
 

Introduction 
Welcome to Bill.com. We make it simple to connect and do business. 
 
Now you can streamline and automate the bill payment process. 
 
 
Responsibilities of the Approver Role 
Review and approve bills and vendor credits. 
 
 
Where the Approver fits in the accounts payable workflow 
 
      

 
 

 
 

The Approver 



 

Approving bills 

To Do List 
When you log in, your To Do List will show bills that are ready for you to 
approve. Click the link in the To Do List to review the bills. 
 

Reviewing and approving bills 

 
 
 
To approve or deny an individual bill: 

1. In the Review column, click the review icon:  
2. On the Approval page, select Approve or Deny. 

 
To approve or deny several bills sequentially: 

1. Next to bills, click Slide Show Approval. 
2. On the Approval page, select Approve, Deny, or Skip. 

 
To approve several bills at once: 

1. In the Select column, select several bills with the checkboxes. 
2. Click Approve. 
3. On the Confirmation dialog box, click OK. 

 



 

Reviewing and approving bills with your mobile device 
Mobile apps for Apple and Android devices 

1. Download the free Bill.com app in the app store.  
2. Log in. 
3. On your Dashboard, you'll see a quick view of bills you need to approve, 

grouped by due date. 
4. Click on one of the groups to approve bills. 

 
Approving bills 
Quick approval: Simply swipe a bill on the list to the right. 
 
For more details about the bill: 

1. Click a bill on the list to view details. 
2. Click Approve at the bottom of the bill. 

 
Denying bills 
Quick deny: 

1. Swipe the bill to the left. 
2. Add a note explaining why you denied the bill. 

 
For more details about the bill: 

1. Click a bill on the list to view details. 
2. Click Deny at the bottom of the bill. 
3. Add a note explaining why you denied the bill. 
  



 

Setting your personal email notification preferences 
You can choose how often you would like to receive email reminders and alerts.   

1. Select Gear icon > Settings > Overview. 
2. In the You section, select Email Preferences. 

 

 
 

3. Select the edit icon  then select/deselect your preferences. 
4. Save your changes. 
 

 


