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 Valley King Properties



          HOW TO BILL AN AUTO PAY
After all Auto Pay Procedures have been completed and you have verified that the customer has moved in, you are now ready to bill. Please follow these instructions:

1. Verify the property is on the Community Name drop down list on the Apartment Billing Screen. If not, you will have to add it into the system. Under the Add Property Screen, click the blue question mark; this will give you additional instructions. In this particular case for an auto pay, under "the property you are adding" be sure to mark "auto pay". Please confirm where the invoices should be sent, the option you select will also determine who the proceeds check will be payable to.

2. Submit your money orders SEPERATELY under the Fee Voucher/Auto Pay Screen. If you have multiple money orders, select the "continue add for property" box. This will save you from having to re-enter any information.

3. Call Admin to have the money that you submitted approved. 


4. Go to the Apartment Billing Screen. 

5. Select a 2nd agent if applicable.

6. Enter the rental amount.

7. Enter the lease term.

8. Enter the commission percent the property is paying. If the commission amount is elevated, please include a copy of the incentive flyer with your billing. 

9. Enter the person who verified your move-in. 

10. Select community name. Make sure the money pops up under the community name in the Auto Pay box. 

11. Select each money order one at a time; wait for the total in the Auto Pay money received box to change before selecting the next one. Once the money in the Auto Pay money received box matches the total money collected proceed to the next step. 

12. Enter tenant information. This includes name, unit #, and lease start date. 

13. Do not forget to check the confirm billing address and address of residence boxes.

14. Submit billing.

15. Fax or email billing to Admin @ 602-375-0366 or billing@valleyking.com. Include a copy of the following: 

· Billing sheet 

· Survey 

· Money 

· AP receipt voucher 

· Incentive Flyers (if any)    
