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Section 1: Direct Pay Invoice Entry  

1. Type APOHININ in the search bar on the home screen on the desktop and 

click on the Open Hold Invoice Entry link to launch the APOHININ 

screen: 

 

 
 

2. Once the APOHININ screen opens, click the ADD button in the top 

ribbon bar. 

 

 
 

3. The screen will clear. 
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4. In the top header section of the Invoice, enter the Invoice number (16 

characters).  

 Use the Invoice number that vendor provides (if they sent it). 

 If it is a valid duplicate invoice number, enter the Invoice number plus the 

month and the year. The system will not accept duplicate invoice numbers for a 

vendor. 

 EX: Invoice number 1234 and the month/year of February 2015 would 

be entered as: 12340215  

 If there is NO Invoice number, create a unique Invoice number.  

 

*Please reach out to the Auditor’s Office for further guidance if it is 

needed* 

 

 
 

5. Enter the vendor 

a. Clicking in the Vendor ID field will cause a Lookup button to appear 

in the top right corner of the ribbon bar. 
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b. Clicking on the Lookup button will open a Lookup window. 

 

 
 

c. Use the Filters and the search field to find the Vendor you want to use 

on the Invoice. Click „Apply“ will display the results of the filter  

 

 
 

 

d. Highlight the Vendor and the R Type (Remit to) address you want to use 

and then click OK.  
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e. The Vendor ID will pull into the Vendor ID field on the Invoice. The 

Vendor ID field and Addr Cd dropdown will auto populate. The Addr 

Cd can be changed by clicking into the dropdown and selecting a 

different Address Code. 

 

 

 

 
 

6. Enter the Date in the Invoice Date field. 

 

 
 

7. Enter your security code 

 

 
 

8. Enter the invoice total into the User Invoice Total field. 

 

*The System Invoice Total is calculated by the system as you add line items to 

the invoice. This is a non-editable field. 

 

Verify that the address is 
correct 
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9.  Once the necessary fields are populated in the header section of the 

Invoice, scroll down to the bottom half of the screen (the details section). 
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10.  You can enter the GL Key and Object and the JL Key and Object into the 

fields or you can use the Lookup function: 

 

 
 

a. To utilize the Lookup function, click into the Key field and then click on 

the Key button that appears in the top left corner of the screen: 

 

b. To access the Job Ledger, you may need to click on Account Options at 

the top of the screen and click „Show JL Side“. 

 
 

c. Utilize the Filters to search for and find the Key you would like to use. 

Click OK to select a specific Key. 
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d. The Key will populate the Key field like so: 

 

 
11. Enter the Object code for the transaction 

 

a. To search, Click in the Object field and then the Object button in the 

top left corner. 
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b. Once the Lookup window opens, utilize the Filters and select the 

correct Object. 
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12. Enter the JL Key and Object if required, utilize the same Lookup function 

you used for the GL Key and Object to find and select them.  

 

 
 

13.  Enter a description into the Description field(30 Chars Max): 

 

 
 

14. Enter a quantity into the Quantity field. 

 

 
 

15. Enter a price into the Unit Price field. 

 

 
 

16. Enter a due date into the Due Date field. The auditor’s office suggests 

entering the current date in this field.  

 

 
 

17.  Choose the Value for Div 

a. GEN – This indicates the check will be printed and mailed to the vendor 

with no special handling 

b. ATTH – This indicates there are items attached electronically to the 

transactions that need to be printed and mailed with the check. 
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c. HOLD – This indicates that the check will be printed and the 

department or district will come to the auditor’s office and pick up the 

check.  

 

 
 

18. Flag invoice for separate checks 

 

a. Always select your two character department or district from the Duty 

Code drop down menu. This separates your district‘s payments to a 

specific vendor. 

 
 

b. If you have multiple invoices to one vendor and would like the invoices 

to be on separate checks, insert a „1“ in the Sep Check field for the first 

invoice, and a „2“ in the Sep Check field for the second check.   

c. To combine multiple invoices on one check to one vendor, insert a „1“ in 

the Sep Check field for all the invoices that should be combined. The 

check stub will list the invoice details. 

 

 
 

19. You can now save your record by hitting the Enter button on your keyboard 

or clicking the Save button in the ribbon bar at the top of the screen. 
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20. If the User Invoice Total field matches the System Invoice Total field, 

the system will automatically clear your screen, move you off of your current 

record, and put you into add mode so that you can add another invoice. 

 

 
 

 Note: If there’s any errors on the data entry, a pop up error message will 

display the error: 

 
 

21. If you want to add another line item to your invoice, click the + button on 

the bottom of your screen. 

 

 
 

22. To delete a line item, click the X button on the bottom of the screen. 
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23. Attach the invoice to the claim and any items that need to be printed and 

mailed with the payment.  

 

a. Click the Attachments tab at the top of the screen and select New 

Document.   

 

 
 

 

b. Select AP Attach, enter a short description or invoice number, and 

browse for your scanned invoice file.   

 
 

c. Click Attach. 
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Section 2: Extracting a PO into an Invoice 

1. Follow the instructions for a Direct Pay Invoice through step 8. 

 

2. Click into the PO field and select the PO you wish to extract into the Invoice. 

Only open PO’s for the vendor will appear in this dropdown. 

 

 
  

3. Select P – Partial then click Extract. 

 

 
 

4. The following screen will open. 
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5. Check the box next to the line items you want to extract. 

 

  a. If the amount in the Pay Amount field matches the invoice, you can click the 

Save button at this point. 

 

 b. If the amount in the Pay Amount field is not the amount you like to pay, 

click into this field and type in the amount you would like to pay. Then click Save. 

 

 
6. The line items will pull into the invoice. 

 

 
 

 

7. Review the information that populated. Change the Description and Due Date if 

needed. 
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8. Make sure you save your Record by clicking the Save button in the top ribbon 

bar or hitting your Enter button on your keyboard. 
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Section 3: Run the Batch Proof Report 

1. Type APOHINBP into the search bar, either on your Desktop or on the 

APOHININ screen. 

 

 
 

2. The following screen will open. 

 

 
 

3. Expand out the Options. 
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4. Expand out the AP Selection Criteria. 

 

 
 

5. Scroll down to prompt 47. Enter your Invoice Number. 

 

 
 

6. Scroll down and click Submit. 

 

 
 

7. Navigate to the Jobs tab on your Desktop. Click the Refresh button until 

your Job completes. 

 

 
 

8. Click on the Open A/P Batch Proof Report link to open the report. 
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9. Review the Batch Proof Report for any Blocks or Errors. If there are Blocks or 

Errors, you will need to go back into your invoice and make corrections.  

 

*You will receive a Block message due to Approvals being incomplete. You will 

need to go back into your Invoice to approve your Invoice and send it onwards to 

be fully approved and distributed. 
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Section 4: Approve the Invoice 

1. Navigate back to your APOHININ screen, select your invoice. 

 

 
 

10. Click on the Pending Approvals tab. 

 

 
 

11. Click the Approve button 

 

 
 

12. A Comments box will open. Enter any comments that you would like other 

approvers to see and then click Submit. 
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13. The Invoice will now be routed electronically for the remaining approvals.  
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Section 5: Entering a Travel Claim 

If your department has a designated person that collects and enters travel claims into 

the computer, submit the paper claim along with receipts to this person. 

If entering your own travel claim directly into the financial system, you do not need to 

complete the travel claim form.  You will enter your expenses directly into the system. 

 

1. Type APOHININ in the search bar on the home screen on the desktop and 

click on the Open Hold Invoice Entry link to launch the APOHININ 

screen: 

 

 
 

2. Once the APOHININ screen opens, click the ADD button in the top 

ribbon bar. 

 

 
 

3. The screen will clear. 
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4. In the top header section of the Invoice, enter the Invoice number (16 

characters).  For travel claims, you may use an abbreviated description of 

the meeting and date or month, for example: 

Invoice:   CSDA March 15 

 

Note: You can only use 16 characters but you can enter more in the 

description field.   Make sure your invoice number is unique and not a 

duplicate for this particular vendor. You can use the same invoice 

number for different vendors/employees. 

 

5. Enter the Vendor ID (Employee ID-now starts with ’’E“ for County Employees 

and „V“ for Special District Employees). 

 
 

6. Enter Invoice Date 

 
 

7. Enter User Invoice Total 
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8. Go to the Invoice Details section.  Enter your GL Org Key (Index Code), 

Object Key (subobject), a Description (max 30 characters), Qty = 1 and the 

amount of the expense in the Unit Price field.  In this example, we selected 

Lodging for $180.00.   

 
 

Use the lookup buttons at the top right corner of the Ribbon bar to search for 

your Object codes. 

 

9. Hit Enter until you see the 2nd line indicator at the bottom of the screen. 

 
 

10. The Org Key and Object key will default from the first line item.  Change the 

object key to mileage, for example, by using the lookup button in the top 

right corner of the ribbon bar.  Enter Qty= 1 and amount in the Unit Price 

field. 

 

11. When you are done entering your expenses, click on the SAVE button at the 

top of the Ribbon bar. 

 

 

12. The User Invoice Total and System Invoice Total should agree. 

 

13. Scan all receipts and attach them to your Claim.  You can tape small receipts 

all on one page if necessary and scan. Follow the instructions for adding 

attachments (step 24 of Direct Pay Invoice Entry).  

 

14. Run an Invoice Proof Listing to ensure there are no errors that would 

prevent your invoice from being processed (Follow instructions for Run the 

Batch Proof Report). 

 

15. Following the instructions for Approve the Invoice, sent your completed 

invoice into the workflow for approval. 
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