Advanced - Add and Manage Customer Profile
Video Transcript

Add a customer

Managing customers in CashFlow Complete is designed to be just as simple and intuitive as paying your
bills. If you’re connecting your accounting software, your customer list will automatically load into
CashFlow Complete the first time you sync. The exact details that transfer depend on the software
you're using, and you can always find more information about syncing in the Help Center under Syncing
& Advanced Features.

You also have the option to import your customer list using a .csv file. To do this, go to Settings, select
Legacy Import/Export, and choose Import next to Customers. If you already have a file saved from
another system, you can upload it. If not, there’s a template available to help you get started. Keep in
mind that certain information like bank account details can’t be imported for security reasons and will
need to be entered manually.

If you want to enter a customer manually, go to the Customers tab and select Add Customer. The only
required field is the customer’s name, whether that’s an individual or a business. You’ll also need an
email address if you plan to send electronic invoices. You can also enter optional details such as billing
and shipping addresses, contact information, description, account number, and payment terms. When
you’re finished, select Save.

If you need to edit a customer later, just return to the Customers page, open their profile, and choose
Edit. Inside the customer profile, you’ll also find a More Actions menu. Here, you can archive a customer
if you’re no longer working with them. If they become active again, you can filter for inactive customers
under the more button next to Add Customer, select the profile, and restore it.

You also have the option to merge duplicate customer records, helping to keep your database clean and
organized.

The Documents section allows you to store any files related to that customer such as contracts,
estimates, or project documents, which can then be linked to invoices or shared with the customer
whenever needed.

You'll also have access to auto-debit, a tool that lets you automatically withdraw payments from a
customer’s bank account. This feature is especially helpful for monthly payments that you might receive,
such as rent or dues. To get started, you’ll first set up the customer’s bank account and then enable auto
charge. For more details, check out the video on Recurring Invoices and Auto Charge.

Across the middle of the customer profile, you’ll see several tabs that help you manage the customer’s
activity. The Invoices tab shows any invoices you’ve sent, their due dates, and whether they’'ve been
paid. The Recurring tab is where you create or update recurring invoices. If you need to create an
estimate, you’ll do that in the Estimates tab. Credit memos can be created and applied in the Credit
Memo tab. And the Payments tab shows a full history of payments received from that customer. You



can also use the Notes, Contacts, and Details tabs to track any additional information that’s helpful for
managing the customer relationship.

CashFlow Complete gives you flexible tools to add, organize, and manage your customers—making it
easier to keep your business running smoothly.
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