
Source : YTC Stellar ProAdvisor – Small Biz Tips, Tols & More 
Laila Sevilla 
 

BILL.COM 

 

Bill.com is a tool that automates accounts payable and accounts receivable processes. Bill.com 

seamlessly integrates with Xero accounting software to make bill payments and approvals faster 

and easier. Bill.com acts as a central hub for all bills and invoices for businesses of all sizes. 

 

HOW IT WORKS 

 

 
 

BILLS.COM ALLOWS THE VENDORS TO DIRECT EMAIL THEIR BILLS TO CLIENT. REVIEW 

AND SAVE, APPROVED BILLS AND FACILITATE PAYMENT. 
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NAVIGATION PANEL AT THE LEFT SIDE 
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CHECK INBOX FOR NEW BILLS UPLOAD 
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YOU CAN DRAG OR DROP FILES OR SNAP A PICTURE OF THE BILL VIA BILL.COM 

MOBILE APP 
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ALL INVOICES, CONTRACT, SPREADSHEET AND IMAGES ARE KEPT INTACT IN 

DOCUMENT STORAGE TAB. 
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SELECT ITEM IN THE INBOX AND CLICK REVIEW & SAVE. 

 
 

 

COMPARE DETAILS FROM BILL.COM VS DETAILS TO BE CAPTURE IN THE SYSTEM 
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CHECK THE VENDORS DETAILS, INVOICE/BILL NO., INVOICE DATE, DUE DATE AND 

AMOUNT PAYABLE 
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ALLOCATE EXPENSE ACCOUNT OR YOU CAN SPLIT AMOUNT TO MULTIPLE ACCOUNTS 
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MANAGE APPROVER OF THE BILL 

 

 
 

 

 

SAVE THE INVOICE AND READY FOR APPROVAL 
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BILLS.COM CAN DO CURRENCY CONVERSION 

 

 
 

 

BILL APPROVAL 
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UNDER APPROVAL TAB : YOU CAN SELECT INVOICE YOU WANT TO APPROVE 
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REVIEW DETAILS OF BILL TO APPROVE 

 

 
 

 

CLICK APPROVE BUTTON AFTER CHECKING THE DETAILS 
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BILLS PAYMENT 

 

 
 

 

UNDER BILL TAB : SELECT APPROVE BILL TO PAY 
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BILLS.COM CAN PAY CHECK ELECTRONICALLY, VENDOR DIRECT OR MASTERCARD 

SINGLE-USE VIRTUAL CARD. 

 

 
 

 

CLICK PAY BUTTON TO PROCESS 
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DETAILS OF PAYMENT SHOWN IN THE WINDOW 

 

 
 

 

PAYMENT TRACKING AND AUDIT TRAIL 
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UNDER PAYMENTS OUT TAB – SHOWS THE LIST OF PAYMENTS WHERE YOU CAN TRACK 

AND CHECK THE DETAILS OF PAYMENTS 
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THE VENDOR WILL RECEIVE A CONFIRMATION THAT PAYMENT HAS BEEN SENT 

 

 
 

 

 

 
 

 


