Setting Up and Managing Your Inbox
Video Transcript

The inbox allows you to receive and store all your bills, invoices and supporting documents
in one place with unlimited cloud-based storage, saving you time and increasing
efficiencies. Once documents have been added to the inbox, they can be used to create
new bills or associated to existing bills, invoices, payments received, vendors or
customers.

When you enroll in CashFlow complete, a unique inbox email address is automatically
created for you. This can be provided to vendors so they can email bills and invoices
directly into the account for processing. To view or edit the email address, select inbox in
the navigation menu, select edit next to the current inbox email address, enter the new
email address using a minimum of eight characters in front of the at bill.com domain, then
save. If you have an existing business email address for this process already, you can set-
up auto forwarding from that inbox to the CashFlow Complete inbox to avoid changing your
vendor’s process. To get documents into CashFlow Complete, you have a few options. You
can email to the inbox email address, you can drag and drop or you can upload the
documents.

You can also change how you view your documents in the inbox to either list or grid view.
You can set up preferences on how to receive the emails and attachments by clicking the
gear icon. To delete a document, you can select the document, then the options to either
mark as spam or delete appear.

If you are viewing a document, a trash can is also on the right-hand side above the image.
To create a bill entry for payment, select enter bill, then complete the bill details as noted in
the attachment. If you want to associate the document with a customer, vendor or bill,
select the more dropdown, then choose the appropriate selection. You can add it to an
existing bill or you can add it to profiles for either your organization, a customer, or a vendor.

To then view those documents associated to your organization, go to settings, then select
profile under your company. Under detail, select documents. If you save a document to a
customer's profile, go to customers, then select the name of the customer. Then under
more actions, select documents. You'll find a similar process to view documents
associated with the vendor except documents is a tab found in the middle of the page.



With the ability to receive and store your bills, invoices, contracts, and other project related
documents, all of the information and backup documentation is right at your fingertips,
making it super easy to stay organized. These documents can also be shared with vendors,

customers and internally, creating efficiencies in your payables and receivables process,
allowing you to pay and get paid quicker.



	Setting Up and Managing Your Inbox Video Transcript

