Advanced - Bill Management and Tracking
Video Transcript

The ability to track and manage your bills and payments is right at your fingertips in CashFlow Complete.
Before we look at the details of each page, it’s helpful to know that most pages allow you to filter the
information, sort many of the columns, customize the column layout to fit your workflow, or export the
data to Excel or a CSV file.

Under the Bills tab, you’ll see several viewing options. As the name suggests, the Unpaid Bills page
displays bills that have been created but not yet paid. To pay a bill, you can select it individually, or use
the button next to the Invoice Number column to select all unpaid bills at once. From there, you’ll move
to the Review and Pay screen. Selecting the invoice number will let you review the bill’s details, make
edits, or delete it altogether.

The All Bills page lists every bill that has been created, regardless of payment status. Recurring Bills
shows any bills set up to be generated on a recurring basis. Draft Bills includes any bills that have been
started but not yet completed. Vendor Credits displays any unapplied credits you’ve received from
vendors.

After initiating a payment, you can track its status on the All Payments page under Payments Out. Here,
you’ll see the vendor, amount, process date, payment method, status, and estimated arrival. Depending
on where the payment is in the process, you may have the option to either cancel or void it. If Cancel is
available, the payment has not yet been debited from your account. If Void appears, the debit is already
in progress or has occurred. Once a payment is voided, you’ll typically receive a credit within three to
five business days. Voiding a check places a stop payment on it, meaning the check will be rejected if the
vendor attempts to cash it. As a courtesy, it’s always a good idea to let your vendor know that the check
is no longer valid.

Selecting the confirmation number allows you to view additional payment details. For check payments,
you’ll see the check number and, if it has already been cashed, you can view an image of the cleared
check. This feature is especially helpful if a vendor reports not receiving a payment—you can quickly
retrieve a copy of the cleared check and share it with them to assist in locating the payment.

Also on the Payments Out page is the Expiring Payments tab, which lists any outstanding check
payments that have not been cashed for 20 days or more. This helps you monitor checks that may
require follow-up. All checks display “Void after 90 days”. Any check not cashed by day 91 is
automatically voided and the funds are returned to your bank account.

The final tab on the Payments Out page is Failed Payments. This section includes any failed electronic
payments or returned paper checks. Returned paper checks are destroyed upon receipt. The online
banking administrator will receive an email notification whenever a payment is returned. If you see any
failed payments listed, simply select the tab to review and take appropriate action.

As you can see, tracking and managing your payments has never been easier. There’s no need to call or
visit the bank—everything you need is available with just a few clicks.
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