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Summary:  
 
When paying invoices through your GSKDirect.com account, a credit memo can be selected 
and applied to an open invoice balance. 

 
 
 

Stepwise Instructions: 
 
Step 1: Log in to your GSKDirect account 
 
Step 2: Navigate to “Invoices” then click on the “Pay and View Invoices” button. 
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Step 3: Navigate to “Documents.”  The “Open” documents tab will be displayed. Select at 
least one open invoice and the credit document which should be applied.  Click the “Pay” 
button. 

• Only one credit memo can be used in one payment with a single open invoice or multiple open invoices. 

• Open invoice must be of greater or equal value to the eligible credit. 

• Credits are shown as a negative balance.  Ensure the check mark is visible in the box to the left for each.  
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Step 4: Review the credit amount applied to the outstanding invoice then click “Next.” 
 

 
Step 5: Confirm Payment and click the “Pay” button. 
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Step 6: Click on the “OK” button.  A print option is available for your paper records. 
 

 
 
 
Step 7: Within the SAME DAY, go back to the open invoice and pay the remaining balance 
via credit card, ACH, or paper check.  Select the invoice and click “Pay.”  
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• Apply Credit + Pay Remaining Balance by Credit Card or ACH 
o Once the credit is applied to an invoice balance, use your credit card or ACH 

method to close out the remaining balance before the end of the day that the 
transaction is completed.   

o Applied credits will display online as open in GSKDirect for up to 7 working days 
until the transaction is fully executed by the bank.   

• Apply Credit + Pay Remaining Balance by Check 
o Once the credit is applied to an invoice balance, pay the remaining balance via 

paper check.   
o Credits applied to an invoice and closed out with a paper check will display 

online until the check arrives at the bank. 

Step 8: Confirm payment and click “Pay” to charge the remaining balance to your aligned 
credit card. 
 

 
 
 

Process complete.  


