be prompted to create two security questions for the account as well.
This is an added measure of security that ensures your account and the sensitive information within is
protected.

Once you’ve completed the signup process, you will be able to make payments on your invoices.
Whenever a new invoice is published, you will receive an email notification. You can then login to your
account to view, print, and pay the invoice.
Please note: If you have not been invited to view invoices online with ARC, but have received an invoice,
you can go to http://secure.versapay.com to register your email with the supplier and create an account.
ONE-TIME PAYMENTS
If you have not yet signed up and a new invoice has been published, you will receive a notification. This
notification will prompt you to view the invoice and any other invoices for your account by clicking the “My
Invoices” button (as per Express Mode).
You can also click the “Get Started Now” button to bypass Express Mode and register immediately. Or, if
you do not wish to view the invoices or register, but simply make a payment on this current invoice, you can
click the “Click here to pay” link to be taken to the One-Time Payment checkout page.

The One-Time Payments page will prompt you to input a funding source and process a payment for the
amount of the invoice.

When the payment has been processed, you will see a confirmation banner at the top of the page and a
prompt to signup for VersaPay.

You do not have to signup for VersaPay if you do not wish to do so at this time. When another invoice is
published for your account you will receive the same notification as before and will have the same three
options:
1. View the invoices in Express Mode
2. Signup for VersaPay to manage your account online
3. Make a One-Time Payment for that invoice
VIEWING YOUR INVOICES

1. Account Balance Display: this is the overall owing balance for the account which also displays the
date and amount of the last payment made
2. Navigation Tabs: allow you to navigate to various views of your account data such as Invoices,
Payments, and Activities
3. Search Field: You can use this field to search for records by Invoice Number
4. Status Filters: These buttons allow you to filter which invoices are displayed based on status. Only
one filter per set can be selected at a time, e.g. Open and All. There’s also a filter called “What
Should I Pay?” which will display invoices within five days of the upcoming due date or any that are
past due.
5. Invoice Options: When you have selected an invoice using the Invoice Selection Checkbox these
options will become available. You can choose to pay the invoice(s) selected, mark them for future
payment, or open PDF copies of the invoices on your desktop
6. Invoice Selection Checkbox: You can flag this checkbox to select any given invoice for payment
7. Invoice Number: Clicking the invoice number will display the electronic rendering of the invoice
8. Send a Comment Link: Clicking this link will open the Comment window, allowing you to
communicate with SPS Commerce about the status of your invoice(s) or payment(s).
9. Pay All and Export All Buttons: You can choose to pay all invoices or to export all the invoices in
your list to .csv file by clicking these buttons

MAKING A PAYMENT
You can use the Invoice Checkbox Selector to flag the invoices you wish to pay and click the “Pay” button, or
you can click on the invoice number of an individual invoice to review the one you would like to pay. Within
the Invoice you can click the “Pay Now” button to make a payment.

You can pay a single invoice or multiple invoices at a time. To pay multiple invoices, simply check the boxes
of the invoices you would like to pay and click the “Pay” button from the Invoices Listing. You will be taken
to a summary page where you can view a breakdown of your payment before proceeding.

If you do not yet have a credit card or bank account on file for payment, you can click the “Add” button to
input the funding source of your choosing. On the summary page there is a note field next to the balance
field in which you can type. This field is used to provide a note for the supplier on a payment you are
making, should you need to provide the supplier additional information about your payment.
When you are ready to make the payment, click the “Continue” button. Once your payment is complete,
you will be sent an email copy of the receipt for your records.

PAYMENT METHODS
You can add any additional funding sources you wish to use to pay invoices by opening your account
settings and going into the “Payment Methods” section.

Accepted payment methods will vary based on the supplier, so you will only be able to add the type of
payment method the given supplier accepts.

If you wish to add a bank account and that is an option offered, click to “Add Bank Account” button.
Similarly, if credit card is an accepted payment method, click the “Add Credit Card” button. You’ll be taken
to a page to enter the funding source. Simply complete this page and save the funding source.
You can add or change a funding source at any time by going into the “Payment Methods” section.

