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If you use QuickBooks, Xero, NetSuite, or Intacct, start by syncing it with Cashflow Complete. This 
automatically imports your vendors, giving you a head start. You'll still need to complete a few steps but 
syncing saves time and gets you closer to paying your bills quickly.  

Not using a syncable software? No problem! You can import vendor details manually by selecting Import 
Vendors under Actions.  

Connecting with vendors in our network lets you pay electronically through ePayment, a faster, cheaper, 
and more secure option to pay. Our network includes millions of businesses, so your vendor might 
already be there.  

There are three ways to connect. Verified National Vendor Directory. This network includes those large 
companies like your utilities, cable, or phone. The Bill dot com network. These are vendors who've 
enrolled directly with Bill, the engine behind Cashflow Complete. If you're unable to locate your vendor 
in either network, you can invite them to connect with you for free.  

To add a vendor, go to the Vendors page or choose Add a Vendor from the quick links under Actions. 
Only the name is required, but adding an account number, especially for large billers, helps ensure 
accurate connections. If your vendor matches a verified national vendor, you'll see this badge as shown. 
To connect, select the vendor then the correct zip code from the dropdown that matches your most 
recent bill.  

To connect with vendors in the BILL network, add the vendor's account number, if you haven't done so 
already. This will be included on the remittance information and the check, if applicable, helping to 
ensure your vendor posts the payment to the correct account. The vendor will receive an invite 
indicating you'd like to connect. Payment method will default to check until they accept the invitation.  

If you're unable to locate the vendor, that's okay. You can manually add them by selecting one of the 
following options: Invite them to connect for free for secure ePayments, add the vendor's bank details 
manually under Bank Deposit, or enter their mailing address for check payments.  

Under Preferences, you can add their tax ID, mark them as a ten ninety nine vendor, set a 
recommended lead time for the process date, combine payments when you are paying multiple bills, or 
enable auto pay for bills under a certain amount. You can review the recurring bills and auto pay video 
on the video library to learn more. You can also add the vendor's payment terms, if you are syncing with 
your accounting software, you can choose to turn off sync for this vendor if desired. Once the above is 
complete, click Save Vendor or Save and Create a Bill.  

From the vendor's profile, you can edit details, track invites, view bills, payments, credits, documents, 
notes, and more.  

Need to merge vendors or archive one? Use the More menu. Finally, on the Vendors page, you can take 
a quick look at all your vendors, their payment method, balance, and etc. As well, you can customize 



your view and export your vendor list, if needed. If you need more detailed instructions and 
information, visit the help center located within the solution.  

Cashflow Complete makes vendor setup and payment simple and secure. Whether you sync your 
accounting software or add vendors manually, you'll save time and reduce errors. Connecting through 
our network unlocks fast, cost effective ePayments and gives you full control with features like AutoPay 
and combined payments. Everything you need to manage your vendors and pay bills efficiently and 
confidently is all in one place. 
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