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Bill.com E-pay Setup Instructions:  Students 
Below are instructions for setting up e-pay with Bill.com.   

1) Bill.com will send you an email inviting you to setup e-pay.
Click the Accept Invitation link in the email.

2) You will fill out some information about yourself and create a password.  Some of this info
may be pre-filled depending on if a reimbursement request has already been submitted for
you.  Then you will select Create Account.

3) Next, you will need to enter your mobile number for verification, and click Send Code.
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4) Enter the six-digit code you received in the text, then select Submit.

5) Next, select your account type.  Students will select “I’m none of the above.”  Then click Next.

6) Enter your name, contact info, and address. For Business type, select "Individual". For Industry, select
"Education". For Accounting software, select "I don't use accounting software". Select Next when complete.
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7) Bill.com categorizes anyone receiving payments as vendors and companies.  On this
screen, enter your name as the company owner, click the circle next to Company
owner’s SSN, and enter your social security number.  Then click Next.

8) Next, enter your bank account info.  Click Save and Finish.  You should be good to go!
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