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Logging on to the Distribution Management Bill Pay Website 
 

 
STEP 1 - Navigate to Website 

https://billpay.distributionmgmt.com 

 

**Due to security reasons, you cannot share an email address when registering for the 
website. All passwords are unique to a specific email address. 

 
STEP 2 - New User Registration 

New users will be required to complete the “New User Registration.” Select the “Click for 

New User Registration” link provided. 

 

https://billpay.distributionmgmt.com/
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STEP 3 - Entering New User Information 

Please fill in the fields of the “New User Registration” page. All fields on the “New User 

Registration” page are required. 

 
***Note*** 

If a field has incorrect 

information, a red dot will 

highlight the information 

field. Please make the 

changes to correct the 

identified information. 

 

 
Once the information is entered, a window will pop up stating “Registration Successful.” 

 
 

 
Click “OK” to continue. The website will redirect back to 

the main Welcome page. 

 
 

 
Please log in to the website at this time and select ‘Items to Print’ or ‘Pay Page.’  
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Search and/or Print All Billing Documents 

Searching Invoices 

Once on this screen, select how you will pay, (ACH or Credit Card) or ‘View’ to print 

invoices. By selecting the drop-down menu for “Show Documents,” you can view All, 50, 

100, or 200 documents. The website defaults to 200 documents for display. 

  
   

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Enter your search criteria and click “Show Documents” to display any open invoices and 

credit memos. 

 
If you are just wanting to print invoices, you will need to select “View Only.” Once you are 

ready to pay, you will need to reselect “Pay with ACH” or “Pay with Credit Card”. 

You also have the option to enter a specific invoice number, PO or search by a due date or 

date range. 
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By clicking on the Invoice # or Due Date column headings in your search results, it will sort 

the documents by those columns. 
 

 

 
Selecting Invoices to Make a Payment 

Click the “Pay Now” check box on the right-hand side of the listed invoices to select a 

specific document to pay. 
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You may also select “All” located at the bottom right of the listed invoices. 

 

 
You can also print the invoice list to keep for your records. To print the list, select the “Print 

Invoice List” button at the bottom left side of the “Select Items to Pay” screen. This will 

launch a default printing window. 

Select “Print” to send the document to the default printer. 

Select ”Confirm” to continue with the payment process. 

Select “Cancel” to return to the home page. 
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Submitting Payment to Distribution Management Using ACH 

Upon confirming the invoices to pay, the website will direct you to the “Submit Payment” 

screen. Please enter any Reference Number and Notes to accompany the payment. 

When finished entering the Reference Number and Notes, select the “Submit” button to 

continue to the US Bank portion of the payment transaction. 
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Submitting Payment with US Bank 

To continue with the Distribution Management payment submission, you are required to 

confirm payment with US Bank. At this time, you will be directed to the US Bank portion of 

the website. 

You will be required to agree to the Terms and Conditions. To do this, thoroughly read and 

then scroll to the bottom of the page and select “I Agree”. 
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Once you “Agree,” you will be redirected to an email verification page. 

 

 
After submitting your email for verification, you will be taken to the Account Setup page. 
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The final step to setting up your account will be verifying the information you just submitted. 
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You should get a successful setup message once this is complete. Click the ‘Schedule 

Payment’ button to continue to the payment process. This account setup is only required 

the first time you access the BillPay website. 

 

 
Once you click “Schedule Payment,” you will be redirected to the next screen which is 

confirming the payment details you selected on the Distribution Management site. 
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From here, please click on “Continue” and you will be asked to confirm or edit your payment 

on the next page. If you select “Edit,” it will return you to the verification page. If everything 

looks correct, please click “Confirm”. 
 

 

The next page will display the confirmation number from US Bank for this payment.  

*If you need a payment receipt, please print this page. 
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Once this is completed, please close the popup window by clicking the “X” in the top right 

corner. This will redirect to the Distribution Management website’s payment confirmed 

page. 

 

 
Once processing of your payment has been completed, you will have the ability to click on 

“Past Payments” and view individual invoices that have been paid. 
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Adding a New Banking Source 

To add a new banking source, select “Manage Funding Sources” from the “Payments” 

menu on the US Bank portion of the website and click “Add Bank Account”. 
 

Add account information and click “Continue”. Follow the prompts to confirm the new 

banking source. 
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Submitting Payment to Distribution Management Using Credit Card 

Upon confirming the invoices to pay, the website will direct to the “Submit Credit Card Payment” 

screen. Select a “Credit Card” to use in the dropdown.  

**Please note: There will be convenience fee added for using the credit card feature. 

 

 
If the credit card you would like to use has not yet been added, you may click on “Add New 

Card” button to add new credit card. 

Once credit card is selected to use, you can click on “Submit” to complete the payment 

process. 
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Manage Credit Cards 

You can click on “Credit Cards” on the menu on top to manage your credit cards. 

 
On this page, you can click on “Add Card” to add new cards. You can also delete cards 

you no longer want to use. 

 

 


