
Basic - Invoice Management and Payment Tracking 
Video Transcript 

 

You can easily and quickly manage your outstanding invoices and incoming payments from 
the Send Invoices tab, which can be accessed from the dashboard. Invoices and payments 
can also be viewed and managed from the customer's profile found under contacts.  

On the invoices page, you'll see a full list of invoices created and their current status. For a 
quick glance at your unpaid invoices, you can select the unpaid box at the top. This allows 
you to stay on top of those outstanding invoices, especially those getting close to the due 
date or are past due. You can also filter to view all invoices paid in the last 30 days. To get 
back to the full list of invoices, simply unselect the box you chose.  

To view the invoice details and payment information, you can click anywhere on the 
particular invoice you want to view. You can also navigate to the details page through the 
more button.  

On the invoice details page, you can see when the invoice was sent, the date in which the 
bill payment was created by the customer in the payment portal and the date in which the 
payment was initiated. You can also edit or delete the invoice from this page. If the invoice 
is close to the due date or is overdue, you can send a reminder to the customer with a click 
of a button. Under more action, you can also edit, clone, delete or print a copy of the 
invoice. Lastly, if the customer pays you in some other form outside of the payment portal, 
like a check for example, you can mark the invoice as paid.  

If you want to learn how to track and manage your outgoing payment, check out the 
Manage Payment video. 
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