
Advanced - Make a Payment 
Video Transcript 

 

During this video, we’ll walk through two ways to pay your bills: Pay a Vendor and Create a Bill. Let’s 
dive in. 

So what’s the difference between the two.  
Pay a Vendor is the quick-pay option. It’s fast and simple—just a few details and you’re done. However, 
you cannot upload a bill image or enter an invoice number here. Once completed, the bill is immediately 
submitted for payment.  
Create a Bill gives you more flexibility. You can upload an image of the bill, add the invoice number 
associated with that bill, and even schedule the payment for later. 

You can find the pay a vendor flow in a couple of locations within the platform, within the quick links 
under “Actions”, and on each vendor’s profile page, as well as on the payments out page.  

To use this quick pay option, you’ll select the vendor or add a new one, enter the payment details and 
choose the process date. It defaults to the next business day, but you can pick a future date if you want 
to schedule the payment in advance. Enter the payment amount and then select the bank account. Or 
you might also see the option to pay by debit or credit card as well. You will add a memo, like an invoice 
or account number. At the bottom of the page, you’ll see payment details including how your vendor 
will receive their payment and an estimated arrival date. Once everything is entered, click review and 
pay. If everything is correct, you’ll select send payment.  

If you want to upload an image of the bill and/or enter the invoice number associated with your bill, 
you’ll use the “Enter or create bill” flow, which can be found in the Actions drop down, or you can go to 
that particular vendor’s profile page, then select “Create Bill”. This is also the flow that the collaborators 
or additional users will use to create a bill to be paid by the online banking administrator.  

If you upload or drag and drop an image of the bill, the virtual assistant will read it and pull the key 
details for you. This feature makes creating and paying bills that much easier and quicker.   

If you don’t upload an image, you’ll enter the details manually, which includes vendor name, invoice 
number, invoice date, due date, amount and bill frequency, whether this is a one-time payment or 
recurring. For more information on recurring bills, check out the recurring bills and auto pay video in the 
video library.  

Once entered, you can review and pay which will schedule the payment. You’ll choose your process date 
and method of payment. Once ready, you’ll select pay.  

To set up another bill, you can select create and new, and to pay the bill at a later date, choose create 
bill or from the dropdown, you can save as a draft, if you need to come back to finish the bill later.  

For options two and three, you are creating the bill, but payment has not yet been initiated. When you 
are ready to submit the payment, you’ll navigate to the unpaid bills tab on the bills page. Select the box 
at the top at the top of the column to choose all bills to be paid, or you can select individual bills. Then 



select review and pay. If you need to delete a bill, you can select the wastebasket. If you’re ready to 
send, choose submit payments.   

Once you’ve initiated the payment, you can then track and manage the completed payment on the 
payments out page. For more details about tracking and managing your bills, check out the Bill 
Management and Tracking video for Advanced. As always, you can review more detailed instructions, 
tips and troubleshooting under the Help Center.  

Managing bills in CashFlow Complete is simple and flexible. Whether you need a quick payment or want 
to upload and schedule bills for later, you have options that fit your workflow. And with tools to track, 
manage, and review payments, staying on top of your finances has never been easier. 
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