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Getting too many emails from Bill in your inbox? Not getting any emails or enough emails? You can take
control! These steps show you how to set your email preferences in Bill.

1) Click Settings in the menu.
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2) Click the drop down next to Users and Roles
3) Click Users

< Exit
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4) Find your name on the list of users. Click your name.

R
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)

Approvals Ny NAME ROLE AUTHOI

Import & Export h Auditor (View-only) None

Payables ~

AOA Auditor (read only) None
Receivables v

Sync &

Integrations AOA Auditor (read only) None

Company Settings

Accounts

Billing &

Subscription Auditor (View-only) None

Company Profile

Users & Roles A AAccountant/Payer Bank

Users

Bank & Payment “ ‘ Auditor (View-only} None

Roles Your Name AOA Admin/Approver None

5) Clickthe drop down arrow next to User Settings
6) Click Email Preferences

< Exit bill | Transfiguration Cathd

Your Account

User Settings S e

Profile

Email Preferences Your Name

0 Your Email
Security

Users: Fr. Eric Hill

Name and email

Tools & Workflows




THE ROMAN CATHOLIC

ARCHDIOCESE of ATLANTA

I

4 o Y
2

(P

e

\ e/

When Email Preferences opens, look in the middle of the screen.

7) Selectthe drop-down arrow next to each area (Approvals, Payments Out, Payments In, etc.) to select
or de-select which emails you want to receive.

8) Clickthe selection box next to the emails you want to receive from Bill to your email account.

9) Click Save to close
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