Basic - Creating an Invoice
Video Transcript

CashFlow Complete gives you the ability to not only manage your bills, but also your invoices. Within a
matter of minutes, you can create and send invoices to your customers.

To create and send an invoice, you’ll navigate to Send Invoices in the top navigation. You can also go to
contacts, select customers from the dropdown, then choose the appropriate customer from the list that
you want to invoice. On the invoices page, you'll select Create Invoice. From here, you’ll choose the
name of the customer you want to invoice or add a new customer. An invoice number is automatically
generated, however, you can type in your own. You’ll add the amount due, then select the due date. It
will automatically default to today’s date, but this can be changed by selecting a new date from the
calendar. You can also add an attachment, such as an estimate or a contract. The documents will be sent
as an attachment to the customer, along with their invoice, which should help make the payment
process easier and quicker for them, as they’ll have all of the documentation together in one place. And
finally, you can add a description of the invoice, if desired. If you aren’t ready to send the invoice, under
more actions, you can choose save or save and new, which will save this current invoice, then allow you
to create another. If you are ready to send, you’ll choose preview and send.

On the next screen, you can review and edit the email content that will be sent to your customer. To
edit, you’ll select the edit button in the right-hand corner. At the bottom of the screen, you'll also see a
copy of the invoice that will be sent. When you are ready, select send.

Within a matter of minutes your customer will receive your email along with a copy of the invoice. The
email will link them to your personalized payment portal where they can log in to pay their invoice
online. Once they’ve initiated their payment to you, you’ll receive an email notifying you of the incoming
payment. The payment will be automatically deposited into your account within 4 business days.

To learn how to track and manage your invoices and incoming payments, review the Invoice
Management and Payment Tracking video for Basic.
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