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Purpose Statement:   
To improve the lives of real estate investors 
and residents through property management 
solutions.  
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Systems  Manual: Accounts Payable Coordinator 
 
 
KRA’s – Key Result Areas 
 
 
* Position Overview / System Manual Overview – p4 
   
1. Create Grace Quickbooks checks – p5 
 
2. Close Grace Quickbooks account – p8 
 
3. Pay bills from Client Trust Checking Account – p10 
 
4. Prepare Security Deposit Refund Statements – p13 
 
5. Drive Ex-Resident Collection Process - p15 
 
6. Other– p18 
 
  
 
Templates: 
 
1. Office Docs 

a. Behavioral Values 
b. Office Policy 
c. Letterhead 
d.  

 
 
 
2. Security Deposit 
 a. 2018 Sec Dep Trust 
 b. Sec Dep Transfers 
 c. 2007-2017 Transfers 
 
 
 
3. Collections 
 a.  Collection checklist 
 b.  Collections Letter 1 
 c.  Collections Letter 2 
 d.  Continental Collections Form  
 e. Fax cover Sheet – Continental Collections 
 f. Internal Collections Received 
 g. Saturn Systems Collections application 
 h. Saturn Systems Collections Accounts 
 i. SS Collections Procedures 
 j.  Accounts for Collections 
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4. Other 
 a. Credit Card Payments 
 b. GM Bank Deposit Register  
 c. PE Sheet – APC.docx 
 d. How to delete and reverse reoccurring payments in AppFolio 
 e. Reoccurring calendar 
 f. GM rent due procedures 
 g. Garage Sales Tax 
 h. APC Passwords 
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Position Overview – Accounts Payable Coordinator (APC) 
The Accounts Payable Coordinator will report to the Director 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 Management processes to be 
repeated and easily duplicated. 
 
Property management done on a large scale is an extremely complex business with many moving 
parts. In order for Grace Property Management to be successful, it must be consistent. 
 
The purpose of the system manual is to provide a consistent and specific way of doing business, 
and to ensure that each property, resident, owner, and as much as possible, each situation, are 
treated the same. Also, to define HOW Grace Property Management will do property 
management.  
 
The System Manual will provide each team member with specific KRA’s (Key Result Areas) for 
which they are responsible and a specific measure of success for each KRA, so that each team 
member always knows whether or not they are succeeding. 
 
Team members should always refer to their specific system manual to determine the answer to a 
question before bringing that question to the Director of Operations. 
 
Any deviation outside of the system must be recognized as an exception to the system. While 
exceptions are necessary from time to time, each exception is by nature inefficient, and should 
therefore be avoided. 
 
Each team member shall constantly work to improve the system. One purpose of the monthly 
Performance / Evaluation meeting with the Director of Operations is to ensure that on-going 
system improvements are suggested, discussed and implemented. 
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1- Create Grace Quickbooks checks 
 Measure of Success: Have all GM bills paid by each Friday  
 
 
1. As invoices are received in the ‘bills-to-be-paid’ box of the APC, separate the   

invoices that are paid only in AppFolio (ex; Utilities, insurance) these will go into the 
Grace paid folder and the re-invoice with the original vendor invoice will be put in the  

            expandable folder in alphabetical order by vendor name.  
 

a. When separating the re-invoice bills, review the GM re-invoice to ensure the PM has 
initialed in the bottom right corner of the ‘+’ symbol indicating they have approved the 
bill to be paid. 

 
b. Review the GM re-invoice to ensure that the total amount billed is appropriately 

comparable to the original 3rd party vendor invoice AND confirm the property address 
matches. 

 
c. If any discrepancies are noticed, return the invoices to the PM who approved the re-

invoicing, so that they can research the discrepancy. 
 
 
 
 
2. Weekly by each Friday take all invoices from the ‘Grace – Bills To Be Paid’ folder and 
 write checks from the Grace Management Quickbooks application or by e-check through 
 Chase.com to the appropriate  vendor. Chase.com is the preferred method.  
 
***Please note that JKB Elite, A-Value & Xcel for Grace must be completed through QB*** 
 

a. If a bill is NOT initialed by the PM as approved, the APC should NOT pay the bill, but 
rather return it to the PM for their review. 

 

b. A handful of vendors are paid by credit card. To pay vendors by credit card, see “Credit 
Card payments” (template 3A). The APC will have these payments paid by the VPO's 
credit card. (A&K Appliance, Mr. Plow, Planet Plumbing)    

 
c. After a credit card payment has been submitted by the APC, enter the payment 

information on the appropriate month of the credit card charges found in OneDrive. 
Ensure a re-invoice is completed for the credit card payment & placed in the appropriate 
to-be-paid folder. 
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3. How to write a check from Quickbooks  
 

a. Log into Quickbook, https://lvdc.qbo.intuit.com/qbo21/login?aws-dr&qdc-dr&webredir  
b. Click on Grace Management & Investment Corp as the company and enter password.  

c. Click on the  symbol on top of screen. 
d. Click check  
e. Enter vendors name as payee.  
f. Enter the COA in the account field, enter the amount of invoice, enter the invoice # in 

description & memo fields, if no invoice number enter the property address.  
g. Click the box print later if you need to enter more than one check. If printing check now, 

uncheck this box and verify the check number populated matches your check stock. 

h. If printing later choose the   symbol from top of page and click print checks. 
Again, ensure the starting check number matches your check stock. Place check upside 
Down facing you in printer. 

i. System will ask, did check print correctly? Click yes/no.  
j. Stamp invoice with check number.  
k. After each check has been written, paperclip check to the appropriate vendor invoice and 

place in the ‘In-Box’ of the VPO. 
 
 
4. After the VPO has reviewed and signed the checks, they will return them to the APC by 

placing them in the ‘In-Box’ of the APC. 
 

a. Mail each check to the appropriate vendor. Ensure invoice # is on the memo lines/check 
stubs. 

 
b. Be sure to combine vendor checks in envelopes as much as possible in an effort to 

minimize postage expenses.   
 
 
 
5. How to write e-checks from Chase.com 
 

a. Log into Chase.com 
b. Click 'send payments' & then in drop down choose 'pay bills.' 
c. In new drop down choose 'pay bills.' 
d. Find vendor to pay & enter the full dollar amount they are due. 
e. Add a memo that should be what invoices are included in the dollar amounts. If all 

invoice numbers will not fit in memo line, you'll have to remove them from the total paid 
to vendor and process a second payment. 

f. Once all vendors are paid as mentioned above, click verify payments. 
g. Print account summary report. (down on bottom hit the print this page) 
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h. Place all vendor invoices together with printed account summary report and place in the 
VPO’s inbox to approve.  
 
 
 

6.  After the VPO has reviewed and approved e-check payments, the VPO will place invoices in 
the APC's Chase.com Reconcile folder. The APC will need to code these to correct COA's in 
QB. 
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2- Close Grace Quickbooks Account 
Measure of Success: Have all deposits entered and account in 
balance by the last day of each month. 

 
 
1. On the last day of each month get the folder with all of the GM bank deposits from the 
 Director of Accounting (DA) that have been made into the Grace Management checking 
 account over the past month. 
 
 
 
 
2. Enter each deposit onto the Excel spreadsheet titled ‘GM Deposit Register’ (template 3b) 

for the appropriate month. 
  a. Be sure to use a new tab for each month. 

 
b. Print the report, hole punch it, and attach it as the last page in the paper 
 GM checkbook. 
 
 
 
 

3. Print a 'Balance Sheet' report from QB for ALL checks written for the current month, 3-
hole punch, and attach in the paper checkbook.  
 

a. Ensure  report beginning balance matches paper checkbook beginning        
balance. If not, a transaction may have been entered or adjusted in prior 
month.  Highlight the balance at the top. Export then print to PDF  
          
  

 
 
 
4. Once starting balance is correct, calculate the checkbook balance by subtracting all checks 

and adding all deposit. 
 

  a. Use a pencil to write the running balance on the bottom of each page of  
   checks. 
 
 
 
 

5. Enter each of the deposits (as income) that was deposited to the bank, into QuickBooks. 
 

  a. Each deposit that went into the bank must be entered as its own deposit  
   into Quickbooks. 
 
  b. Assign the appropriate COA for each line of each check. 
 


