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Get Notified About New Invoices
Instead of moving paper invoices around to various approvers, your AP process can now be 
facilitated online with Payables Lockbox. Managers can view invoices online for each association - 
ensuring that the coding of the invoice is correct. 

Enable unique invoice approval processes by property locations, control the permissions for a 
user at each step of the AP process, and set up daily email alerts to users to remind them of 
invoices in their queue pending approval.

The image below shows a sample of our email alerts. Users would simply click on the link in the 
email to access the Payables Lockbox portal. Once an invoice is approved, it can be sent to your 
board’s approval queue.
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Quick View Of Invoices
After logging into the Payables Lockbox portal, you will be taken to your ‘My Invoices’ queue. If 
you are a board approver for invoices, you will see any invoice waiting for your approval in this 
queue.

To view the invoice document, click on the hyper-linked invoice number to open up the Invoice 
Detail page. From here, you can view details of the invoice and approve it.
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Approve Invoices
The “Invoice Detail” screen is where you will approve or reject any of your invoices. The detail as 
well as the actions you can take on the invoice are to the left and the invoice image is to the right.

To approve an invoice for payment, simply click the ‘Approve’ button at the top left. If you want to 
reject the invoice back to the manager (perhaps to change the pay amount or coding information, 
you may do so by entering a rejection reason in the “Internal Notes” section and clicking “Reject”.
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Additional Benefits for Board Members
Easily search for invoices and payments by selecting the ‘Invoice Search’ and ‘Payment Search’ 
options under the ‘Invoices’ and ‘Payments’ tabs. Below are a few screenshots of the search 
pages.

Payables Lockbox simplifies
paying suppliers by:
• Eliminating paper
• Providing better control

through automated workflows
• Allowing a central location to

view, approve, and authorize
payments

• Eliminating extra mail routing
• Avoiding late fees




