Basic - Managing Payments
Video Transcript

Outgoing payments can be easily tracked and managed within CashFlow Complete. You can view, track
and manage all of your scheduled and completed payments right from the dashboard. This can also be
done directly from the vendor’s profile, which can be found under the Contacts tab.

On the dashboard, within this section, you'll find bills that have been scheduled, but not yet processed.
If you click anywhere on the bill, you'll see the status of the payment and all of the payment details. If
you need to make any changes to the payment, you'll select edit. On the dashboard, you can also view
the details, edit or cancel the payment directly from the more button, which is the three ellipsis dots to
the right.

Under the payment history, you can see all of the payments that are in flight and their current status.
These are payments that are or have been debited from your bank account and are either on their way
or have been deposited by the vendor.

If you have a payment that is in the processing status, you won’t be able to void the payment until the
processing is complete. If the status is sent, you will see void as an option under more actions. A
payment can only be voided if it has yet to be deposited into the vendor’s bank account. There is no
charge to void a payment and the funds will be automatically deposited back into your account within a
few business days. If the status is completed, this indicates that the payment has been deposited in to
the vendor’s bank account and no further action can be taken on that payment.

If the payment was sent by check, you can view the check number on the payment details page. Once
the check has cleared, you will also see a copy of the cleared check. Having access to the cleared checks
is helpful should the vendor indicate that the payment wasn’t received. You can provide a copy of the
check to the vendor to help locate your missing payment.

As you can see, tracking and managing your payments can be done in just a couple of clicks, saving you
precious time, allowing you to get back to the business at hand.

If you want to learn more about how to manage and track your invoices and incoming payments, please
visit the Invoice Management and Payment Tracking video for Basic.



	Basic - Managing Payments Video Transcript

