
 
 
 
Welcome to the BillStore Help Center. 
Here you will find all the guides you need to get started quickly and easily. 

Payment reconciliation  

With payment reconciliation, you can assign received payments to an invoice and update the 
outstanding balance accordingly. 

 

Record a payment for an incoice 

Follow these steps to record a payment. 

1. Select an open invoice 

Open the desired outstanding invoice in the	“Invoices”	section. 

2. Select “Add Payment” 

Click	“Add Payment”	to record a payment. 

 

3. Choose payment method 

Select the appropriate payment method: 

• Cash 
• Bank transfer 
• Discount 



• Other 

 

4. Set payment date 

Enter the date on which the payment was made. 

5. Review invoice amount 

The invoice amount or outstanding balance will be displayed automatically. 

6. Accept or adjust payment amount 

You can: 

• Apply the full outstanding amount 
• Or enter a partial payment amount 

7. Confirm payment 

Click	“Confirm Payment”	to complete the process. 



 

Result of payment reconciliation 

• The payment will be assigned to the invoice 
• The invoice status will be updated automatically 

Full payment: 
The invoice will be marked as	“Paid”	in the invoice overview. 
 
Partial payment: 
The invoice will be marked as	“Partially Paid.” 

The remaining balance can be added at any time by clicking	“Add Payment”	again and recording the 
additional payment as described above. 

 

Special case: Credit notes 

If a credit note has been created: 

• It will be sent to the customer 
• The original invoice amount will be reduced accordingly 

Afterwards, only the remaining or outstanding balance will be displayed in the invoice overview. 

 
Note: 
Currently, payment reconciliation in BillStore is performed	manually. 
With an upcoming software update, it will be possible to connect your bank account and perform 
payment reconciliation	automatically. 
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