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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.

From: noreply @strongroomsolutions,com

To: justin.nel ongr lutions. com

Ce

Subject: You have 6 Invoices in Payables Lockbox
PROPERTY

MANAGEMENT

You have 6 invoices to approve.

Please go to hitp payableslockbox com/invoiceSummary aspx to approve the following invoices.

Association Number Amount | Status Last Change

Sample Community ABC MAINTENANCE TST092509  Sep-01-2009 Sep-30-2009 $100.00 Pending Manager Approval Approve by CSITOPs on Sep-25-2009

Sample Community  ABC MAINTENANCE TST 092309-2 Sep-01-2009  Sep-30-2009 | $200.00 | Pending Manager Approval Approve by CSI TOPs on Sep-23-2009

Sample Community  ABC MAINTENANCE TST2 092509.2-1 Sep-01-2009 Sep-30-2009 $200.00 Pending Manager Approval Approve by CSITOPs on Sep-25-2009

Sample Community ABC MAINTENANCE TST2092509-1 | Sep-01-2009 Sep-30-200¢ | $100.00 | Pendmg Manager Approval Approve by CSI TOPs on Sep-25-2009

Sample Community  LANDSHAPES TST2092509-1  Sep-01-2009 Sep-30-2009 | $200.00 Pendimg Manager Approval Approve by C81 TOPs on Sep-25-2009
Sample Community  LANDSHAPES TST 092509 Sep-01-2009 Sep-30-2009 | $200.00  Pending Manager Approval Approve by CSI TOPs on Sep-25-2009
Please be sure to add the email address noi strongroomsolutions.com to your contact and safe senders list to ensure you receive all future emails from Payables Lockbox.
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Quick View OFf 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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SRS Property Management, Inc.
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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”.

— All Ssason Sarvicas PO Box 681521 Dafault Pmt Typa: Status: Panding Board Mambar Approval Downloaded Date: 06/05/2012 3:23 PM | ©
My E - = mm ASS Houston, TX 77268 Chack Pay From: Oparating: - 3210 Pay Amount: $374.00
vu,mms _Ua £-1e 9 1/ j@® - []
[.J 7gss iz e 2w
rw old Image
Association: Maple Tree Associat
vendor Name: Al Seasen Sarvices
oy koo ALL SEASONS SERVICES 1-866-9NO-BUGS
Amount: $374.00 TERMITE & PEST CONTROL — LAWN & LANDSCAPE DESIGN
Invoice Date: 03/01/2012 FAMILY OWNED & CLUSTOMER FOCUSED”™ WWW.18669N0BUGS.COM
Due Date: 03/30/2012
Pﬂl‘lnﬂ Date: 06/01/2012 P'o'w! “1511
Reference: HOUSTON, TEXAS 77268 INVOICE # 87553
Act #: OFFICE 1-866-966-2847 LAWN 713-677-9125 DaTe: 09/02/2 11
Board Approval
SERVICE ADDRESS BILLING ADDRESS
Javeics Lins Mtoma 12356 Maple Leaf Drive Maple Leaf HOA
oot PR P Houston, TX 77045 ¢/o SRS Management Co.

1401 Louisiana
Houston, TX 77002

Notes |___Payment | Histery | Vendor Infe

B oo

Wrong GL wrong expense code, Work hasn't been
completed. Work not complete.

PLEASE MAKE CHECKS PAYABLE TO : ALL SEASONS SERVICES

SR ZHARSE % bk RETURMED S

SERVICE TIME KEY MAP PAGE AREA TERMS
5 Due Upon Receipt T
SERVICE TYPE TARGET PE STisi CHEMICAL USED TOTAL
INITIAL SERVICE $ 75.00
TERMITE CONTROL $ 299.00
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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.
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* Providing better control I e e B
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* Allowing a central location to = 5 = s e
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* Eliminating extra mail routing 7 == e e e

* Avoiding late fees
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