Advanced - Tracking and Managing Invoices
Video Transcript

With CashFlow Complete, once an invoice is created and sent, you can easily keep an eye on
its status, track incoming payments, and send reminders to your customers when needed.
This helps you stay organized, reduce follow-ups, and ultimately get paid faster.

When you navigate to the Invoices section, you'll find several pages available to you. Like
most list pages, you can filter results at the top, sort by column, or export the list to Excel or
a CSV file if you need to work with the data offline.

Starting on the Unpaid Invoices page, you can select an invoice number to view its full
details. At the top of the invoice, you’ll see the payment tracker, which gives you a clear
view of where the payment stands. This includes the date the invoice was sent and, when
applicable, the date the payment was created or initiated by your customer. From here, you
can print or download the invoice, make edits, or delete it if needed. You can also send a
one-time reminder directly from this page. Under More Actions, selecting Invoice Payments
allows you to pull a payment from your customer’s bank account, if provided to you. If you
were paid outside of CashFlow Complete, like with a manual check for example, you can
record a manual payment or simply mark the invoice as paid through the more actions
menu.

The All Invoices page gives you a complete view of every invoice you've created, no matter
the status. Recurring invoices are those invoices that are sent automatically on a schedule
you define, making them ideal for things like rent or membership dues. If you want to learn
more, review the Recurring Invoices and Auto Charge video. Draft invoices are those
invoices that haven’t been completed yet. If any of your customers have outstanding credits,
you can create or view them from the Credit Memos page.

The Payments In page shows all payments you've received from your customers. You can
select the Bill Pay ePayment link next to a customer’s name to view the payment details.

Automated reminders are another way to help you get paid faster. You can set these up by
going to Settings and selecting Auto Reminders. You can enable up to three reminders,
which default to 30, 60, and 90 days, but both the timing and email templates can be
customized.

Within Settings, you can also customize the URL for your payment portal, along with
templates for invoices, credit memos, and emails. If you need to change the default bank
account used for incoming payments, go to Online Payments, select Manage, and choose the
account you’d like to make primary.



By giving you a clear, centralized view of invoices and incoming payments, CashFlow
Complete helps streamline your receivables process and gives you greater insight and
control over your cash flow.
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