
Guide to Bill.com 
for AHCMC 
Grantees



Friday, 
October 2, 2020

11:59 P.M.

FY21 Grant Agreement and Bill.com Registration Deadline:



THIS GUIDE 
WILL 

COVER...

- Bill.com Contact Form

- Creating an account

- Setting up your account

- Navigating Bill.com

- Changing your settings



BILL.COM 
CONTACT 

FORM
We need to confirm that 

we are using your preferred 
email in order to send the 
Bill.com email invitation.



THE EMAIL 
INVITATION

To use Bill.com, you must 
receive an email invitation 

from AHCMC.

Click the blue  “Accept 
Invitation” button in the 

email to get started.



CREATING AN 
ACCOUNT

Enter the required fields 
(name, email, and create a  

password) and click the blue 
“Create Account” button to 

continue.



ACCOUNT 
SETUP: 

SECURITY
Enter a primary phone 

number for 2-step 
verification in addition to 

your username and 
password.



ACCOUNT 
SETUP: 

SECURITY
You will be prompted with a 

text or a voice message to 
enter a code upon logging in 

to Bill.com.

The next time you login, 
checking the “Trust this device 

for 30 days” box will reduce the 
need of using a code to every 

30 days.



A NOTE ABOUT 2-STEP VERIFICATION
Even on devices that you have marked as trusted, these other actions also 
prompt 2-step verification codes:

• Changing your password
• Changing your phone number(s)
• Accessing Bill.com on a different browser
• Changes to your browser, such as:

o Disabling browser cookies, using a cookie management extension, or 
clearing browser data

o Changing the browser supported language, i.e.: adding a new language
o Upgrading to a different version of the browser



ACCOUNT 
SETUP: 

CATEGORY
Both individual and 
organization/group 

grantees must pick the 
first option: “I’m with a 

business”.



ACCOUNT 
SETUP: BASIC 

INFORMATION
Enter the required fields 

(phone number, address, 
city, state, ZIP code) and 

click “Next”.



ACCOUNT 
SETUP: BANK 

INFORMATION
Enter the bank 

account information for the 
grant deposit.

Use the dropdown menu to 
choose the account type 

and click “Save and finish”.



YOUR 
ACCOUNT HAS 
BEEN CREATED

This is the next page after 
you finish creating your 

account.

Click anywhere on the 
grayed-out space to be able 
to fully view the dashboard. 



YOUR 
ACCOUNT HAS 
BEEN CREATED

Do NOT click the 
blue “Get started” 

button.



NAVIGATING 
BILL.COM: 

DASHBOARD
This is your dashboard, which 

is equivalent to your 
homepage on Bill.com.



Hover over the dark blue 
navigation bar on the left-
hand side until it expands.

Click on the option that 
reads “Payments in”.

NAVIGATING 
BILL.COM: 
PAYMENTS



This is where you will see 
deposits once they are made.

This page will be blank until 
AHCMC authorizes the 
payment to your bank 

account.

NAVIGATING 
BILL.COM: 
PAYMENTS



DO NOT invoice AHCMC for your grant award.

AHCMC will submit payment to your bank account after we have received:

• Funding from the Montgomery County Government
• Your FY20 Final Report (if applicable)
• Your signed FY21 Grant Agreement
• Your Bill.com Contact Form
• The creation of your Bill.com account

A NOTE ABOUT PAYMENTS



NAVIGATING 
BILL.COM: 

UPLOADING A W-9
*If you are an ASPG, PCBPG, 
WCPG, or ARSG grantee, you 

will need to upload a W-9.*

Hover your cursor over the 
dark blue navigation bar 

on the left-hand side until 
it expands.

Click the second option, 
which reads “Inbox.”



NAVIGATING 
BILL.COM: 

UPLOADING A W-9
Click the word “Upload” 
bolded in blue to upload 

your W-9, if required.



SETTINGS

Need to edit your profile, 
password, or bank 

account?

Click on the label that 
reads “Settings” in the top 

right-hand corner.



SETTINGS

You'll see a list of options such 
as Profile, Change Password, 

Bank Accounts, etc.



SETTINGS: 
YOUR PROFILE

Click on the first “Profile” 
under the header “You”.



SETTINGS: 
YOUR PROFILE

You can change your name 
by clicking the icon on the 

top right-hand corner.

You also have access to 
email preferences and 

login history by hovering 
over “Details” in the top 

left-hand corner.



SETTINGS: 
COMPANY 

PROFILE
Back on your general 

“Settings” page, click on the 
second “Profile” under the 

header “Your Company”.

All grantees, individuals and 
organizations/groups, are 

considered “Companies” on 
Bill.com.



SETTINGS: 
COMPANY 

PROFILE
This section allows you to 

control your profile visibility 
and edit your company name 

and address.



SETTINGS: 
USERS

If you want to add additional 
users to your account from 

your organization, or if 
you’ve changed your email 
address, you’ll need to add 

another user.

Click “Users” under the 
header “Permissions”.



SETTINGS: 
USERS

Click the blue “New” button in 
the top right-hand corner to 

add a new user.



SETTINGS: 
USERS

Fill out the required fields for 
the new user.

If you are just changing email 
addresses, you’ll need to 

delete your old user profile 
after this step.



OPTIONAL: 
BACKUP 2-STEP 

VERIFICATION
You can setup a backup 

phone number in case you 
don’t have access to your 

primary phone number.

This is OPTIONAL but adds 
another layer of security to 

your account.



BILL.COM HELP 
CENTER

In the top right-hand corner, 
Bill.com has a Help Center.

Click on the question mark 
and enter your topic of 

interest to search the Help 
Center articles. 



QUESTIONS?
EMAIL THE 
AHCMC 
GRANTS TEAM

Ana-Alicia Ih-Tzai Feng
Grants Program Coordinator
AnaAlicia.Feng@creativemoco.com
(301) 565-3805 ext. 21

Karen Judson
Grants Program Manager
Karen.Judson@creativemoco.com
(301) 565-3804

Takenya LaViscount
Grants Director
Takenya.LaViscount@creativemoco.com
(240) 839-4519
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