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CashFlow Complete makes paying bills easier with two convenient features: Recurring Bills and Auto 
Pay. Recurring bills are perfect for those payments that are the same amount month to month like rent, 
for example, while Auto Pay is ideal for bills with amounts that vary, such as utilities. Both options will 
help you save time and avoid missed payments. 

Recurring Bill 

To set up a recurring bill, you can start in the Create Bill flow or go to Recurring Bills under the Bills tab. 
Enter the vendor name, invoice details, due date, and amount. Under bill frequency, select recurring, if 
not already preselected then choose how often the bill should be created—like once a month—and then 
decide how many days before the due date the bill entry should be created. Be sure to allow enough 
time for the payment to reach the vendor, especially if it’s a check payment, which typically takes 7–10 
days. You can also set an end date for the recurring bill and choose whether to enable automatic 
payments. If you select this option, the payment will be processed automatically from the account you 
select; if not, the bill will be created but not paid. Later, if you need to edit or delete the recurring bill, 
simply return to the Recurring Bills tab and select Edit. 

Auto Pay 

Auto Pay works a little differently. It automatically pays any bill for a specific vendor up to a dollar you 
set, making it great for bills that fluctuate. To enable Auto Pay, select the vendor on the vendors page, 
and click Edit Vendor. Under Payment Processing, check the box for Auto Pay and enter the maximum 
amount you’re comfortable with. For example, if you set $5,000, any bill up to that amount will be paid 
automatically. Then choose the bank account for payments and, if you’d like, set payment terms before 
saving your changes. One important note: don’t enable Auto Pay and automatic payments for the same 
vendor, or you could end up paying a bill twice. 

For more detailed instructions, visit the Help Center located within the solution.  

With Recurring bills and Auto Pay, you can “set it and forget it,” making bill management simple and 
stress-free. 
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