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Overview

Summary

This guide provides an overview of the Receivables module on Cashflow360 
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Create an Invoice 

Easily send invoices to your customers, securely collect 

payments, automate payment reminders and track the status 

of outstanding receivables
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Create an Invoice

1. Click Invoices in the left navigation 
panel

2. Click Create Invoice

• Please have the following 
information ready: 

• Customer name 

• Invoice number

• Invoice date 

• Due

2

1

1. Click Actions+

2. From the drop down, 
click Send an Invoice

ALTERNATIVELY:

3
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Create an Invoice

3. Enter the invoice details

4. Click Review & Send to distribute 
via Email 
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Create an Invoice

5. Customize the email message if 
desired 

6. Click Send Invoice 

• If the customer is connected to 
the Bill.com network, the invoice 
will be sent straight to their 
Bill.com account, and they will be 
notified via email

• If the customer is not connected 
to the Bill.com network, the 
invoice will be sent via email only
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Draft an Invoice 

Set-up invoices to send to your customers for later 
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Draft an Invoice

1. After creating an invoice and filling 
all relevant details, click Save Draft
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Draft an Invoice

2. To see all drafted invoices, click the 
Drafts tab

3. To Edit, Send, Clone or Archive a 
drafted invoice, click “⋮” 2
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Set Auto-Reminders

We make it easy to set up auto reminders, letting customers 

know when an invoice is due or past due
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Set Auto-Reminders

1. Click Settings

2. Under Receivables, click Auto 
Reminders
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Set Auto-Reminders

3. Select the reminder you would like 
to edit: 

• First 

• Second 

• Third

4. Click the Edit icon In the upper right 

43
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Set Auto-Reminders

5. Edit the following: 

• Enable reminders by checking 
the box next to Email the 
customer

• Determine how many days 
before or after the invoice 
due date the reminder should 
be sent

• Determine who the reminder 
should come from (Reply-To 
box)

• Use our Subject line or edit 
based on your preference

• Customize the body of the 
letter 

• On the right-hand side, select 
from the drop-down to enter 
values that will auto populate 
the sample fields 
in the message

6. Click Save
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Create Recurring Invoices 

For customers you bill regularly, create recurring invoices 

that are automatically sent out
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Create Recurring Invoices 

1. Click Invoices in the left navigation 
panel, select Recurring Invoices
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Create Recurring Invoices

2. Click Create Recurring Invoice  

2
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Create Recurring Invoices 

3. On the New Recurring Invoice page 
enter invoice details, such as: 
Customer, Next Due date, Payment 
Terms and Frequency

3

NOTE: Invoice will be emailed immediately once it is created 
if you choose to automatically send recurring invoices

• To email the invoice later, uncheck "Automatically send 
recurring invoices"
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Create Recurring Invoices

4. To view, edit, or make a recurring invoice 
inactive, click “⋮” to open the dropdown with 
those actions 4
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Create a New Invoice Template

For customers requiring different invoice elements, create 

custom templates that can be used in the future
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Create a new Invoice Template

1. Click Settings

2. Under Receivables, click Invoice 
Templates 
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Create a New Invoice Template

3.     Click New 

3
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Create a New Invoice Template

4. Select the information you would 
like to include in your Invoice 
Template

• Once complete, scroll to the 
bottom and click Save 

4
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Charge a Customer

Manually charge a customer for any outstanding items after 

obtaining payment authorization
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Charge a Customer (Authorized)

1. Click Payments in on the left navigation 
panel

2. Click Get Paid 

NOTE: An invoice must be created prior to charging the 
customer for the payment to be applied to the invoice - if a 
payment is collected prior to invoice creation, the payment 
will remain unapplied until an invoice is created

1
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Charge a Customer (Authorized)

3. Select the customer’s name from the 
drop-down and Charge Customer 

4. Click Submit to continue 

NOTE: You must have obtained authorization from this 
customer to charge their account - this is your responsibility 
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Charge a Customer (Authorized)

5. Review the information and click 
Save to proceed 

NOTE: If you wish to set up Automatic Payments after a client’s 
account information has been added, click Actions > Charge a 
Customer

• In the Auto Charge section, select Automatically Pay Bills, 
and choose the account to withdraw from

• Here you will set a maximum payment limit, and the number 
of days prior to invoice due date that you would like to 
initiate the payment

• Select a name from the drop-down box, and then Charge 
Customer
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Charge a Customer (Authorized)

6. Select an open invoice for the 
customer to apply the charge to 

7. Select Pay From method, if the 
customer has more than one 
method on file 

8. Click Submit to process the charge 

NOTE: If this is a new customer, we want to ensure a secure and valid 
connection

• In 1-2 banking days, a test deposit will be sent to your customer’s bank 
account to confirm the connection

• The customer will see both a credit and a debit for the same amount in 
their bank account

• If the test deposit is successful, the charge will process on the selected 
process date

• If the test deposit fails, the customer's bank account will be invalidated 
and users with the ability to manage customer bank account information 
will be notified via email

6

7

8

26



Charge a Customer (Not Authorized)

1. If you have not obtained 
authorization to charge the 
customer, you must click on the 
Click here to authorize hyperlink

1

Customer Name
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Charge a Customer (Not Authorized)

2. Check off Authorized 

3. Click Save & Add Bank Account 

4. Bank accounts that have already 
been added for the customer will be 
displayed - to add a new bank 
account to charge the customer, 
select Add Account
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Charge a Customer (Not Authorized)

5. Fill out the corresponding bank 
details and click Save - the bank 
account will now be available to 
select when charging the customer 
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Estimates

Create and send estimates to your customers - estimates do 

not have associated payments with them but can easily be 

converted into invoices to send and request payment 
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Create an Estimate

1. Click Estimates on the left 
navigation panel

2. Click Create Estimate
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Send an Estimate

1. Select a Customer to create the 
estimate for 

2. Fill out necessary Estimate details: 
Estimate Number, Estimate Date, 
Quantity, Price, etc. 

3. If this Estimate incorporates 
multiple Items, select Add Row to 
provide the details for additional 
items 

4. Upload attachments as needed 

5. Click Review & Send once all details 
are finalized

6. Alternatively, click Save & Close to 
return to finalizing this estimate 
later
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Additional Actions for Estimates

1. To turn an estimate into an invoice, 
simply click “⋮” and then Create 
Invoice

2. There are additional actions you can 
take on an Estimate:

o To duplicate an Estimate, select 
Clone

o To edit an Estimate details, select 
Edit

o To archive an Estimate, select 
Archive

o To save an Estimate as a PDF, 
select Download PDF

o To change the status of an 
Estimate (e.g. Pending to 
Approved), click Change Status
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