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Software 

Invoice Payment Approvals 
 

Subcontractor Guide 
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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.  

 Approved POs are immediately placed in the appropriate project manager's queue of invoices 

awaiting approval.  

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

payment. 

 

For the project manager… 

 A separate application allows access to invoices awaiting approval (an invoice is the purchase 

order after it is approved by the subcontractor).  

 Approvals can be performed for any quantity of invoices. 

 Approved invoices are immediately placed in the queue of invoices awaiting a push to the 

Accounting system for payment. 

 

  



 

v1.0   3/9 

IPA General Flow 

 

 

 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. 

 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.  
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 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. 

 

  
 

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.  

  

https://ipa.thevillages.com/
https://thevillageslink.com/
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Logging In 
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" 
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Working with Invoices 
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. 

 

 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. 

 Click the desired page to view  

 

 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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 Clicking a check box next to an invoice or  while viewing details will add the invoice to 

batch. 

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

 

 

 To approve the invoices you must check all the boxes, type your name, and click , as 

indicated by the symbol. 

 Click to cancel this step and return to previous display. 

 

 


