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Accounts Payable Posting Procedure 

The Accounts Payable Specialist will ensure timely processing of all invoices received to 
facilitate payment in the US.  
 
 All invoices received at the corporate office in the US will be scanned in to the ftp server 

to make them available or accessible to AP specialist in India.  In the server, there will 
be a folder named “AP - Inbox”. In that folder, there will be sub-folders for each individual 
property, in which all the invoices for that particular property will be scanned. 

 
 The AP specialist will then match the invoice with the respective purchase order (PO) in 

Onesite for posting. If the PO shows ‘Pending’, it means it has not been approved yet. 
The AP specialist should then come up with a list of all pending POs and notify the 
Regional Manager. If it shows ‘Open’ it means the PO has been approved and ready for 
use. 
 

 Most invoices show the PO’s number to be used. If an invoice does not show the PO 
number, locate one that has the same dollar amount or close to the invoice amount, 
clarify that the items listed on the invoice are the same as those listed on the PO. If they 
are identical, use that particular PO.  This has to be covered in ‘AP Issues list’. 

 
 All purchase orders must match the Invoice. The only exceptions to this rule are:- 

 
1. If the PO does not include tax or freight 
2. If the PO is within 3% of the invoice amount 
3. If the PO is within $5 of the invoice amount. 
 

 If the PO amount is different from the invoice amount due to the above mentioned 
exceptions, the AP specialist is allowed to make an adjustment to the PO in order to post 
the invoice. If the invoice amount is more than $5 or 3% of the PO amount, do not post 
it. Put it in the issues list and request for an additional PO. The AP specialist in India, 
should not worry about the budget. The RM's have taken all that into consideration. 
Once the PO is open and the property manager has signed the PO, they can go ahead 
and post the invoice.   

 
 Recurring POs are created based on the contract in place. Usually the PO amount of a 

contract item is equal to the contracted amount. These PO’s do not need approval. They 
are automatically generated once Onesite ‘purchasing date’ has been advanced to the 
1st of the following month. For contract items, we wait for the invoices then we can post.  

 
 Under normal circumstances, no invoice should come through without a purchase order. 

If an invoice comes through without a PO, it should be listed in the issues list. There are 
some exceptions to this rule where by the invoice is to be entered directly into Timber. In 
cases like this, you will be notified by our AP Coordinator before hand. 

 
 Once the invoice has been posted, the PO status changes to ‘closed’, ready to be 

imported in to Timberline line by the Accountant in charge. 
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AP process flow chart 
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  After getting approval                       If Matched                        

 

Entering Invoices in Onesite:- 
 
 
 Open Onsite by clicking on the Internet Explorer icon. Enter your user ID and password 

http://XXXXXXXX.onesite.realpage.com/ 
  

NB: For control purposes, no one should share or disclose their Onesitelog-in 

information 

 
 Click the Purchasing tab 

 
 Advance the date to current date 

 
 Click on the Invoice tab, then click new and select the vendor for the invoice to be 

entered 
 

 A window will pop up as shown below - Enter the invoice number, enter the invoice date 
listed on the invoice, enter due date (which should be the last date of the current month), 
lastly enter the invoice amount. To navigate within these windows, use Tab. 

 

Post it in One-Site 
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 In the top left corner under Actions, click ‘match purchase order to this invoice’. Select 

the PO that matches the invoice. If there are multiple items listed on the PO, but only a 
few were shipped and invoiced, backorder the items that have not been shipped that will 
be invoiced later. To do this, check the boxes adjacent to the items shipped and leave 
boxes for items not delivered unchecked, and the click post. This will render the PO 
partially opened to be used when the other items are delivered and invoiced. However, 
the property manager will notify you on the signed PO, which items were received and 
which ones were back ordered.(see below) 

 
 
 

Match PO to the 

Invoice 

Enter the invoice 

number, enter the 

invoice, enter due 

date, lastly enter the 

invoice amount. 
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If a screen pops up saying the invoice needs approval, select any of the accountants within 
your department to approve them for you. (Approver’s set-set up will be required). Let the 
accountant know his/her approval is required for that particular invoice for payment. 
 

 

 

Monthly Processes 

   

 By the 25th of every month or earlier, we send ‘close open/open-partial POs’ emails to 

the properties to have them research and void unnecessary PO. 

 

 Last day of the month/first day of the month, the AP specialist will create the invoice 

accruals list for the accountants.  These are invoices with no PO and/or additional POs 

needed from the AP issues that were not corrected by the properties. 

 

Back  - 

ordered 

Select 

PO to be 

used 

Click OK to 

post 
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 Every month end, the AP coordinator will send you all vendor statements for 

reconciliation. Once the reconciliation is done, it should be sent back to the AP 

coordinator for review.  

 
 

NB: New vendors and contracts set-up will be done at the corporate office. 
 

 

ACCOUNTS PAYABLE ISSUES 
 

An accounts payable issue is any invoice that is received by the corporate office that cannot be 

processed right away.  Invoices that cannot be processed by your AP Specialist are listed on a 

report that is generally referred to as the “AP Issues Report,” but is sometimes referred to as an 

“Exceptions Report.”  These reports are updated bi-weekly by our AP specialist and e-mailed to 

US property accountants.  

 
Common causes of AP issues 
 

 Invoice amount exceeding the approved PO amount due to pricing changes or 
additional items being ordered. 

 Work was ordered without a PO being created and/or approved. 
 Purchase orders needing to be signed off by the property manager as an 

acknowledgement of goods received or rendered services. 
 

Responding to AP Issues Report  (IMPORTANT) 
 

Once invoices with issues have been established and an issues list created, it should be 

uploaded in the server under individual property for the site staff to review and respond 

accordingly. The site staff must respond to the issues within 48 hours by either creating a 

purchased order or an additional, or a PO needing the manager’s approval for posting.  
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Below is an example of an AP Issues list. 

 

 

AP Issue Sheet Maintenance Procedure  
 

 Updating AP issues list on a daily basis for distribution on the 4th and 19th of the 
month.  

 Updating marketing AP issues list on a daily basis for distribution on the 19th of the 
month. 

 AP issue tracker will be maintained by Tajinder at the location 
“H:\XXXXXXXX\Accounting\India\AP Issues” and it will reflect when the AP issues 
get sent out and when the site responded back. 

Fill in Site

Response Here

Original

Issue

Additional

Comments

Invoice

information.
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Ways to use the tracker: 
 

 If AP sends AP Issues late, then that’s captured in the tracker 
 If there are properties that have not responded or have delayed responses, then the 

tracker will capture that. So if there is are pending invoices that are lying in AP 
issues, then please refer the AP issues sheet and this tracker before checking up on 
the status of invoices with AP.  
 
 

Generating Voided Pos. 

Under ‘Reports, SDE and Tasks’ click ‘Purchasing’ on the far left side 

 Click ‘generate’ adjacent to ‘Purchase order ledger’ 

 Enter the parameters as shown below 
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Click “Advanced find” 

Key-in the 

building 

number and 

unit number 

Key in a start 

date, a month 

prior to invoice 

date 

Click find 
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All POs for that 

particular unit 

will show up as 

shown here. 
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