
 

 
 
 

 
Instructions for making a partial payment (steps and screenshots) 

 
1) Locate the invoice in Bill and click the invoice number to open it. 

 

 
 
 
 

2) Click Edit on the right. 
 

 
 
 



3) Click in the Price field to enter a partial payment amount overwriting 
the prepopulated total amount due. 

4) Click Review & Send 
 

 
 
 
After the transaction is processed, the bill is updated to show the amount paid 
and the remaining balance. 
 
 
 


