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Recurring invoices and auto charge make it easier to manage billing and collect payments, 
helping you get paid faster with less manual effort. If your customers pay the same amount 
on a regular schedule, recurring invoices are a great fit for things like rent, membership 
dues, or HOA fees. 

To get started, go to the Recurring Invoices page under Invoices and select Create Recurring 
Invoice. From there, choose an existing customer from the dropdown or add a new one. The 
invoice frequency will default to recurring, and you can select a customized invoice 
template if you’ve created one. For scheduling, you’ll choose either to use the due date or 
the invoice date, and you can hover over the information icon if you’d like a quick 
explanation of the difference between the two. 

Next, choose how often the invoice should be created, whether that’s monthly, biweekly, or 
another interval. You’ll then set an end date or select no end date if the invoice should 
continue indefinitely. In the create and send field, you’ll enter how many days before the 
due date the invoice should be created and sent, making sure to give your customer enough 
time to review and pay. 

Once the schedule is set, you’ll add the items or services being billed. You can select an item 
from the dropdown or add a new one, enter the quantity, and review the price, which will 
default to the item’s existing rate but can be updated if needed. If the item is taxable, simply 
check the tax box. You can add additional items by selecting add row, choose or create a 
sales tax rate if applicable, and include a personalized message for your customer. When 
everything looks good, select save recurring schedule. 

Auto charge is one of the easiest ways to make sure payments arrive on time, every time. 
With auto charge enabled, invoices are paid automatically in full on their due date directly 
from your customer’s bank account to yours. 

To enable auto charge, you’ll first need to add your customer’s bank account information to 
their profile. Be sure to obtain written authorization from the customer before doing so. 
Navigate to Customers, select the customer’s name, and then choose Bank Account under 
More Actions. At the top of the page, select click here to authorize and check the box 
confirming you have authorization to add their bank details. From there, select save, then 
add bank account. Next complete the required fields, and save. Once this is complete, the 
customer will be enabled for electronic payments. 

With bank information on file, you can now turn on auto charge. From the customer’s 
profile, go to More Actions and select Auto Charge. Slide the auto charge toggle to on, then 



enter the maximum amount that can be automatically paid on any invoice for this customer. 
If an invoice exceeds that amount, the system will only pay up to the maximum you’ve set. 
You’ll also choose whether payments should be processed on the due date or on a specific 
date by entering the number of days before or after the due date the payment should 
initiate. Once initiated, funds are typically deposited into your bank account within four 
business days. 

Customers also have the option to set up auto charge themselves through the payment 
portal. If you prefer to maintain control, you can lock auto charge so customers can’t make 
changes or cancel it without your approval. To do this, go to Settings, select Preferences 
under Receivables, and choose No for allowing customers to change their auto pay settings. 

There are a few helpful things to keep in mind when using auto charge. Any existing unpaid 
invoices for the customer will be automatically paid once auto pay is enabled, with the debit 
pulled the next business day. If a due date falls on a weekend or holiday, the payment will be 
processed on the next business day. If you create a one-time invoice and don’t want it to be 
auto charged, simply deselect the option to automatically pay the bill during invoice 
creation. While recurring invoices are set to auto charge by default, you can edit an 
individual invoice at any time to remove auto charge if needed. Three days before the 
payment date, your customer will receive an email reminder, followed by a confirmation 
once the auto charge is processed. 

Recurring invoices and auto charge can be used independently, so you can choose one 
without the other. However, when you use them together, they create a more efficient 
billing experience that reduces manual work and helps you receive payments faster. 
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