Advanced - Create an Invoice
Video Transcript

Both Basic and Advanced let you send electronic invoices and accept ACH payments through your secure
payment portal. But with Advanced, you get a powerful set of tools designed to help you get paid even
faster. You can customize your invoice templates, create recurring invoices, enable auto-debit so
payments can be pulled directly from your customers’ accounts, and even set automated reminders for
unpaid invoices.

Before you start creating invoices, make sure your logo is uploaded so it appears on every invoice. Just
head to Settings, select Your Company, and choose Logo to upload the file. And while you’re in Settings,
you can also customize your invoice templates under the Receivables section.

When you're ready to create an invoice, you have several quick paths to get started. You can select
'Send an Invoice' from the Actions menu, open a customer’s page and choose 'Create Invoice,' or start
from the Unpaid or All Invoices pages. Once you choose your customer—or add a new one using the
slide-out tray—you’ll land on the invoice screen. The clean template appears by default unless you’ve
set a preferred customized version. However, you can switch templates at any time. Your required fields
are the invoice number, invoice date, and due date. These populate automatically, but you can update
them as needed.

Next, add the items you’re billing for. Clicking into the item field will show your existing list, or you can
create something new. Choosing to add an item opens a tray where you can enter the details. You can
also manage your item list anytime in Settings under Accounting. After selecting an item, add the
quantity and adjust pricing if necessary. If taxes apply, choose or create a tax rate. If the customer has
an available credit, it will automatically appear and can be applied with a click. You can also add a short
message or attach supporting documents—like estimates or contracts—so your customer has
everything in one place. When you're finished, select Preview and Send.

On the preview screen, you can make any final adjustments, including updating the email message. If
you prefer to print and mail the invoice, just select the printer icon. When everything looks good, click
Send Invoice. If you’re not quite ready, simply close the window and your draft will be saved
automatically.

After the invoice is sent, you can keep track of its status on the Invoices page, where drafts also appear.
Opening the invoice details lets you see the payment tracker, which updates you on the customer’s
progress. Once they initiate a payment, you'’ll receive an email notification, and the funds should arrive
in your bank account within four business days. Advanced users can also turn on automated reminders
in Settings under Receivables by choosing Auto Reminders. Review the Advanced Invoice Management
and Tracking video to learn more.

From your customer’s perspective, paying the invoice is simple. They’ll click 'Pay Invoice Electronically' in
the email they receive. First-time users will set up a username and password for your payment portal.
Once logged in, they’ll see all outstanding invoices and can pay by ACH in just a few clicks.



With CashFlow Complete, you gain full visibility into both incoming and outgoing payments, giving you
stronger control and clearer insights into your cash flow.
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