Bill.com Steps
Chapters will need to have a bill.com account in order to receive payments from SHPE.

Make sure to wait to create the account until you receive the invitation from SHPE.
Please reach out to fianance@shpe.org to start the process and with any questions.

When the vendor accepts your invite ©

1. In the invite email, they select Accept Invitation and will be redirected to the Bill.com signup page
[Company Name] wants to pay you xea

[User Name] on behalf of | Company Name ] <imtesh bl L Aug 6 ZEOPM Bamsage) fr % ]

bill

Hi [Vendor Name |

Please accept this invitaion from [ Company Name | bo starl receiving electronic payments. This is our preferred method for making payments, and its free to sign up.

This way, . [Vendor Name ] gets paid much faster. and all invoice detalls will be avallable onling in your account for quick and anywhere access, helpng you cut down on papenwork.
And donl worry, your account information will be secure, protected with end-to-end encryption, and nol visible 10 [Company Name ] . If you have any questions about getling

paid through Bill.com, please contact [Company Name] at or:

Ready to get staried?

Using this ink will ensure that your account is created quickly and accurately. This custom URL was generated just for, [Vendor Name] by [Comgpany Mame ] and will connect you

[Company Name ]

Thank you,

Then:

2. They'll then fill out some information about themselves and create a password, then select Create account

* |f you have already entered information on your vendor's record, some fields will be pre-filled

Aiready Fave 3 L com accoent? Sign e hers

Lom

Your customer has invited you to receive
payment

Create an account to get pald



mailto:fianance@shpe.org

Then:

3. They'll then enter their mobile number for 2-step verification and select Send code

¢ Thisis the number where we'll send a code to verify them when they log in, add a bank, or add users

bill

Security

To protect pour MCOUNT we reguive your password and phore when
ou login. Learn more

Fhae rassbel
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Then:

4, They'll then enter the six-digit code we send them and select Submit
bill

Confirm your code
Ertler the code we senl 10 yoor phone
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Then:

5. They'll then select their account type

bill

What's your relationship to Inviting Customer?

This will help make sure you get paid property.

I'm with a business

() Youare a separate business getting pald by Inviting
Customer.

I'm an independent contractor
You are a 1099 or similar being paid by Iriting
Customer

I'm an employee
You are a W-2 emplayee to Inviting Customer.

You will select “I'm an Independent Contractor”. Please note you will be required to submit your personal information
such as your SSN.

Then:

6. Then they enter some information about
* Their company and select Next
bill

.

What Is your basic company Information?

S0 your customar and Bl com know where 1o Conlacl you

You will “Add your Personal Information”

e Under “Industry”- please choose field what best describes you. For Example: Education.
e Under Accounting Software — please choose “ No to using a software”



Then:

e Orthemselves and select Next

bill

What is your contact information?
S0 youir emgloer and Bil.com know wihere 1o contact you

+ Addreis ne 2

Houston Texas [TX)] - 77043

You will continue to “Add your Personal Information”

Then:



7. 1f they're with a business, they'll need to enter the company owner's information

e Thisinformation is required by federal compliance laws

bill

L]
Who owns Vendor Example?

To be in compliance with federal Laws, we need to collect some
irfar ion about your busi

Primary company ownes

You will continue to “Add your Personal Information”

Then:

8. They'll then enter their bank account information

» We'll send a test deposit of $0.01(a penny) to verify their bank account
bill

Add a bank
‘We'll use this as your primary bank account for Bill.com

Routing number

& number

Business Checking

And that's it! Their subscription-free Basic Receivables account is ready to accept payments from you.

You will “Add your Bank Information”



Then you will click on button: “Save and Finish”



