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overview

summary

This guide provides an overview of the Payables module on Cashflow360
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Add a Bill

How to create bills on Cashflow360

&
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tting Up Your Inbox

Click Inbox in the left navigation
panel

Set the Company Email Address
using a minimum of eight characters
in front of the @chase.bill.com
domain

Click Save - you will now be able to
receive invoices and other
documents in the Cashflow360
inbox using this email address, or by
using the drag and drop, or browse
functions

NOTE:

Documents need to be less than 20MB in size

For files with more than 250 pages, preview will only be available on

the first 250 pages

Documents/attachments can be stripped of data when they are auto
forwarded to the inbox - we recommend emailing the document

directly

TIP:
Email addresses with a single/simple word (i.e.
Payables@chase.bill.com) tend to be easy for spammers to find and add

to their blasts

To reduce the chance of spammers blasting messages to the

Cashflow360 Inbox, please consider using a more complex email
address that is unique to your company, but still familiar to your
vendors and customers

JPMorgan

m Help Center

Send to:

<your email>

a

Nice, your inbox is empty

<your email>

@chasebilcom g

Customize your email address

[

<your email>

]
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Creating Bills From Your Inbox

1. Click Inbox in the left navigation
pane, upload your bill either by:

* Dragging and dropping the file
from your computer into the Inbox
window, store documents in any
file format

» Clicking Upload, then searching
and selecting the bill from your
computer

* Emailing your document to your
company'’s bill pay email, shown at
the bottom of your inbox window

2. For successfully read documents,
select Enter Bill in the top, right-
hand corner

NOTE: You can share your company’s bill pay email with all your
vendors to have bills automatically entered into your Cashflow360
workflow

NOTE: If there are multiple pages, click the image of the bill in the Enter
Bill window, so that you can see it enlarged

NOTE: The software can read PDF, PNG, JPG, JPEG formats but not Word
documents
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<your email> _ .
Inbox ] B | Upload |
- 0
s 1 Newestv .= %  ACME CORP

D # ACME CORP

ACME_Final_2026.pdf

1-10f1

Due 02/01/2(

USD 600.00

026

'y

¥ 07310

ACME_Final_2026.pdf (i)

ACME CORP

Address: 101 Main Street
City: Anytown
Country: USA
Postal: 07310

Bill to:

Yale Vision Inc

Address: 683 Winton Road
City: Chicago

Postal: 60605

Description

Office Supplies — Staplers, Notebooks

Office Supplies — Printer Ink

Office Supplies - Desks

Services - Assembly

Shipping Fee — Expedited Shipping

Notes:

Sample invoice for services provided to Customer 1.

Due Date: 02/01/2026

Add Vendor m More v

a a 9 &

Invoice

Quantity Rate Amount
1.00 180.00 180.00
1.00 120.00 120.00
1.00 250.00 250.00
1.00 30.00 30.00
1.00 20.00 20.00

Sub-total 600.00
0%
Tax rate
0.00

Tax




Creating Bills From Your Inbox

X Enter a bill

3. When uploading documents, invoice s o cw e
recognition software will attempt to -
pre-fi” the 5 fields required for bill L L N | ° v

@ Copy and paste text from your document

. ° ° mber 4 \ Payment ter m * Invoice date 4 * Due date 4
creation (vendor name, invoice [ | v [oworaozs B] [ooovams 5
number, invoice date, due date Invoice |[*5is— ™ .

Address: 101 Main Street [ Use this fi d

and amount) or o

Postat: 07310 @® oneTime O Recurring

4. Successfully pre-filled fields will A

Address: 683 Winton Road

Expenses { USD 600.00)

City: Chicago

appear with a green outline (except e

Due Date(l201/2026)

Description Quantiy Rate Amount - ‘ hd | | 600.00 | ‘

for Vendor Name) ' v ( ]
Office Supplies — Staplers, Notebooks. 1.00 180.00 180.00

dd L] I f. Id b dd d h oo Supplios - Pinte ok oo 12000 13060 Move table below document
5. A Itlona Ie S can e a e to t e Office Supplies - Desks 100 250,00 250.00 3 Approvers Notes on this hill

bill creation form by selecting s et o mn |k Tessmms il o v v
. . i ) FmR etoass =m a overs.
Shipping Fee — Expedted Shipping 100 20,00 20.00 [ ’}v P profile, y &0 assign them as approvers

!

field(s) on the invoice and clicking
into the bill creation form to B — .
automatically copy over information "

Total $ .':600.00:|

6. Review and edit all Bill Details as oM
needed before finalizing the bill

» Click Create Bill at the top of the
screen - this bill is now available
for scheduling a payment

JPMorgan



Creating Bills From Your Inbox

7. When uploading documents, the
invoice recognition software also
compares the vendor's name and
invoice number against bills already
created to identify potential invoice
copies - the system will display a
banner if it detects any potential
copies

8. Select Review Copies to review and
compare to the current document in
the inbox to avoid creating a
duplicate bill

9. Once the copy has been identified,
select it, and click Delete to remove
it

10. Select Enter Bill to start the hill

creation process for the original
invoice

JPMorgan

Select all

+ ACME CORP

ACME_Final_2026.pdf

uploaded by TANYA STOME 03/30/2026 03:44 PM

# ACME CORP

Multiple Copies

ACME_Final_2026.pdf

Inbox
() Overview
Documents
& Inbox 2
[ selectall

&, Documents

@ Approvals
Bills

G Payments out

PR, Customers
@ Items

EP Estimates

E Invoices

2 Payments in

+" Reports
31 Settings

O3 Help Center

[] % ACMECORP

Multiple Copies

ACME_Final_2026.pdf
uploaded by TANYA STONE 03/30/2026 03:44 PM

[] 4% ACMECORP

fJ vendors Multiple Copies

ACME_Final_2026.pdf
uploaded by TANYA STONE 03/30/2026 03:44 PM

o [ Delete (1) l

Mark as spam (1)

Du

UsD 600.00

e 02/01/2026

UsSD 600.00

<your email>

MR Add filters A 'tlooks like you have 2 copies of this dntumEnIRev'\ew (om]

a
USD 600.00
2% ACME CORP

.3
L* 07310

ACME _Final_2026.pdf ()

Due 02/01/2026

UsD 600.00

Due 02/01/2026

ACME CORP
Address: 101 Main Street
City: Anytown
Country: USA
Postal: 07310
Bill to:
Yale Vision Inc
Address: 683 Winton Road
City: Chicago
Postal: 60605
Descrij ption
##  ACME CORP
L"v’ 07310
ACME _Final_2026.pdf (7)
ACME CORP
Address: 101 Main Street
City: Anytown
B Country: USA
Postal: 07310
Bill to: Details:
Yale Vision Inc Invoice No: 100
A{_:Idress.: 683 Winton Road Date: 01/01/2026
City: Chicago x
Postal: 60605 )

Due Date: 02/01/2026

Details:
Invoice No: 100

Date: 01/01/2026
Tems:
Due Date: 02/01/2026

=

L2
aQ e D&

Invoice



Add a Vendor

How to add and invite vendors on Cashflow360 in order

to send payments to them

&

JPMorgan



Select Payment Method

1. In the left navigation, click Vendors

2. Inthe Vendors screen, click Add
Vendor

& Inbox

ﬂl Documents

NOTE: Vendors can be imported automatically via
your accounting software - schedule an onboarding
appointment to set up sync

JPMorgan

—
Q, Search AP & AR ‘ O ¥ e

(@ Overview

Vendors

|

l -Filter & Active

Vendor name

Vendors

& Approvals

Bills

(= Payments out

f, Customers

Items

Estimates

Invoices

%) Payments in

Reports

21 Settings

o Help Center

-~

Address Payment method

Check

Chack

Check

Metwork status

Mot Connected

Pending

Mot Connected

1059 vendor

Mo

Mo

Mo

Balance

usD 11.02

USD 0.00

UsD 0.00

L=st payment

Newver Paid

Mever Paid

Mever Paid

a Add Vendor

a

Alerts

) Invite to connect in BILL

@ Update address

# Invite to connect in BILL

Page 1

ok

Actions



Select Payment Method

3. To Add a new vendor, complete the
required fields under Vendor
Basics, Vendor Address, and
Vendor Bank Location

NOTE: Scroll down to continue filling out vendor
details including Payment Method, Auto-pay,
Payment Information, Contacts, and any Additional
Information

JPMorgan

X Add a new vendor

Vendor Basics

Vendor Address

Vendor Bank Location

Select the country where your vendor's bank

Is becated {usually the sa

me a5 thelr business address)

===



Select Payment Method

4.

JPMorgan

To enable Virtual Card payments
for the vendor, select the toggle
and enter a remittance email

Select here to make a virtual card
the vendor’s default payment
method

Select an alternate payment
method for payments where Virtual
Card is not used

Once complete, click Add Vendor &
Send Invite - the entry will now
appear in your list of vendors

Add a new vendor

o

Virtual card payment option

Cashflow360 Virtual Card is an easy and rewarding way to pay your vendor
How does it work? We will send a secure single-use payment token to your vendor. They have 30 days to accept in their merchant system before it expires.

Best of all it's free to you, and you earn rebates for every transaction! Learn more

()V\rtual Card enabled

Remittance Email i

You acknow! %-C|g% all responsibility forema accuracy

|:| Make this my vendor’'s default payment method

ALTERNATE PAYMENT METHOD

The payment method below will be used to pay your vender in the event Virtual Card is not used.

© ePayments - | want to invite my vendor to manage their own free account

ePayments are faster and more secure than paper checks. We send your vendor an invite to enter their account information and notify you
when they're ready to get paid. - View and edit email invitation

O Pay this vendor with checks sent in the mail
We'll mail your vendeor paper checks and you can track status.

O ePayments - | have my vendor's bank account info and I'll manage it myself for now

Enter your vendor's bank info to pay them with ePayments.

10



Find and Invite Vendors e s

o @ Overview o :
1. From the Vendors window, select the vendor you & nbor 3 crecc | 101 i e Aryon, A 12345 Unie S
Want tO pay @) Documents , More details .
2. If the vendor has not been connected to bill.com you p— or _ - - N -
will see "Invite to connect in BILL" @ ois -

& Payments out

I =+ Invite to connect in BILL I E

3. A preview of the email to send the Vendor will pop-up

» Press Send Invitation once the message and email
recipient is finalized to invite the vendor to Bill.com

« The vendor will be sent an email inviting them to be

paid electronically for free e
: : : . : i X
* Review the email carefully as you are responsible Edit and preview email
for the emails being sent to a representative of L ) .
. . . 5 is the email we'll send to your vendor. We'll help
the vendor who is authorized to provide the Venagl|  chem setup a free account to get paid. b
banking information U /ﬂ" 0
« The authorized representative can enter the | \
o o . Message
vendor’s account information via a secure portal, e fgewm S
so no sharing of sensitive information is deposit to your account. Send me a reply to this
email if you have any questions.
necessary | |
* You can track the status of the invitation from the 1 B

vendor’s profile

t | ] Make this my default email message

NOTE: Since this is a new vendor, we want to ensure a secure and valid connection {

* In 1-2 banking days, the vendor will see both a credit and a debit for the same amount in their bank account Preview Email

* If the test deposit is successful, the epayment will process on the selected process date
If the test deposit fails, the user will be notified via email and the payment will be sent via check on the process date

» Vendors will receive an email advising them of the test transaction

JPMorgan


https://www.bill.com/
https://www.bill.com/

Connect with Major Billers

1. Inthe left navigation, click Vendors = CHASE CONNECT Qsercnpzsm | O ¥V 2B
H Actions =
2. In the Vendors screen, click Add ren Vendors (2 Y roovercer | B
() Overview
VendOI‘ 1 ,Db [A” v] [ l & Active D &
G_I Documents Vendor name - Address Payment method Metwork status 1053 vendar Bzlance Last payment Alarts Actions

NOTE: You will need to have the following information
ready: (© Approvals
« Vendor name: the exact company or person to @ sils

be paid

* Vendor contact information: mailing address and email
address

* The vendor’s bank account information, if applicable,
provided by a known authorized representative of the
vendor

JPMorgan 12



Connect with Major Billers

3.

JPMorgan

In the Add a new vendor window,
start typing your vendor’s name in
the Vendor Name field, exactly as it
appears on the statement

Once matching vendors populate in
the drop-down menu, select the
correct one

Review carefully as you are
responsible for selecting the
proper vendor

% Add a new vendor

Add werrdor & send lavite __Tl Hlp

WEMNDOR BASICE

dluansid Lokidh

ATET 2

Copmnpct nskankly

Regency at ¥ardley ©
Tomarp ak Giay Ranch £

Indeperchenoe 4% Wather Jywners £

LEID L RECAMEN D ED

Regency At Prosidence Community & dar an invita 1o entar thiir bank wfe, than netily yod whan

I Pay this vendor with checks sent in the mail

wa'll miail your vendor pager chacks and yau Can track stanes,

" T
|: o ePayments - | Bave my venders Bank secount inlo ard I'0 manage it mysell Tor new

Entir your vendors bank wfe to pay tham with afaymants.

ALTOFAY EETUP

PAYMIENT INFORMATION

13



Connect with Major Billers

5.

JPMorgan

A pop-up window will appear to
make sure you are matched with the
correct biller and to confirm address
details

Enter the Vendor Zip Code as it
appears on the statement mailing
address, omitting the +4 digits

Sometimes there will be multiple
addresses for a major biller - in
such case, options will be provided
to select the correct address for
the bill or invoice

X Vendor Setup

Confirm the address for
Inc

Select the address that matches your bill.

@ PO Box 6599 Saint Louis, MO

() 7301 Michigan Ave SaintLouis, .- ... -_.

Vendor ZIP code
Find the ZIP code for AT&T on a recent bill. This helps

us connect you to the right vendor.

o l 95887-0001 I

Confirm the Address

AT&T Payment Center
Sacramento, CA 95887-0001

Don't see a match? Enter a different address.

14



Connect with Major Billers

6. Enter your Account Number for the
Vendor, omitting any dashes or
spaces

7. Click Continue - you will be able to
verify status of your connection in
their vendor profile

JPMorgan

X Vendor Setup

Enter your account number for AT&T

o Account number *

15



Pay a Vendor

Easily pay your vendors with or without a bill via ACH, check

or virtual card

&

JPMorgan



Pay Vendor: Without a Bill

1. Inthe left navigation, click Vendors

2. Start typing the vendor name in the
Search field, or scroll until you
locate the appropriate vendor you
want to pay and then select their
name

3. Once you are in the vendor page,
select Pay Vendor

NOTE: Ready to pay? You will need to have the
following information ready:

* Vendor name: the company or person to be paid

» Vendor contact information: email address and/or
mailing address and account number with the vendor
company, if applicable

» Vendor bank transit routing number/bank account
numbers verified by you, with a known contact at
that vendor

» Vendor’s bank account number and bank routing
number are required for electronic payments

NOTE: If you do not yet have the vendor added to
Cashflow360, read the Add a Vendor section -

if you have vendor information already entered,
continue to step 3

JPMorgan

= CHASE COMMWECT

~ -
CQ, Search AP & AR ‘ ® ¥ < % TS
Recent  Meowarl By 2

{m) Overview
Al [ ] 8 Active

& Inbox
p D Vendor name ~ Address Payment method
I3_| Documents

D AcmeCorp 101 Main Street, Amytown, CA4 12345 United States Check
Vendors

I:l example lic union, M) 07083 United States Chack
(& Approvals »

D Sarah Naud 611 Woodward Avenue MZ, Detrait, M| 48226 United States Chack

@ Bills

& Payments out

= CHASE COMMNECT

Metwork status 1099 vendar
Mot Connected Mo
Pending Mo
Mot Connected Mo

Add Vendor H

M &
Ezlance L=st payment Alerts Actions
) Invite to connect in BILL
UsD 0.00 MNewer Paid @ Update sddress
UsD 000 MNewver Paid ) Invite to connect in BILL
Page 1 < >

Ol Search AP & AR

Home § Vendors [/ Vendor Profile

(o] Overview

AcmeCorp

ins A ; 2 i a
d.l Inbox =] Check 101 Main 5treet, Anytown, CA 12345 United States

| Documents More details

=1 Ay Eo-Dang Favyrment oW - :.
Vendors Pay-to Auto-pay gFyment network
~ AcmeCorp Off Search & Enter
{y Approvals
1093 vendor Payment term Email address
2] Bills
@ Mo — —

&+ Payments out

=<+ Invite to connect in BILL

FE, Customers

Account number

| Edit Vendor I Pay Vendor l

Wendor fee Tax ID

17



Pay Vendor: Without a Bill

4. Inthe Pay a vendor window, enter
the Payment amount, and
complete the applicable fields

5. You may either pay your vendor
electronically via ACH, with a check
mailed via USPS (not pictured), or
Virtual Card

6. At the top right of the screen, click
Review & pay

JPMorgan

X Pay avendor

Payment details

Simply select a vendor to pay and enter the amount.

Vendor name * o [Payment amount *

——

Process date * Pay from *
‘ 03/31/2026 m ‘ ‘ |PMC checking account *+%%7201 v ‘
Primary contact email Memo *

v
P
Maximum 70 characters

‘ ‘ ‘ This will be printed on the check.

Payment Method

Choose how you would like your vendor to receive your payment.

@ E\ Virtual card O - Check

Default

Virtual card is a free, fast way to pay vendors and earn 0.75% on all posted virtual card payments.

We'll email a secure, single-use virtual card number to AcmeCorp on the date you've selected above.
AcmeCorp will have 30 days to accept the payment before it expires.

send to:

Learn more

Current remittance email *

You acknowledge all responsibility for email accuracy

|:| Save this as my vendor's default payment method

Review & pay

18



Pay Vendor: With a Bill

= CHASE COMMECT Q. Search AP & AR ® ¥ - & TS
Recent Metwork  Sync Tasks
1. Inthe left navigation, click Bills
2
- o e wi Bills | enter il |
2. Click Enter Bill in the Bills window
fh Overview
& Inbox Unpaid bills {5) All bills Recurring bills Draft bills (1) Vendor eredits
G| pDocuments 1 results
Add filters H Created in last 12 months l Active @ | Clear filters am 4
UsD 1.00
NOTE: Ready to pay? You will need to have the followin
. . v bay g 2] vendors Invoice no. | Uploads | Notes | Vendor Description PO no. Chart of account Bill type Created date
information ready:
) ) Approvals
* Vendor name: the company or person to be paid 100 a] AcmeCorp Manusal 03/30/26

. . . Bills =~ |
* Vendor contact information: email address and/or

mailing address and account number with the vendor Unpaid bills
company, if applicable

All bills
* A copy of the bill (invoice)—a digital document file is
recommended Recurring bills

* Vendor’s bank account number and routing number are Draft bills

required for electronic payments Vendor credits

* Payments out

=, Customers

Items

Estimates

Invoices

JPMorgan



Pay Vendor: With a Bill

3. Inthe Enter a bill window, if you
have a digital file available, you may
drag and drop it or browse and
upload directly from your computer
- if you do not have a digital file,
continue to step 4

4. On the right side of your screen,
enter Bill Details (i.e. Vendor Name
and Invoice #, Invoice date, etc.)

5. Once complete, click Create Bill at
the top right of your screen

NOTE: If you have not added this specific vendor to
Cashflow360 yet, you are able to Create a Vendor

* Within the Vendor Name field, enter the vendor
name

» Click on the dropdown and select add new vendor

Review the Add a Vendor section of this guide for
additional information on vendor set-up and
management

JPMorgan

x  Enter a bill

Upload an invoice

P

D

Click or drag file here

Files supported: .pdf, .jpg, .jpeg. .png. .gif, or .ot

°

]

Review & Pay Create & New l Create Bill

Vendor name *
Invoice number * PO number Payment term Invoice date * Due date *
R RETE Y

Amount Bl description

|:| Use this for expense description

Bill frequency *

@ OneTime () Recurring

Expenses ( USD 0.00)

uuuuuuuuuuuuu

>AddRm.-\.r +1 +5 +10

Move table below document

Approvers

Select a vendor before assigning approvers

Notes on this bill

Use @ to tag and notify a team member

20



Pay Vendor: With a Bill

6. Click Bills in the left navigation, you
should see the bill you want to pay, _ comsecomic P ——
listed in the Bills To Pay tab in the
main window

0 ¥ B 15

Recent Network  Sync Tasks

—

Bills

@ Overview

1 1 = Inbox Unpaid bills (5) All bills Recurring bills Draft bills (1) Vendar credits
7. You can select multiple bills at once b nb . (5]
Gl] Documents 1 results ‘
Add filters Unpaid @ Partially paid @ | Clear filters USD‘100 00 Print Checks l I Mark as Paid Review & Pay

4 vendors

8. Click Review & Pay after selecting
the bill(s) you want to pay

Bulk pay billson: | Select adate f& | Bulk pay bills from:

Select an account |

& Approvals

Bills Invoice no. Uploads ‘ Notes | Description | Vendor Chart of account Bill type Created date PO no. Invoice date Due date Ap|
Unpaid bills 000000000100 8] AcmeCorp Manual 02/26425 02/26/25 02/28/25 Un
All bills
12345 AcmeCorp Manual 03112425 03/12/25 03/13/25 un
Recurring bills
Draft bills 100 d AcmeCorp Manual 03/30/26 01/01/26 02/01/26 Un
Vendor credits
12345678 AcmeCorp Manual 02/27/25 02/27/25 02/28/25 As
Payments out
123 AcmeCorp Manual 0212625 02/26/25 02/28125 E
% Customers
Items
Estimates
Invoices
<) Payments in
> |+« >

JPMorgan



Pay Vendor: With a Bill

0.

10.

11.

Review the details to confirm the
information is correct - review carefully,
as you are responsible for selecting the
proper vendor

Then click Review & Pay at the top of
the screen

For check payments, you can edit the
vendor’s address and email address on
this screen and the system will also
update the vendor record

You can also invite a vendor to get
paid electronically from this screen
and the system will tie that invitation
to the vendor’s record

Confirm payment details, then click Pay

Your payment is now scheduled!

JPMorgan

AcmeCorp_BILL23015_RD_Fakelm

KBHI 000000000100

voices_Edits DeDora_ GRCO

1oromg © £
a a9 ¢
"

Invoice to
Yale Vision Inc

Office Supplies
Office Supplies
Office Supplies
Services

Shipping Fee

\L

]| Acme
LS| corp
melce Number
000000000100
e ate
7/302023

Bescription

Staplers, Notebooks

Printer Ink
Desks
Assembly

Expedited Shipping

Bill amount.
cmi

161 Main Street
Anytown, USA

rrrrrrrrrrr

1234567

nnnnnnnnnnnn

PO number

Past payments

Payment term

NNNNNNN

22222222

X Pay bill #100

[ ppppppppp (V] Add Note
Line Total
318!
$120.00
$250.00
$30.00
Expenses ( USD 100.00 )
$20.00 —
Accoont  Amownt  Dpesi ption
Toral  $600.00
Move table below document
Payment details Bill summa ry
Select when you would like to send the payment and add a memo.
AcmeCorp
Payment amount * Process date * 100
pen balance [
[[uso 100 | [ows1202 & Open ba! uso 1.0
Due date 02/01/2026
Memo *
3
]
‘ v 100 A| 04/03/2026
Check
usD 1.00
usD 1.00

Pay from

Select an account to pay from.

‘ i JPMC ****7201

‘ i JPMC ****73276

‘ i JPMC ****2072

22



Add Approvers and Route a Bill

Add the appropriate approvers to confirm bill creation and

route for their review

&

JPMorgan



Add Approvers

1. Inthe left navigation, click Settings

2. Inthe Settings window, click Users
under Permissions

NOTE: You will need to have the
following information ready:

» The approver’s first and last name,
work email address, time zone, and
role

JPMorgan

» L]
Q Search AP & AR O ¥ | B s
reent wark sk
Settings
|:’ T\:' Meed to modify your ccnrp pany E'"fﬁ le _-:-r_bank_acc_n:nu nt_infc-? M_a !t_e'those changes in your Chase online banking account. To add users
who don't have access to your Chase online banking account, click Users below.
You Payables Import & Export
Profile Preferences Legacy Import/Export
Email Preferences Appraval Settings Praferences
Bill Approval Policies mport History
Your Company Vendaor Credit Policies Export History
Profile Approval Groups )
Inzox Payment Approvals
Logo
Bank Accounts Receivables
Network Auto-Connections Preferences
Branded Website Address
Your Account with Us Invoice Templates
Features Credit Memo Templates
Email Templates
Onling Payments
Auto Reminders
o Parmissions
Wendor Dual Control
Accountin g
Preferences
Chart of Accounts
Items
Payment Terms
Classifications
24




Add Approvers

3. Click Add Collaborator

JPMorgan

CHASE CONNECT

@

Overview
Inbox

Documents

Vendors
Approvals

Bills

> Payments out

3

Customers
Items
Estimates
Invoices

Payments in

Reports

Settings

, Help Center

@

®
A
| Q Search AP & AR o v ° & TS
Recent Mstwork  Sync Tasks
Users o ADD COLLABORATOR
Need to add users who don't have access to your Chase online banking account? They can still assist you — click Add Collaborator to
add clerks, approvers, and accountants.
- ) USER AUTHORIZED FUNDING CONNECTION —_—
NAME ROLE GROUP METHODS MANAGER EMAIL
! Administrator Bank User Bank No
‘ Approver Collaborator ~ None No
l Administrator Bank User Bank No
O Refresh list to include inactive Users
25



Add Approvers

4. Designate settings for system
administrators

5. Scroll all the way down, click Save to
continue

JPMorgan

= CHASE CONNECT

(@ Overview

Inbox

Documents

Vendors
Approvals
Bills

> Payments out

%, Customers
Items
Estimates
Invoices

%) Payments in

3 settings

Help Center

Q search AP & AR

o ¥

Recent Network

~
L%

Syne

B.

Tasks

TS

Users

*FIRST NAME

*LAST NAME

PERMISSION

View Vendor

Manage Vendor

View Bill

Manage Bill

View Payments

ay approved bills via Cashflow360

Overview of Roles and Permissions

Approve Bills/Vendor Credits

Record Payments made outside of Cashflow360

*EMAIL
All notifications from BILL will be sent to this address
TIME ZONE  Pacific Time (GMT-8) v
*ROLE  Begi g OF Si v

USER GROUP  Collaborator

ACCOUNTANT APPROVER CLERK

yes

yes no
yes no
yes no
yes no
yes no
yes no
no no no

AUDITOR (v

no

yes

no

yes

no

yes

no

no

Edit Unit Of Measure

Manage User

Sync with Accounting System

View Card Transaction

Edit Card Transaction

Manage Only Created Purchase Requests

View Custom Dimension

Manage Custom Dimension

yes no no
no no no no
yes no no no
no no no no
no no no no
no no no no
yes no yes
no no no no
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Add Approvers

6. In Email Preferences, check the box: C chasecomic P —— © v 28

A bill or vendor credit needs
approval from [your approverl:

Actions + .
 actions - | Email preferences

(@) Overview

v Details

or gets denied

Then, select the cadence in which

<& Inbox

G| Documents

Instant Notification

We immediately email Test Test when:

approve IS Wi” reCEive their To Do ] vendors o | A bill or vendor credit needs approval from Test Test: or gets denied ||

A payment needs approval from you
A bill is ready to be paid: it has all the necessary approvals (but hasn't been scheduled to be paid yet)

° . O
IlSt Su m mary @ Sl A bill is scheduled to be paid: nothing else needs to be done
O

. The inbox for ‘eceives something new: an eBill, an ePayment, or a file that's been uploaded, emailed,
Bills or faxed

8. Cl ic k Save’ yo u r ap p rove r Wi I I G Payments out You've been invited to connect, your invitations are accepted, and upon receiving other network updates

Your customer creates a bill on your behalf
A note from your customer or vendor is shared with you

JPMorgan

receive an email to activate their
login to the account - refer to the
What approvers See section of this

#8. Customers

& Items

[£® Estimates

Periodic Summary

We email Test Test a To Do list summary

© Daily (Monday - Friday)
Weekly on:

Monday Tuesday Wednesday Thursday Friday

gu ide E invoices 0 g g 0 =
D Payments in Meonthly on:
1,15
Never

»" Reports
i3 Settings

[0d Help center

\_

~N

J
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What Approvers See

1. Subject to entitlements granted by
the System Administrator

» Approvers will review bills and
vendor credits before authorizing
them for payment in Bill
Approvals under Approvals in
the left navigation

« Approvers can:

» Review bills by selecting the
invoice number

» Approve bills and vendor credits
* Deny bills and vendor credits

* They cannot pay bills or edit
vendor information

NOTE: The approver experience begins with receiving an
email from Cashflow360 to activate their sign in to the
approver account

This email also contains links to download the mobile
application to view and approve, or deny bills on their
mobile device

When there is a payment to be approved, payment
approvers will see:

* An email notification

* Anitem on their To Do List

* A pending approval badge on the Payments Out tab

JPMorgan

(6]
b
af
iF|

O ™

B G BB

[ ]
CHASE CONNECT Q Search AP & AR ®© % & 5
Recent  Metwork Tasks
Approvals
Eill approvals Vendor credits
NEEDS YOUR APPROVAL UPCOMING
1 0 APPROVED BY YOU DENIED BY YOU
Add filters 4 results o
UsD 0.04
] Invoice no. Vendor Bill amount Bill type Uploads Notes Due date ~ Created date Invoice date Chart of account ‘ PO no. | Status
— 01416126
] 12345223 AcmeCorp USD0.01  Recurring 01/16/26 01/16/26 Approve
— 02/16/26
] 20260216 AcmeCorp USD0.01  Recurring 02/16/26 02/16/26 Appr
— 02/19/26
] 02172026 ACmeCOrp USD0.01  Manua 02/17/26 02/17/26 1234 Appr
— 03/16/26
] 2026-03-16 USD0.01  Recurring 03/16/26 03/16/26 Approve
AcmeCorp
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Route a Bill

1. Click the Bills tab on the left
side of the navigation

2. Click Enter Bill to proceed to
the enter a bill window of the
invoice you would like to route
for approvals

NOTE: You may need to reference these
sections in this guide before continuing:

* Adding approvers to your
payment flow

* Pay a vendor with a bill

JPMorgan

CHASE COMNECT

Q Search AP & AR

O ¥ B

Recent Metwork Tasks

Bills
Unpaid bills {40) Al bills Recurring bills Draft bills {4)
Add filters l I Created in last 12 months l Active ©

Invoice no. | Uploads | Notes | Vendor
3210 AcmeCorp
000000000100 8] AcmeCorp
12345 af AcmeCorp
0123456 AcmeCorp
123456789 AcmeCorp

Vendor credits

Clear filters

Chart of account

Description PO no.

test

Testing Collaborator user function

Testing Collaborator user function

Test

Bill type

Manual

Manual

Manual

Manual

Manual

Created date

04/11/25

04/15/25

04/15/25

05/20/25

06/18/25

Invoice date

04/11425

04/01/25

04/01/25

05/20/25

06/18/25

Due date

04/21/25

04/30/25

04/25/25

05/23/25

06/19/25

Currency

uso

uso

uso

usD

uso

13 results

4
uUsD 3.10 w -

Invoice amount

0.01

0.07

0.01

0.01

2.00
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Route a Bill

3. At the bottom right of the Bill x Edit Bill #1234 o | ©

Details pane, you will see the
Approvers section - click the box, e’ |
cme Corporation v
and choose the approvers you would
M M M 1610 Embarcaderc Road , Palo Alto , CA 94301 m
like to review and approve the bill s
4. YOU Can Order approvers baSEd On Invoice number * PO number Payment term Invoice date * Due date *
when you will like them to receive = | a v| Lowmas ] |wos e
the bi” Amount * Bill description
| USD 10000 || )
o i i [Juse this for expense description
5. Click Save & Close at the top of the Upload an invoice S —
& o
r n g kapprnvers[n - Noteson this bill Add Note
scree {@ o
Click or drag file here
Expenses ( USD 100.00 )
Account Amount I Description D
v) 100‘00‘ ‘ ) O :
AddRow 1 +5 +10
Move table below document

JPMorgan 30



Route a Bill

L]
= CHASE CONNECT Q Search AP & AR o % [

approvers will receive

6. Once you submit the bill, your T
{8% Customize Overview o
notifications to review and

Bills to pay ©

Owerdue @ Due 7 Days: Due 7+ Days: Tortal 1o pay:
approve or deny payment . . . .
38 BILLS 1BILL 0BILLS 39 BILLS

based on the order you
designated

Bill Approvals O
» Track progress and notes in

the Overview window, from ° ¢ . .
the Bills to Pay tab sarah Dunaye : ‘ a g
° ° 2 E
° ° K K

Overdue @ Due 7 Days: Due 7+ Days: Total owed:
$2,503 30 %0 52,503
9 INVOICES 0 INVOICES TINVOICE 10 INVOICES

Payments In @ Payments Out (D

Today (0) 30 Today (0) 50
UPCOMING PAYMENTS UPCOMING PAYMENTS

Next 7 days (0) 50 Next 7 days (0) 50
Next 30 days (0) $0 Next 30 days (0) $0
PAST PAYMENTS PAST PAYMENTS

Last 7 days (0) 30 Last 7 days (0) $0
Last 30 days (0) 30 Last 30 days (0) 50

JPMorgan 31



Review and Approve/Deny a Bill

Give users access to bills and the information necessary to approve or

deny the payment - directly from their computer or mobile device

&

JPMorgan



Review and Approve

1. Inthe left navigation, click
Approvals

[ ]
CHASE CONNECT Q Search AP & AR © ¥ | B

2. Select the bills to approve by e

checking the appropriate box Approvals

. ° . Bill approvals Vendor credits
3. Click the Invoice # to review —
NEEDS YOUR APPROVAL UPCOMING
a 0 APPROVED BY YOU DENIED BY YOU
o
4. Click Approve |
py - | o
2 UsD 0.
] Invoice no. Vendor Bill amount Bill type Uploads Notes Due date ~ Created date Invoice date Chart of account | PO no. | Status
01/16/26
12345223 AcmeCor USD0.01 Recurring 01/16/26 01/16/26 Approve
P S
02/16/26
2026-02-16 AcmeCor USD0.01  Recurring 02/16/26 02/16/26 Approve
p o
(1] 02172026 AcmeCor USD 001 Manual Danars 02/17/26 02117126 1234
o p b Past due PP
(] ‘ USD D01 Recurring D3r16/26 03/16/26 03/16/26
[ 2026-03-16 1.0 ) pprove
AcmeCorp h Past due

JPMorgan



Deny a Bill

1. Inthe left navigation, click
Approvals

L ]
= Q search AP & AR © ¥ © TS

2. Click the Invoice # to review Rl CHASE CONNECT

Approvals

Bill approvals Vendor credits
NEEDS YOUR APPROVAL UPCOMING
4 0 APPROVED BY YOU DENIED BY YOU
Add filters 4 results o
USD 0.04
[]  Invoice no. Vendor Bill amount Bill type Uploads Notes Due date ~ Created date Invoice date Chart of account | PO no. | Status
[] 12345223 AcmeCorp USD0.0T  Recurring o166 01/16/26 01/16/26
. d Past due s
[ | 2026-02-16 o AcmeCorp USD0.01  Recurring galierze 02/16/26 02/16/26
d Past due
— 02/19/26
| 02172026 AcmeCorp USD0.01  Manual 02/17/26 02/17/26 1234 m

— _ 03/16/26
[ 2026-03-16 AcmeCorp USD0.01  Recurring ) 03/16/26 03/16/26

JPMorgan 34



Deny a Bill

3. Review Bill Details

4. Click Go to and select Deny

JPMorgan

*  Bill 2026-02-16

Upload an invoice

Including the vendor invoice helps with faster
and hassle-free payments.

< Prev MNext »

Assigned | [ Overdue | [ Recurring

Mark as paid Hats
Edit bill
Check
Delete bill
minsitt.aung@jpmchase.com o 1.03
Audit trail lills ~
INVOICE DATE INVOICE NUMBER ACCOUNT Go to T {usD)
03116426 1 o.m
01116426 0.01
01/07/26 il 1.00
Payment details
Faid amouns Past payments
usD 0.00 Mo payments
Bill details
Bill amaournt nvaice numbar PO nurmher Payment term Invnice date Due date
usD 0.01 2026-02-16 No terms 02716/26 02716/26
Bill desc
Edit Recurri Series
j® You can update the amaurs, bill frequency, approvers, exc. for all future instances of this recurring bl
Approvers (1) Add Note
All must approve befare paying this bill No notes
1 Test pB pending

Expenses (USD0.01)

Account

Amount

0.0

Description
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Deny a Bill

5.

JPMorgan

Select the appropriate option:
Duplicate Bill, Data Entry Error,
Incorrect Approver, Other

Provide additional information on
why the bill was not approved in the
dialog box and click Deny Bill

Users with the ability to manage
bills will be notified that the bill
needs review and will see details
provided in the Add more info box

Deny Bill

* Reason for denial

Select a deny type v

Add a comment to help your business
understand why this bill is denied.

’* Comment
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