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AZCMS AP PROCESSING

INVOICE FLOW

TRCA Details
Added

Review by Community Manager:

Confirm all invoice/vendor details
Compare/confirm invoice to
bid/proposal

Confirm approval of work by
relevant Board Member

Add notes for financials

Code with General Ledger account

incorrect invoices

Vendor Invoice
L]
AP Portal o ‘Community .
(aviD PAY) Manager
I Invoice posted for manager review I *
MGR Reviews Invoice
(Daily Email Sent to Manager)
AZCMS Community -  Invoice Rejected
1. Duplicate invoices are discarded
Manager approves or ol i e S e
rejects invoice
¥

» 2nd | evel AZCMS Review:
A/P Coordinator & Manager

» HOA Board Member (weekly):
TRCA Treasurer reviews

TRCA Treasurer

approves or rejects

invoice

* Minimum 1x/week

* Approval releases invoice
for final AZCMS review &
processing

\invoice

A. Upload to VMS

InvoIce Rejected
> Sent back to manager
J 3 Level AZCMS Review:
Chief Operating Officer
invoice Approved—Sent to Level 3 Reviewer
Accounting A ger or VP of Acc 4 U
Invoice Rejected -
7 Sent back to manager
N
| 4
2 wvid Check
S J_ TRCA Payables Goal:

Voucher Recorded
Accrual JE Posted

B [

L

Check JE Recorded in Bank Account
and Payment/Check sent to Vendor

!

jon Sent from Avid Pay to VMS to Check
Required for JE to Post)

“a’ﬂﬂ .,,: d in Vlsg
Auto-Notification
e Process Checkbox (
JE C""‘a in VMS
(Automated Process)

Ap—Staff Accountant

Process Next

e Allinvoices paid w/in 14 days




