
 

The Payables Lockbox system is very easy to use – Below you will find a step-by step guide to follow 
when using Payables Lockbox to search for or approve/reject invoices.   

To View and Approve Invoices 

Step 1 - You will receive an email stating that there are invoices needing approval in your queue.  You 
will then log onto the website with your user name and password.   Note:  You must be a registered user 
with the system in order to login.  If you are experiencing difficulty, please contact your client 
administrator or management company. 

Step 2 - Once logged in, you will be on the “My Invoices” page.  The “My Invoices” screen displays all 
invoices pending your approval and allows for quick invoice approval.  It enables filtering by Vendor and 
Expense Code as well as easy sorting of invoices by Invoice, Vendor, Amount and Dates.  As a board 
member, you will only see invoices requiring approval for your association.  For general information and 
history of the invoice, roll over the invoice number with your mouse.  As you will see below, there are 
now two options for you to approve the invoice, depending on whether you want to view the image of 
the invoice or not. 

 

 
 

At this point, there are two options for approving invoice (do 3a or 3b): 
 
Step 3(a)  – To view the image of an invoice and then approve it for payment, click on the invoice 
number for the invoice you would like to approve.  This will bring you to the Invoice Detail screen where 
you can view the invoice and the invoice’s coding details, as well as approve or reject an invoice.  As a 

Check here and press 
“Approve” or “Reject” for 
quickly approving invoices 
without review. Follow step  
3(b) for this scenario. 

Click on the invoice 
number to view the 
invoice detail page.  
Follow step 3(a) for this 
scenario. 



board member, you will be unable to change the coding information for the invoice.  However, if you 
feel an invoice was coded incorrectly or the association was incorrectly invoiced, you may reject the 
invoice and include a reason for the rejection in the internal notes section.  This will send the invoice 
back to the manager so they can make the necessary changes.  ***You will not be able to reject the 
invoice without making comments in the internal notes section.  Once you click ‘Approve’ or ‘Reject’, the 
next invoice in your queue will appear. 

 
 
Step 3(b) – To approve and invoice for payment without viewing the image of the invoice,  check the 
box next to the invoices you would like to approve and press “Approve”.  You may want to do this for 
invoices that you are familiar with and do not need review (ie. monthly recurring charges).  

 
 
 
 
 
 
 

After reviewing 
the invoice, you 
can approve or 
reject from this 
page. 

Check here and press 
“Approve” or “Reject” 
for quickly approving 
invoices without review. 



Step 4 (Only required after 3b) - Once you have clicked “Approve” or “Reject” on either of the optional 
screens, you will be prompted to yet again approve the invoice on the following screen (to avoid any 
accidental approvals).  Click Confirm 

 

 
 
 
 
 
 

For rejecting invoices, 
please note that you will 
be required to state the 
reason for rejecting.   



 
To Search for Invoices 

 
Step 1 – From your “My Invoices” page, bring down the dropdown menu and click on “Invoice Search” 
as seen below. 
 

 
 
Step 2 – You will be taken to the “Invoice Search” page.  You can now search by several different criteria 
such as Vendor, Amount, and Invoice Date, or you can easily to a quick search by clicking on one of the 
criteria on the menu to the left of the screen.  It also allows for “wildcard” searches, so if you do not 
remember the account number or vendor name exactly, you can put in 707* and it will populate every 
invoice that had those three digits of an account number on it.   

 
 

Quick search 
menu. 



Step 3 – The next page will reflect your search results.  You can click on the “view” link to review your a 
pdf of your invoice(s) and their history. 

 
 
 



To Search for Payments 
Step 1 – Under the payments tab at the top of your screen, you will find that the only item on the 
dropdown menu is “Payment Search”.  Click on that link. 
 
Step 2 – You will be taken to the “Payment Search” page, which looks similar to the “Invoice Search” 
page in the previous section.  Here you can use the menu on the left for a quick search for payments 
made, or you can enter in search criteria for the payments.   
 

 
 
Step 3 – You will then be taken to your search results.  You can view the details of the payment and the 
invoice related to the payment by clicking on the “view” tab. 
 

 


