
COPYING A DOCUMENT IN ACCOUNTS PAYABLE 

 

Go to APOHININ and find the invoice you want to copy. 

To copy header information only, at top of the screen click on “Copy”, then “Add”, then 

“Paste”. 

Change the invoice number to the new invoice number.  Save. 

 

 

 

 

 

 

 



 

New saved document with GL Account information blank. 

 

 

 

 

To copy an invoice including the GL accounts and details, go to Tools, Copy Invoice.

 



Enter the new invoice number or vendor ID:  Copy and Close. 

 

 

Your new invoice will be available for you to edit. 

 

 

As long as you don’t approve your invoice, it will be available on your RECORDS tab to use as a template.  You can 

even rename it “Template” or something similar. 


