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Systems Manual: Accounts Payvable Coordinator

KRA’s — Key Result Areas

* Position Overview / System Manual Overview — p3
1. Create Grace Quickbooks checks — p4
2. Close Grace Quickbooks account — p11

3. Pay bills from Trust Checking Accounts — p13

4. Other—p16 Q
Templates: < )
1. Office Docs PS

a. Behavioral Values

b. Office Policy ®

c. Letterhead

b.

C.

d.

e.
X TRet®rn — form needed for Westminster garage storage sales tax
APC ords
1099°s*~ Folder

1. Utilities
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Position Overview — Accounts Payable Coordinator (APC)
The Accounts Payable Coordinator will report to the Vice President of Operations.

System Manual Overview:
The system shall run the business, and the team members shall run the system.
Systems are simply road maps or instructions that allow the Grace Manage sesXo be
repeated and easily duplicated.

Property management done on a large scale is an extremely complex 8 it many moving
parts. In order for Grace Property Management to be successful us

The purpose of the system manual is to provide a ¢
and to ensure that each property, resident, owner, an
treated the same. Also, to define HOW Gracge Prope
management.

istent an cififway of doing business,
uch as e, each situation, are

agen‘lt will do property

The System Manual will provide each teamgnem
which they are responsible and a specific

ccific KRA’s (Key Result Areas) for
ess for each KRA, so that each team

stantly work to improve the system. One purpose of the monthly
meeting with the Director of Operations is to ensure that on-going
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1- Create Grace Quickbooks/Enterprise Bank Checks
Measure of Success: Have all GM bills paid 5 business days
after given approval.

***Please note that A-Value must be completed through QB with a paper check. CC the RSC on
the email to the VPO***

1. All payments leaving any GM accounts must be approved by the VPO. All Payees must
have a W9 (valid tax Id) with GM before a payment can be sent.

2. The APC should get approval from the VPO if a new payee needs t add y
payment database.

3. The AA (which is a VA outside of the office) will com,
both the reinvoice excel file along with the vendor’s orignal in
invoices are received, the APC should sepafR the invo il
Rentvine, GM operating bills & CC bills.

for GM and send
ice to the APC. As
hat is paid via

a. Rentvine bills: These are in \
account. Examples of th& are ULy Tig@irance bills and GM listed as the
vendor bills.

b. GM operating bills: ThésSQge inWQg@s that are impactful to the company
operating budget. T, inc ndor original invoices.

ices that also impact the company operating budget
ing a GM credit card.

voices that are to be paid from the GM account and write
ickbooks or by e-check through Enterprise Bank to the

comparable to the original 3™ party vendor invoice AND confirm the property address

matches.

a. It’s stated above that the amount should be ‘appropriately comparable’ as the two
amounts normally won’t match. An oversight fee should have been added to the
GM reinvoice using the AA’s template 2.A.

b. Ifany discrepancies are noticed, return the invoices to the PM who approved the
re-invoicing, so that they can research the discrepancy.
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7. A handful of vendors are paid by credit card. Use the main GM Credit Card log to log all
CC payments being sure to note the invoice # and property address a payment was for.
All CC payments paid will be done on the VPO's credit card.

8. How to write a check from Quickbooks

04/25/2024

a.

e o

After a credit card payment has been submitted by the APC and logged on the CC
log, ensure a re-invoice is completed for the credit card payment payout of
Rentvine.

To request a vendor process payment via the GM card, email the vendor with the
invoice number(s) and invoice dollar amount(s) to be charged to the card.

dr&webredir and enter your username and password.
Click on Grace Management & Investment Corp as thd

@ gliickbooks

Click on the f tha@lscreen and click check.

Be sure to use the correct Bank Accou@and then e endor’s name as a payee.
Enter the GL Category, the agount o A G the invoice # and the
property address in descripti %

Check the box print late@When \ :

number will auto-populate.
Attach to the bill the invoic

me

il the VPO a screenshot of the payment
forPrinting/approval. Inform the VPO if all

Log into https://www.enterprisebank.com/
ick '"Transactions' drop down and choose ‘Business Bill Pay’


https://lvdc.qbo.intuit.com/qbo21/login?aws-dr&qdc-dr&webredir
https://lvdc.qbo.intuit.com/qbo21/login?aws-dr&qdc-dr&webredir

ENTERPRISE
BANK &« TRUST

Home I'nllessagm.1 Transactions ~ E-Statements Treasury v Settngs v Quick User Guide Log Off

Principal Loan Payment

Activity Center

— AT A TIME.

Business Bill Pay

c. New screen should open and choose ‘One-time Payment’ under Pa drop
down. ‘

Payments > Calendar Options ~

: Welcome: Global Strategic  ap@renigrace.com  Lastlogin: 4:07 PM MMNT 3/10/2021
One-time Payment
& Profile ~ %% Chat Mow &= Messages (0) © Help
Recurring Payment
Scheduled Payments
A Payment History rs 0 Shortcuts ¥ Payments
-
@ View © Take shortcut KX Make payment

Y Filter Deselectall ~ Select all
A Brighter Glow, Inc A Cut Above

ATouch Of Class Tree .. A&B Electric

A&B Electric LLC Tment o Accent Paintng 7™ ment <
AceRadon 77 ment < Action Plumbing & Heat . **'ment 4
Advance Concepts 7 ment - Advance ConceptsInc ™ ment <
Afford-A-Rooter “ment e All Above Cleaning & R.. “ment <
ALLSTATEPUMPING ... ™™ ment < Alpine Glass = ment 4
Alsco-American Linen 7™ ment 4 Amazing Plumbing Solu... "7 ment <
Anchor Pest ControlSe.. 7 ment < ArborScape ™™ ment <
Arvada Appliance T ment = AT Home Services, LLC “ment =
Avalanche Air Condition... 7 ment < B&M Roofing **tment 4
Bayaud Enterprises ment 4 BEAN Sprinklers ™ ment 4
Becker Appliance 7 ment o Black Beauty Paving LLC “ment m
View selected (7) Pay

e. Find the vendor in the column “Payee”. Then input the original amount you need to pay
and the click “Invoice/Comment”
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Payments ~ EeEICHLETSENSI o1

Welcome: Global Strategic ap@rentgrace.com Last login: 4:07 PM MNT 3/10/2021

& Profile ~ %, Chat Now & Messages (0) © Help

Payment summary

Our goal is to deliver your payment securely and quickly.

Some payments will process using a single-use, pre-paid card, which means you will not recognize card numbers within
payment confirmation communications you receive

Payee

A Cut Above

****ment
Last paid: N/A
Amount paid: N/A

A&B Electric

=*ment
Last paid: N/A
Amount paid: N/A

< Back

Invoice / Comment

From account Amount® Deliver by
Business Operating v | $ | 50.00| 3/17/2021 & D Remove
B Invoice/Comment |
Business Operating Vv $ 3/17/2021 & M Remove

B Invoice/Comment

Ry rlickina Pav a2 A1 aithariza nic tn dahit tha indicatad arcannt far tha amannt af aarh novmant

Input all the information ne _Inv Description/Property address, and original
amount. Click “Save changge”. ( useof the previous ‘Enterprise template’ excel as
basis of the data to be {ille \Whe tering an electronic invoice, you’ll have to have
1invoice per line and&he I"gii¢ €/ Comment section.

x

What would you like to do?

Add comment ‘ Add Invoice information and comment

04/25/2024



The information below will appear on the check stub to A Cut Above

Invoice #

Type Description Amount + Add

Invoice b Description

0/100 characters.

Invoice Total $0.00
Payment Total $50.00

© Comments are for personal use and will not appear on the check stub.

ex. This payment is for my rental property

Characters remaining

1000

Cancel

Save changes

s to be pai he e Vendor. Then click
“Save changes” if you are finished adding gl

Click “Pay all” when you are doge with a

Today”. Example: Enterprise Bgfch R

.Home Payments ~ : Payees~ Calendar Options ~

Welcome: Global Strategic  ap@rentgrace com  Last login: 4:10 PM MNT 3/23/2021

One-time Payment

&Profle~ @ ChatNow & Messages (0) @ Help

Recurring Payment

Scheduled Payments

eBill information £}

‘ Payment History Ts E)

Payments

Shortcuts [ o]

D View © Take shorteut O Make payment

View all Signup 1

Chase Card S...

Learn more

Scheduled to process in the next 30 days v

Mountain Me...

373012021

North/Wester...

373012021

Duan Kallaw

04/25/2024

B Setup eBill PDF

Processed within the last 30 days hd

§260.00 # Edt O Step HD Landsca... 72047 & view
@ View

§293.74 & Edt O Stop Fast Flo Dra... $180.00
Delintz $124.00 @ View

¢7Rn AN # Fdit  Q Ston

ENTERPRISE
BANK & TRUST



Search/Filter

View by

View All Approved Awaiting Approval

Sort by

Payee

Category

All Categories

Arrange

Descending

Date range

Close View resulis

Email report along with proof from Rentvine in
approval. Once approved the VPO wjll advise.

asking for

Enterprise Batch Approval 3.22.21 Pending Payment g1~ &=
Accounts Payable
<
@ Mon 3/22/2021 11:12 AM = By v P

To: Jessica Kampa

paf Enterprise Batch Approval_03....

== 72 KB

Hi Jessica,

Please see attached file for payments made in Enterprise today for this approved
batch. Backup is uploaded in OneDrive. All were re-invoiced with oversight.

Online Payables Batch Approved
Hello Global,

Jessica Kampa has approved the Online Payabiles batch for $7.115.38. You can review the
payments here.

This message was sent at: 03/18/2021 03:04 PM MDT

Thank you.

11. The APC will need to code these in QB to correct GL Category and update with the
correct check numbers used.

12. Should the APC directly receive an invoice for a property/owner client pertaining to M/R
Expenses (not coming from the AA as reinvoiced), it should be directed to the AA so
they can reinvoice it for payment.
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13. The APC shall work with the AA in researching invoices that fall into the following
categories.

e Ifan invoice is over 60 days - If this invoice is found to not of been paid give the
original vendor invoice to the PM to follow up on why the billing has come to the
GM office so late. Pay as needed.

e The invoice is found on the AA’s re-invoice spreadsheet so might be a duplicate. If
duplicate, the invoice should be trashed.

14. Once the AA is complete re-invoicing a vendor invoice, they will email th
invoice along with the vendors invoice to the APC. The APC is to revi
for accuracy and distribute to the appropriate PM.

15. If errors found in review send back to the AA with items that

16. The PM can make changes as needed to the re-invoice fj
to the APC.

17. Below is all deadlines for all payment proces

e  We tell the vendors we will
vendor. o

e Invoice comes into AA and

weekdays)

the PM for approval. AP needs to

hours from receipt from AA. (2 weekdays)
and approve their invoices.
e PM, they have S business days to process the
uld include them paying GM back (Rentvine) and paying
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2- Close Grace Quickbooks Account
Measure of Success: Have all deposits entered and the account
in balance by the last day of each month.

1. On the last day of each month obtain all the GM bank deposits from the DA’s OneDrive
Folder (template 1.d) listed under the GM Business Op Account. By choosing the correct
month, you should have all deposits that were made into the Grace Management checking
account over the past month. If the last day of the month is a weekend, you cagnrework the
closeout however won’t be able to have the final closeout completed till the ekday.

a. Each deposit that went into the bank must be e
into Quickbooks.

b. Assign the appropriate GLs for each dep@sit.

3. After all deposits have been applied ingQB, engfirc g emsggye entered into Quickbooks.
Review the ‘Banking’ tab via Quickb R Bpw as below, then simply choose
‘Match’. The check numbers, ven@rs’ n Ihts are the same. If this is not the
case review. A

1 record found

Check 7439
01722/200 Check 7439 Colorado Heirloom Inc 80,
11221202 heck 74 olorado Heirloom In O $043 63
Colorado Heirloom Inc

-

‘VisQe optipn that means you need to review and assign correctly.
ext date column is showing you what check number was
uickbooks via the bank account statement. The column next to

option shown below.

01/08/2020 Check 11149 Jacquelyn Jacobsma 2 records found $70.00 View

Adc @ Match Record transfer  Not sure?

Records found m
® Check 11149 12/30/2019 $70.00 Property Repair.co

Find other records
Check 11172 01/27/2020 $70.00 Jacquelyn Jacobsma

BANK DETAIL Check 11149

b. Process all items that state ‘Match’ even if it’s not your transaction as these are
already entered in Quickbooks.
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