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.

bill

Hi [Vendor Name ]
Prease accept this invitation from [Company Name | to start receiving electronic payments, This is our preferred method for making payments, and it's free to sign up
This way, . [ Vendor Name] gets paid much faster, and all invoice detalls will be available online in your account for quick and anywhere access, helping you cut down on paperwork

And don worry, your account will be secure, with end-to-end encryption. and nol visible 10 [ Comgany Name ] - If you have any questions about getting
paid through Bill.com, please contact [Company Name] at or

Ready to got started?

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.

Aleasy hove 3 BILcom account” Sign s here

L0om

Your customer has invited you to receive
payment

Create an account to get pald

3) Next, you will need to enter your mobile number for verification, and click Send Code.

bill

Security

TO PROOCT POl ACCOMNT W FOGUFE yOur PISSWOrd and phone whon
you bogin. Learn more
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4) Enter the six-digit code you received in the text, then select Submit.
bill

Confirm your code

Enler the code we sent 10 your phore

ot m

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

o e
What's your relationship to Lionel University, LLC?

This will help make sure you get paid properly.

I'mwith a business

Q Youare aseparate business getting paid by Lionel University,

by Lionel University, LLC
I'm an employee
o You are a W-2 employee of Lionel University, LLC.

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.

o o O‘
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Tell us more about your business

We're looking for your business Infa and not your
custor biller, or employers.
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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.

Who owns Vendor Example?

To be in compliance with federal laws, we need to collect some
information about your business.

) Company owner’s SSN (9 digits)

®

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

bill

Add a bank

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

Business Checking
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