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Overview

The Invoice Payment Approvals (IPA) system reduces the effort of processing invoices.

For the subcontractor...

The online application allows access to purchase orders (PO) generated by The Villages.

Summary and detailed examination can be performed via various sorts and search critera.

Approvals can be performed for any quantity of POs.

Notifications are emailed for each approved PO allowing for easy filing, archiving, and searching

via Email software.

o Approved POs are immediately placed in the appropriate project manager's queue of invoices
awaiting approval.

e Upon approval by the project manager, invoices are pushed to the Accounting system for

payment.

For the project manager...
o A separate application allows access to invoices awaiting approval (an invoice is the purchase
order after it is approved by the subcontractor).
e Approvals can be performed for any quantity of invoices.

e Approved invoices are immediately placed in the queue of invoices awaiting a push to the
Accounting system for payment.
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IPA General Flow

v1.0

Subcontractor
Invoice
Generation
(Construction)

Invoices:

CHI0220010
| GML0101001
RGH0333222

Approvals Queue
(Subcontractor)

|

IPA App
o 3 (Internet)
B

Sub Approved: CHI0220010 |

Sub Approved: GML0101001

Sub Approved: RGH0333222

Approvals Queue
(Project Manager)

IPA App
(The Villages

Construction)

e‘%.

Approvals Queue
(Accounting)

Process
Payments

(Accounting)

a

(e

<74

Accounting

Send Approvals
(Scheduled Job)

Subcontractor Invoice Generation. The Villages Construction generates invoices for

subcontractors. This process is unchanged with the IPA system.

Invoices are emailed to subcontractors. This process is unchanged with the IPA system.

Invoices are queued for subcontractor approval. Generated invoices are queued for approval by

the subcontractor.

e The subcontractor works with invoices awaiting approval. Using the online IPA application the
subcontractor reviews and approves invoices. Run the program as documented to approve invoices.

Approval notifications are emailed to the subcontractor. The subcontractor receives an email for
each approved invoice.

Invoices approved by the subcontractor are queued for project manager approval.

3/9



0 The project manager works with invoices awaiting approval. Using the IPA application the
project manager reviews and approves invoices previously approved by the subcontractor.

Invoices approved by project manager are queued for processing by Accounting.

Send queued invoices to Accounting. This is programmed to occur based on a schedule during
non-business hours.

@ Accounting works with approved invoices.
Payments are processed.

Subcontractor receives ACH payment.
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Accessing the Application

There are two ways to reach the online IPA application:

1. https://ipa.thevillages.com/

2. Navigate to the The Villages® LINK site:
https://thevillageslink.com/

Click the link for Invoice Payments Approvals.

TTheGVillages LNk

A resource for employees and affiliates

Construetion Useful Resources Healtheare
N Con % Web Based Emad % Hie s Hine Shisld of Florids
% Cex %St s % BCBS
AWr S Cotrex Weh 1n A Mediral Claim From
% Soph Anti
% Wells Fargo 4oak

= *  Muterial Handling
@ Phooo Archrve

Terms of Use and Conditions

The IPA system will challenge you at various points to read and acknowledge information concerning
application usage, the relation between the subcontractor and The Villages, etc. During these points you
must reply in the affirmative in order to proceed.
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Logging In
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Key in your Username and Password, then click Log in.

If you already access the Construction System you will use the same credentials to log into the IPA
system.

If You Do Not Have Access

An email from the Company’s principal is required stating the person designated has corporate authority
to sign and bind you, the subcontractor, for the purposes of completing the lien waiver and final statement
in the IPA system.

By requesting usernames for additional employees at your company, you represent that these individuals
have full corporate authority to sign the lien waivers and final statements submitted through the portal.
You also agree to notify The Villages in writing if these individuals ever lose such corporate authority. In
processing payments, The Villages will rely on your representation of authority.

Include in the email the name and email address of the person who will do the approval. The email can be
sent to:

Support@TheVillagesTSG.com
Please include in the subject line: "Invoice Payment Approval system"

#ilogin
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Working with Invoices
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After login IPA will retrieve all open invoices for the subcontractor.

This view provides several options to aid in reviewing invoices—sort, search, and details inquiry. You may
also select one or many invoices to add to a batch of invoices to approve. When finished, click Review
and Sign to advance to the signing step.

Match the symbols shown to the descriptions that follow to learn what you can do on this display.

%(,Vﬂlag% Invoice Payment Approval
T & D CONCRETE, INC.

@ Help  Hello UserArea51! &% Log out

@ Select invoices O sign © Done

Select Invoices

> Show anities Search _' )
X £
i sign invoice # 1L Pnnt Date UnitiLot Invoice Total Project Manager Bullder
< I 3E T4 $120.84 ames A Ochelo
< i 084 1 £0 r . e
< 1042254 | $174.1 2mes A = 0 Sem

Showing 1 10 10 of 657 enines ) i 4 G

Review ana Sgn

oilng Company of Tha VINEgEs_ . Al Rghts Resenved

Click the icon or column heading to sort by the clicked column.
» Click the dropdown “* """ to change the number of invoices shown on a page.

= b d L M ki

» Click the desired page to view
R Key in text to restrict list of invoices shown to those containing the search text.

“@== Click an invoice number to view its details. Example:
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Invoice # RGH0421300

S1AVIS 2200 GORDON PATH

Cost Code Loc
o8

0L LANWN
0041 EXTER
0L GARA(
o041 EXTER
=)

Description

Biach

2 STRETCH TO RESOENTAL
CEMENT FRESH IE HAND AFPLIED
STRETOM GARAGE AND GOLF CART

SLOCK EXTERIOR L‘-\LL s

Burger. Stove Nave

Manutacturer

8Y SIBCONTRACTOR

BY SUBCONTRACTOR

Frice
11475 25
11¢an
0.00
187 60
000

57.50

Invoses Total
$11.665 66

Closs ADd 10 batch <H

-3

Clicking a check box next to an invoice or

batch.

[hoasow and =N

e while viewing details will add the invoice to

Click this button to advance to the Review and Sign step.

8/9



v1.0

Review and Sign

Use this step to approve the batch of invoices. Completion of this step queues the invoices for project

manager approval.

The following describes what you can do on this display. Match the symbols shown above to its
description.

T & D CONCRETE, INC.

@ Select Invoices O Sign © Done

Review and Sign

Unitiot Invoice Number Address Mode! Project Manager Invoilce Total
SOV T CHU4RETO0 2064 GORDON PATH DSED Znnia JAmes A Cichiso £ £38 41
L3 72 CHOW857TE B35 KRIETEMEYER PATH Padd Sanbeol James A Cxhieo $i677 a0
164 CHOaps1e3 3200 CORSERVATION TRL P4SE Avalon James A Cikhieo 3339

’ [] Finai Payment Statement

1 The contractor (Ihe “Contracior) WeniBed 0 iNe Proice(s) seeciad above (cofeclively e "Tyvordes”) enfensd info 8 Master Construchion
Agreemen] ("WMOA") willh The Vilsges of Lake Sumser Inc ¢ The Vikaoes"| 1 Turmish o malend! and Servwtes hom Sme 5O bme

N conpecton win Ihe MCA. Contracior agieed 1O furress Ine Iabor malensl aodior 4ervices Gestnbad M e Invoed K Ihe consinecton of »
SPQE 3k resdence 3 INe A00ESEEs | St 100 N Ihe PvoCes (Cofectively. I8 “Propety”)

COPERCIO NES UKy COMPIEAET e WOTK CESCnDEd IN e Py ANg 88 N0 And POSerN Sl En0rs Nave Daen pakl n fuk

This SIatement is eacuied by Contracion in Accordance wih Chapter 713, Fionaa STates 1or the purposs of ootanng Snal payment in the
AMOUNT AESCIDAC IN I IWOICES A% e “Ywoce Totar

The naviadua S0ning below reprasects and warmants o The Vitages thal & has the authoeity 10 sign and tind Comracio

w“

IS

. ] Wamiver and Relsane of Len Upon Payment

COnBLI IN CONSARrsnon of- payment 1 N8 aMOuUntis) GEsrrited In e INWNes 85 e Invoce Tolar Y WBIMES SINI (£563529 s san 3nd rignt
10 cham & len for B0or, services. and malenal Aumahad %o The Vitages 1 work on the Progerty. provioed ROWEVer. this save and reease 0oas
O COVEY BITy IUIRnBon, OO MIIVICES. OF MEDNan fumished 10 the Propedty S50 1he Gate of Tes waer and reaane pursuant 1o ewoces that am
wsuod to Contracior by The Vitages and not selocted above The naikiual BgNNg Dolow regrosends and wanants o The Vilages that £ has e
autnorty 10 sign and Dind Contracion

Signature

. [[] Agopt as signature and agree to terms of use.

’ Sgn and Finsh

{ Barx 1o yvorce Seiaction |
! J

agree Dy 1 2 g regresentston of my sgraturs

© 2018 Hokang Company of The Vilages. inc. All Rights Resecvec

> To approve the invoices you must check all the boxes, type your name, and click """ as
indicated by the symbol.

5 Back 10 Invaies Sefecton

Click to cancel this step and return to previous display.
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