
Bill.com Instructions
(for any Bill.com questions, please contact Lauren Novotny at finance@edfundwest.org)

1. Lauren will invite you to create an account through Bill.com. The email should look like
this:

2. Click “Accept Invitation”
a. You will be prompted to a new window.

3. Fill out your First Name, Last Name, and create a Password.



a. Click “Create Account”

4. You will be prompted to verify/protect your account. Please type in your phone number
and “Send Code” to your phone.

a. Once you have received the code, type it out/ copy and paste it on the “Confirm
Your Code” page and click “Submit”

5. What is your relationship with the Ed Fund?
a. Select you are an Independent Contractor (don't worry, this grant is not counted as

income, you will not receive a 1099).
b. Click “Next”





6. Fill out the following page with YOUR contact information

7. Who owns _______?
a. Primary Company Owner: YOUR name
b. Your Date of Birth
c. Your SSN or Employer ID #
d. Click “Next”

8. Type in your bank account information
a. Routing #
b. Account #
c. Account holder name
d. Account type
e. Click “Save and finish”
f. This allows you to receive payments directly to your bank account.

9. Select your preferred payment method


