
Basic - Schedule a Payment 
Video Transcript 

 

With CashFlow Complete you can make a payment in a matter of a minute or two, with or without a 
copy of the bill. We will take a look at both ways in this video.  

Images of your bills can be emailed directly to CashFlow Complete using the email address provided on 
the dashboard. You can share this with your vendors or you can forward bills directly to that email 
address from your business email. You can also drag and drop bills into the solution or upload them 
from your desktop files.  

Once in CashFlow Complete, those images can be seen at the top of the dashboard. From here, you can 
schedule a payment, by selecting schedule at the bottom of the bill image. You’ll first need to select the 
name of the vendor from which the bill was sent, or you can add a new vendor. Once the vendor is 
selected or added, IVA, the intelligent virtual assistant will read your bill and plug in the pertinent 
information, such as the amount and delivery date, which is based on the due date of the bill.  

Please keep in mind that IVA is machine learning, so it may not read your bill accurately 100% of the 
time, but the accuracy should improve over time as it learns. That said, be sure to review the bill details 
before scheduling your payment.  

If you have more than one bank account enrolled in CashFlow Complete and want to change which 
account the payment is coming from, you can select from the drop down in the Pay From field. For 
delivery date, this is determined by the due date of the bill. This can be altered by selecting the calendar 
in that field. Under the delivery date field, it will tell you when the funds will be debited from your 
account to ensure that the payment will be received by the due date. This timing will vary depending on 
the payment method, whether that be check, ACH or Vendor Direct virtual card.  

You can add a note to your vendor, then select Schedule Payment. Once the payment is scheduled, 
you’ll see it reflected in the schedule payment section of the dashboard. If there’s an email address on 
file for the vendor, they will receive notification of the incoming payment and any notes that you added. 

The process to schedule a payment without a bill is very similar. To schedule a payment, go to Schedule 
Payment on the dashboard. As you can see from this view, you can also upload or drag and drop a bill if 
applicable. However, if you don’t have a bill, you’ll proceed to select the appropriate vendor or create a 
new vendor.  

You’ll now enter the payment amount, select the bank account in which the funds will be paid and the 
delivery date of the payment. It will default to the earliest arrival date based on the method of payment. 
Again, this can be changed based on when you want the payment to arrive. Once everything is entered, 
you can select schedule payment. Once completed, the payment can then be seen on the dashboard 
under scheduled.   

You may have noticed that there’s an option to set up a recurring payment in the payment workflow. 
Check out the recurring payment video to learn more.  


	Basic - Schedule a Payment Video Transcript

