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1. Introduction 

eReceivables is a web-based, self-service Oracle application that provides customers secure access to 

invoices with a standard web browser. Customers can use eReceivables to view their own account 

information, print transactions, and pay invoices. This manual assumes that the customer has an 

account to one of the Virginia State Police systems (Firearms, Back Ground Checks, Safety). 

 

2. Login into eReceivables (eBilling) 

Open a web browser (Chrome and Internet Explorer are supported) 

You must allow eReceivables through your pop-up blocker. Please refer to the appendix for instructions. 

 

In the Address box, type the following URL: ebilling.vsp.virginia.gov 

The customer will see the following screen: 

 

The username and the password instructions will have been emailed to the account holder by the 

Virginia State Police’s Oracle Support Team. If this is your first time logging in, simply click the Login 

Assistance link located under the Login button. On the next screen enter the user ID provided in the 

email. Another email will be sent to the Account Holder’s email on file with a link to create/reset the 

password.  

There is a separate document at vsp.virginia.gov/eReceivables that specifically covers password creation 

and reset called Customer Password Creation and Reset Instructions. 
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3. View Account Details 

The landing screen (a.k.a. Home Page) provides various options such as to Logout, return to the 

Dashboard, return to the Account details screen, indicates the Account name and number being 

accessed and a few other buttons at the top that will rarely, if ever, be used by a customer. 

If you are responsible for multiple accounts at VSP, your landing page will require you to select the 

account that you are wishing to manage. See the second page of the Quick Reference guide for 

instructions. 

If only responsible for one account, your landing page will show the Account Summary screen. 

 

      

 

Dashboard (a.k.a. Account Summary screen) 

The Account Summary screen has details on the account balance, including receivables, payments, and 

aging information. You can drill down to view more details by clicking any amount in blue. 

Clicking on the Show Aging link will display which past due balances are in which aging bucket. Clicking 

the Hide Aging link will hide the aging again. 
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Definitions: 

Account Summary Field Description 

Your Account Balance This is the total dollar amount left to pay on all outstanding invoices against 

your account. 

Show Aging Click on “Show Aging” to see how old the overdue invoice is. 

Overdue Receivables 

and 

Total Open Receivables 

Click on the amount to display a list of current and/or overdue invoice(s) on 

the Account Details screen.  

Open Payments Payments made but not yet posted to our system. Click on the amount to see 

unapplied payment information. 

Unapplied Credit 

Memos 

This is the amount of credit (usually refunds or corrections) on the account 

that can be used to reduce the amount due or to pay off an invoice. 

Account Balance This is the total outstanding invoice balances less any pending payments and 

credits. 

Pending Credit Request If a Dispute has been created, this is the amount of credit that is pending 

approval. 

Remaining Guarantee  This field is not utilized by VSP. 
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Account Details  
The Account Details can be accessed by clicking any of the amount values on the Account Summary 

screen (Dashboard) or by clicking the green Account button on the home page. This screen will display 

the list of current and/or outstanding invoices. It also provides search functionality. 
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Account details – Search options 

1. Transactions can be searched by Status. 

  

2. Transactions can be searched by Transaction Type. 

 

3. Search by Transaction Number 
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View/Print the Invoice: 

In the list of invoices on the Account Details screen, click the transaction number to view the Invoice 

with all line items that make up the invoice.  

 

To Print the Invoice, click the Printable Page button at the top right (shown below). Right-click on the 

new window and select “print” 

To navigate back to the Account Details screen from the Invoice, click on the Return to Account Details 

link at the bottom left of the invoice or the Account link breadcrumb in the upper-left corner (both are 

shown below). 
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Paying An Invoice 

An invoice must be selected (by clicking its checkbox) before hitting the payment button.  The customer 

may select multiple invoices and make a single payment. Partial payments can only be made on a single 

invoice. In other words, if multiple invoices are selected, the customer must pay the total amount. 

       

After selecting the invoice(s) to be paid, press the MAKE PAYMENT button. This will open a new 

browser tab to the payment vendor’s website. If pressing the payment button fails to open a new tab, 

please check your popup blocker (and select “Always Allow” for this website), and then try pressing the 

payment button again. 
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Customers may elect to pay by a branded bankcard (Visa, MasterCard or Discover), or by electronic 

check. The Virginia State Police does not save customer banking information from previous payments. 

Check payments cannot be made from international accounts, and require both the routing and account 

number (printed on the bottom of a paper check or deposit slip).  

Click Next and the Payment Information screen is displayed. The customer can review the details. Fields 

with an asterisk must be completed. Enter a valid email address to receive a payment receipt by email. 

 

      

 

Use the Edit button to change the address if needed. The address should be the billing address of the 

credit card being used. This will not change the business address that VSP has logged in our system. 

Complete the standard credit card payment information and click Next. Review the information on the 

next screen and click Submit Payment. 
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Once the payment is complete a receipt will be displayed and emailed to the email address provided. 

 

Use the Print button in the bottom left corner to print a paper copy or save as a PDF.      

At this point, you can close the receipt browser tab. 

On the eReceivables browser tab, select the orange Dashboard button to see updated account 

information. There can be a delay in the Account Summary reflecting payments made due to latency in 

the banking system.       
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4. Pop-up Blockers 

To use the eReceivables system, you must either disable or adjust the setting of your browser’s pop-up 

blocker. Chrome and Internet Explorer are supported by Oracle. The following explains how to add 

eReceivables to the list of acceptable sites in Chrome and Internet Explorer. Other browsers will be 

similar, but please refer to their specific instructions for allowing sites past their pop-up blockers. 

 

Chrome (Google may change the look and feel in the future) 

When Chrome blocks a site, you will notice a new icon on the right side of the address bar 

 

If you left-click on that icon, a dialog will display. Select the “Always allow pop-ups and redirects from 

https://ebilling.vsp.virginia.gov” and click Done. 

 

 

Internet Explorer 

You may get an alert about a pop-up being blocked. Select “Always Allow” to prevent seeing this in the 

future. 

 

 

 


