
Introducing: Payables Lockbox 
A much easier way to get bills paid for your Association. 

 

Payables Lockbox brought to you by:  

www.AvalonWeb.com 

http://www.avalonweb.com/�
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We are changing the way we pay vendor invoices. 

We plan on utilizing a banking service to help streamline our payables.  The service is called Payables Lockbox, and it 
will not only be an improvement on our operations, but will benefit you as a board member.  There are already 
thousands of board members across hundreds of Associations in the U.S. currently taking advantage of this service.   

 

How does it work? 

Just as your assessments are sent directly to your bank for processing, vendor invoices for your Association are sent 
to a banking operation for processing.  Here, images are electronically imaged and put online to be viewed and 
approved.   Instead of moving paper invoices around to the various people involved in the approval process, this 
process is now facilitated through an online electronic approval process.  We view the invoices online for each 
Association, ensure that the coding of the invoice is correct - and once we approve the invoice, the invoice is sent to 
your queue for approval.  Any day you have invoices waiting in your queue, you will receive an email notification.  
You simply log-on to the Payables Lockbox website, view the invoices in your queue, and approve them for payment.    
Just like online bill-pay, your approval for a payment initiates a payment being sent out to the vendor. 

Payables Lockbox Introduction 
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 Old Process is Paper Intensive – The way we approve invoices now is very paper intensive, which leads to 
mishandling and lost invoices.  With this service, we have an electronic archive of all the invoices processed for 
your Association.  

 Invoice Searching Is Easier – By having electronic images of invoices in an online system, it is much easier to 
search for invoices based on specified search criteria. 

 Better Control of Approvals – An online process for approving invoices ensures that all of the required approvals 
for an invoice get completed. 

 Approve Invoices Anywhere with Internet Access – Instead of waiting for payments to come in the mail for 
approval or waiting for a board meeting, invoices can be approved by you at home or work, anywhere with 
internet access. 

 Extra Mail Routing Eliminated – The extra mail routing for payment approval is eliminated, meaning less of a 
chance that a payment can get lost in the mail. 

 Avoid Late Fees – This process for approving invoices online is proven to be a more effective way of getting 
invoices approved on-time or early.   

 Audit Trail of Who Has Approved and Viewed invoices – This system tracks every action that is taken on an 
invoice, so we can always see what action has been taken by whom and when. 

 

Why should we change the way we pay invoices? 

 



The Avalon Management Group, Inc. 

4 

Payables Lockbox Simplifies Bill-Payment: 
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Centralize Automate Pay 

Receive, standardize 
and centralize your 
invoice processing  

Streamline your approval 
process with online, 

customizable software 

Monitor invoice status 
and send payments 

securely 

All Invoices 

Scanning Data Keying ACH to Bank Check Sent 

Approver 1 

Approver 2 

Approver 3 

Online 
Software 

Online 
Software 

Integrate 

Invoices and payments 
posted to the 

accounting system. 

Online 
Software 

Accounting System 
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Board Members: How to View & Approve Invoices, Step 1 

Instead of moving paper invoices around to various approvers, the A/P process can now  be facilitated 
through an online electronic approval process called Payables Lockbox.   

As managers, we view the invoices online for each Association - ensuring that the coding of the 
invoice is correct.  We than approve the invoice, which then sends the invoice to your queue for 
approval.  

1) Any day you have invoices 
waiting in your queue, you 
will receive an email much 

like the one to the right, 
notifying you that there are 
invoices needing approval.  
Simply click the link in the 
email to access the site. 
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Board Members: How to View & Approve Invoices, Step 2 

     The ‘Invoice Detail’ 
screen is where you will 
approve or reject most 
of your invoices.  The 
details as well as the 
actions you can take on 
the invoice are to the 
left, and the invoice 
image is to the right. 

 

2) 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’. 



The Avalon Management Group, Inc. 

7 

 The Payables Lockbox 
system also lets you 
easily search for invoices 
and payments.  Here are 
a couple of screenshots 
of the search pages. 

Payables Lockbox simplifies paying 
invoices for everyone: 

 
•Eliminates Paper in Motion 

• Provides Better Control of Approvals 
• Allows for Approval of Invoices 24/7 

•Eliminates Extra Mail Routing 
•Avoids Potential Late fees 

Additional Benefits for Board Members 
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