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Direct Pay Invoice Entry

1. Open the APOHININ Invoice Entry screen. You can enter APOHININ in the Search field or you
can select the APOHININ tile from the Accounts Payable workspace.

CENTRAL

Menu

TECHNOLDSIES

Workspaces

apohinin| Q

rrors in APOHININ... (AP1300)
03 Accounts Payable ’ IN Invoice Processing 20 A
22 AP Workspace k
APOHININ [ AroriNer ob# | Status s IS
52 Bank Recon Worksp... F Invoice Entry Invaice Proof Listing 2731311 | Completed i‘";l"lzo“ 03418 | b
22 1099 Workspace — ) ) 2/21/2022 1031:09
: 2731310 | Completed A Job
Task List APOHINVP
Invoice Validate and
& Main Menu - Use the Search Field or use the JlsEEEEE

Workspace tile to access APOHININ

2. Onceyou are on the Invoice Entry (APOHININ) screen, click on the + button in the main screen
area to switch to Add Mode.

— Search

Apply Search

All Tasks

Clear Criteria

Filters:

O Created By Me
O Posted

@ My Un-Posted
O All Un-Posted

Search Criteria:

D

Invoice: *

vendor ID*

Security Code®

Payment Type:*

User Invoice Total:

T

Invoice Status:

System Total:

Addr Cd:

T  Payment Terms:

T D Separate Check

PO:

Partial

Join With:

You can confirm you are in Add mode because the system will display the word Add in
the upper right hand corner:
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Invoice:™ ¥ nvoice Date’™ iz} ;

PO: -

Vendor 1D Addr Cd -

Partial: -

Extract

Security Code: * - Invoice Status: BE - Payment Terms: -

Entering Invoice Header Information

3. Enter invoice header information.

%

[E

Q

J

L]

3
CENTRAL Invoice Entry (APOHININ)

TECHNOLDGIES

=< > + @ & Edit 7of352014 @&=-

Invoice™ 770005 [ Invoice Date™ 02/0/2022

Vendor ID. * V127809 = ATE Addr Cd

Security Code: * 7006 - Invoice Status: BE - Payment Terms: -
Payment T;-pe'* CHK v | Check D Separate Check Join With -

User Invoice Total 1,018.30 System Total 1,018.30

PO: b

1

Partial -

Invoice: Enter the invoice number that appears on the vendor’s invoice. If there is no
invoice number, then create a unique invoice number or use the seed generator button

to the right of the Invoice field to auto-generate a seeded invoice number. *Please
reach out to the Auditor’s Office for further guidance if it is needed (Required field)
Vendor ID: Type the Vendor’s ID from the Person Entity module. If you do not know the
vendor ID, select the Lookup button in the ribbon bar. Please refer to the Vendor
Lookup section for more information. (Required field)
Addr Cd: Will default based on the vendor’s setup on PEUPPE but can be changed if
necessary. Verify the address shown matches the vendor’s address on the invoice.
Invoice Date: Enter the date of the invoice. (Required field)
Security Code: Select the security code for your department/division. (Required field)
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o Payment Type: Identifies how the invoice will be paid to this vendor. The payment type
defaults as defined on the vendor setup screen and cannot be changed (See EFT
Payments pg. 45). (Required field)

¢ Payment Terms: Will default based on the vendor’s setup on PEUPPE.

¢ User Invoice Total: Enter the total amount of the invoice. (Required field)

e System Invoice Total: Disp/ay only — Shows the system calculated total of all line items
that have been entered onto the invoice.

e Invoice Status (display only unless "BE", 2 characters): This field displays the current
status of the invoice, there are three different status options that the system generates
automatically. Possible values are BE (un-posted), DS (posted), and EX (extracted). Only
un-posted (BE) invoices may be changed.

o Separate Check: Select this check box if a separate check is desired for this invoice. This
field cannot be used with EFT payments.

Entering Invoice Line Item Information

4. On the Main subtab from within the Invoice Details tab, enter your invoice line items.

\)
CENTRAL Invoice Entry (APOHININ)
TECHNOLDGIES

—_— - . -
Q User Invoice Total 101830 System Total 1018.30
= nvoice Details Invoice Text 1099-5
g o Edit 1of1 B=-
=
&

GL Account™ 6122 L -

Description: phores PO#: - PIF: > -
~
[

Quan:l’y.* 00000 Unit Price 1,018.30000 Div:* CEN - Misc: A
9

Tax Code: - Tax Amount: 0.00 Second Ref: ¥ Product 1D =
=

Tax Code 2 - Tax Amount 2: 0.00 Relate 1. cc - Relate 2 -
i3

Charge Code: - Charge Amount 0.00 1099 Flag: D 1099 Dfit:
£

Dept: - Duty Amount 0.00 Due Date™ 03/03/2022 = Received Date: =

]

e GL Account - Enter the Account. A value must be entered in both the GL ORG KEY and
OBIJECT fields. The JL PROJ KEY and OBJECT fields are optional. You can enter this
information directly into the fields if you already know the account numbers. If you do
not know the account numbers, select the Lookup button in the ribbon bar. Please refer
to the General Ledger Account Lookup section for more information. (Required)
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Description - Enter up to a 30 character description into the Description field (the
module will sometimes default the description to the GL object description, but you can
customize the description)
Quantity — Enter the quantity. (Required)
Unit Price — Enter the unit price. (Required)
Division — This will default to GEN for General AP invoices. You can change it as
necessary (e.g., HOLD if the vendor check should be held for pickup). (Required)
Tax Code - Select a tax code if appropriate (if the vendor is outside California):
o Sales Tax — Select the tax rate to be applied to the line item.
o Use Tax - Select USE in the Tax Code field AND in the Misc field, select the
location that the items were shipped to.
o Undercharged Sales Tax — Select the tax rate the vendor is charging AND in the
Misc field, select the location the items were shipped to.
o Overcharged Sales Tax — Select the correct tax rate that should be applied to the
line item and advise your vendor what the correct rate should be.
Due Date — This will typically default to 30 days past the invoice date based on the
vendor’s profile on PEUPPE but can be changed as necessary. (Required)
Dept Code — Entering your department code will ensure only your department’s
invoices will be combined with individual payments. This does not apply to EFT
payments.

All the other fields will either default or can be left empty.

Save the invoice by clicking the Save icon on the left menu panel (the gray vertical bar menu)

=

When the record has been successfully saved to the database, a green message is displayed

that indicates the records was accepted:

If the total of your line items does not yet total the amount you entered into the User Invoice

Total on the header portion of your screen, then the system will clear out the line item

portion so you can enter additional line items until they total the User Invoice Total amount.

Once the total of your line items equals the User Invoice Total that was entered on the header

portion of the screen, the system will clear out both the header portion and the line item

portion of your screen in case you want to enter another invoice.
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Proceed to Run a Set Proof Listing, Attaching Supporting Documentation and Submitting the
Invoice for Approval.

Vendor Lookup

If the Vendor ID is not known, use the lookup function by clicking on the lookup button at the
right edge of the field.

*
Vender IO %

Selection criteria can be entered in the lookup window to help locate the vendor ID. Most often,
you would enter in a portion of the vendor’s name in the Name field. Please note that the filter
icon defaults to “Starts With”, so the system will only look for vendor names that match what
you type in unless you change the filter to “Contains” or another filter option. Press Enter to
apply your search.

The system will display matching vendors based on your filter. The available vendor addresses
for the vendor will also be displayed (on the bottom half of the window). Once you have selected
the vendor and the correct address, click on the OK button to copy the vendor ID and address
code to your invoice.

Data Lookup

-

Search ID Source: ‘ Person/Entity v |

PE ID Name Doing Business As | Status Select 1 Suffix

H@l,\ nfﬁmd\@\x| | N e | le] |
e e

CE DEPOT AC

V009229

V008059 OFFICE DEPOT AC

V003260 OFFICE DEPOT 9... AC

V016319 OFFICE DEPOT ... AC BUSN

V016342 OFFICE DEPCT, I... AC BUSN

4 P -
4 - > » 1-8of 8items

Code Address Line 1 Address Line 2 Address Line 3 Address Line 4 City

99 ILLOW ... Long Bea

a
-

“ CIOSE
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General Ledger Account Lookup

To lookup account numbers, click in the ORG KEY field and then click off to the right on
the ellipsis button with the 3 dots.

Account D

Oro
GL ORG KEY I = 21 KEY OBJECT

Then select Lookup GL ACCOUNT. This will allow you to look up valid combinations of
the org and the object together.

Loockup Org Key

I Lookup GL Account &

+ Show Ledger
+ Show Job Ledger Side
Show Work Order

You can filter your lookup by the account number or by the description fields. Please
note that the first Long Desc filter is to filter based on the org key description whereas
the second Long Desc filter is to filter based on the object code description. Also keep in
mind using the filter icon/button to the right of each filtering field to ensure that you are
filtering based on the correct parameters.

Ledger Lookup

Account Long Desc Long Desc Year Active Ledger
[e] | I @] [2= Jo|x| [~ Jelx]/[ |
-—-

001020-10700 GF SUBFD-MHSA.. | ACCOUNTS RECE.. | 2022

001020-34304 GF SUBFD-MHSA.. | COMMITTED - M.. | 2022 A GL
001020-34400 GF SUBFD-MHSA.. | FUND BALANCE 2022 A GL
001238-10100 COURTS-ENHAN.. | EQUITY-POOLED... @ 2022 A GL
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To enter a Project account, click in either the PROJ KEY or OBJECT field for the JL ledger
and then click off to the right on the ellipsis button with the 3 dots. This will allow you to
look up project information similar to how you looked up the GL account information.

Account

OBJECT

(1) Put your cursor in the
Org Key or Object
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Purchase Order Invoice Entry

1. Open the APOHININ Invoice Entry screen. You can enter APOHININ in the Search field or you
can select the APOHININ tile from the Accounts Payable workspace.

CENTRAL Workspaces apohinin| Q_

TECHNOLDSIES

Menu
rrors in APOHININ... (AP1300)
03 Accounts Payable ’ IN Invoice Processing 0 A
22 AP Workspace
APOHININ [ AroriNer lob# | Status s IS
- .
&5 Bank Recon Worksp... Invoice Entry Invaice Proof Listing 2731311 | Completed Z"'GI"ZU“ 03418 | b
22 1099 Workspace — 2/21/2022 1031:09
2731310 | Completed A Job
Task List APOHINVP
Invoice Validate and
& Main Menu Post Use the Search Field or use the ZlEEEEETE
Workspace tile to access APOHININ

2. Onceyou are on the Invoice Entry (APOHININ) screen, click on the + button in the main screen
area to switch to Add Mode.

CENTRAL

Invoice Entry (APOHININ)

— Search

Apply Search

£
All Tasks Invoice

PO
vendor ID* E|Y

D

o Addr Cd: T
Clear Criteria

Partial

Filters:

O Created By Me
O Posted
@ My Un-Posted

O All Un-Posted

Security Code® Invoice Siatus: T  Payment Terms: T

Payment Type:* T D Separate Check Join With:

Search Criteria:

User Invoice Total: ex. 000 | ¥ System Total:

You can confirm you are in Add mode because the system will display the word Add in
the upper right hand corner:
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Invoice:™ ¥ nvoice Date’™ iz} ;

PO: -

Vendor 1D Addr Cd -

Partial: -

Extract

Security Code: * - Invoice Status: BE - Payment Terms: -

Entering Invoice Header Information

3. Enter invoice header information.

%

[E

Q

J

L]

3
CENTRAL Invoice Entry (APOHININ)

TECHNOLDGIES

=< > + @ & Edit 7of352014 @&=-

Invoice™ 770005 [ Invoice Date™ 02/0/2022

Vendor ID. * V127809 = ATE Addr Cd

Security Code: * 7006 - Invoice Status: BE - Payment Terms: -
Payment T;-pe'* CHK v | Check D Separate Check Join With -

User Invoice Total 1,018.30 System Total 1,018.30

PO: b

1

Partial -

Invoice: Enter the invoice number that appears on the vendor’s invoice. If there is no
invoice number, then create a unique invoice number or use the seed generator button

’ to the right of the Invoice field to auto-generate a seeded invoice number. *Please
reach out to the Auditor’s Office for further guidance if it is needed (Required field)
Vendor ID: Type the Vendor’s ID from the Person Entity module. If you do not know the
vendor ID, select the Lookup button in the ribbon bar. Please refer to the Vendor
Lookup section for more information. (Required field)

Addr Cd: Will default based on the vendor’s setup on PEUPPE but can be changed if
necessary. Verify the address shown matches the vendor’s address on the invoice.
Invoice Date: Enter the date of the invoice. (Required field)

Security Code: Select the security code for your department/division. (Required field)
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o Payment Type: Identifies how the invoice will be paid to this vendor. The payment type
defaults as defined on the vendor setup screen and cannot be changed (See EFT
Payments pg. 45). (Required field)

¢ Payment Terms: Will default based on the vendor’s setup on PEUPPE.

¢ User Invoice Total: Enter the total amount of the invoice. (Required field)

e System Invoice Total: Disp/ay only — Shows the system calculated total of all line items
that have been entered onto the invoice.

e Invoice Status (display only unless "BE", 2 characters): This field displays the current
status of the invoice, there are three different status options that the system generates
automatically. Possible values are BE (un-posted), DS (posted), and EX (extracted). Only
un-posted (BE) invoices may be changed.

o Separate Check: Select this check box if a separate check is desired for this invoice. This
field cannot be used with EFT payments.

e PO: Click on the arrow to the right of the PO field to select the PO/contract to charge
the invoice against. The PQ’s that display will be based upon the vendor number you
entered earlier.

o Partial: Select P — Partial unless you are 100% sure that this is the final payment against
the PO, in which case you can choose F — Full, which will close the PO after the invoice is
processed.

Extracting Line Items from the Purchase Order

4. Click the Extract button.

PO Z2ROSAS2 x hd
Partial: ! -

Extract
B3 «_

5. Select the line items you want to pay against and then enter the amount you want to pay.
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PO Extract

Purchase Order

PO: ‘ CT736781 | FO Total: ‘ 35,000.00 ‘

Vendor: ‘ V125401 ‘ MYERS SCULFTURE ‘

. Click on box to 1 | | | | |
select the line item

Amount Amount Amount PO ltem
Pay Amount  Unit Price Ordered Received Paid Number Account Description

[ 100000 | [ 5500000 | 55000 0 0 0001 GL 134909-86110 BRUCE J. MYERS

Enter the
amount to pay

Apply | Cancel |

6. Click the Apply button.

You should receive a confirmation message identifying the number of line items that were
created:

o Info
Records imported from PO: 1.

The invoice line item(s) should be automatically created for you.
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nvoice Details ‘ Invoice Text | | 1099-5 | ﬁ
IO Y O+ @m Edit 1of1 B-
Main | Misc
GL Account™ | oo ~ | 134900 8610 I v | PROIKE OBIEC
Description: BRUCE 1. MYERS DBA MYERS SCULP PO# CT73678 x hd PIF F hd
Quanl\ty.* .00000 Unit Price: 1,000.00000 Div:* GEN - Misc: -
Tax Code ~ | TaxAmount Q.00 Second Ref: ¥ Product ID =
Tax Code 2 - Tax Amount 2 Q.00 Relate 1: cc - Relate 2: -
Charge Code: - Charge Amount: Q.00 1099 Flag: N 1099 Dfit:
Dept: - Duty Amount: Q00 Due Dafe™ 03/28/2022 @ Received Date E
Disc. Terms: 0.0000 Discount: Q.00 Authorized Date: =) Discount Date: =)
Pmt Disc Terms 0.0000 Extended Amount 1,000.00 Pmt Disc: 0.00 Bank ID™ 22 -
Vendor of Rec: V12540 B | MYERS SCULPTURE Alt Address Code: R1 -
5178 ORCAS RD
EASTSOUND Wi 98245

7. If you make any edits to the description or other fields, then click the save button on the left

[]
menu panel (the gray vertical bar menu). If you did not make any changes, then you
don’t need to save the record.

If you click the save button because you made a change to the item details, a green message
will be displayed that indicates the records was accepted:

Record(s) Accepted |

Ll

Proceed to Run a Set Proof Listing, Attaching Supporting Documentation and Submitting the
Invoice for Approval.
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Travel Claim Invoice Entry

1. Open the APOHININ Invoice Entry screen. You can enter APOHININ in the Search field or you
can select the APOHININ tile from the Accounts Payable workspace.

CENTRAL Workspaces apohinin| Q_

TECHNOLDSIES

Menu

03 Accounts Payable ’ IN Invoice Processing 0 A

22 AP Workspace

APOHININ S APOHINBP lob# | Status e LFE
- IR
ss Bank Recon Worksp... Invoice Entry Invaice Proof Listing 231 | completed Yzf0z10542
AM
22 1099 Workspace — ) ) 2/21/2022 1031:09
2731310 | Completed A Job
Task List APOHINVP
Invoice Validate and

& Main Menu ost Use the Search Field or use the ZlEEEEETE

Workspace tile to access APOHININ

2. Onceyou are on the Invoice Entry (APOHININ) screen, click on the + button in the main screen

area to switch to Add Mode.

CENTRAL

Invoice Entry (APOHININ)

Filters:

O Created By Me
O Posted

@ My Un-Posted
O All Un-Posted

Security Code®

Payment Type:*
Search Criteria:

User Invoice Total:

Invoice Status:

T System Total:

= Search
Q Apply Search
*
[+ All Tacks - Invoice: =
PO:
L] L vendor ID:* E|T
Clear Criteria
Partial

T  Payment Terms:

T D Separate Check

Join With:

You can confirm you are in Add mode because the system will display the word Add in

the upper right hand corner:
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Invoice:™ ¥ nvoice Date’™ iz} ;

PO: -

Vendor 1D Addr Cd -

Partial: -

Extract

Security Code: * - Invoice Status: BE - Payment Terms: -

Entering Invoice Header Information

3. Enter invoice header information.

%

[E

Q

J

L]

3
CENTRAL Invoice Entry (APOHININ)

TECHNOLDGIES

=< > + @ & Edit 7of352014 @&=-

Invoice™ 770005 [ Invoice Date™ 02/0/2022

Vendor ID. * V127809 = ATE Addr Cd

Security Code: * 7006 - Invoice Status: BE - Payment Terms: -
Payment T;-pe'* CHK v | Check D Separate Check Join With -

User Invoice Total 1,018.30 System Total 1,018.30

PO: b

1

Partial -

Invoice: Create an invoice number up to 16 characters with reference to the meeting
and date/month. For example, SACA022020. Note that you can use the description field
to further describe the meeting. Make sure your invoice number is unique for this
particular vendor. (Required field)

Vendor ID: Enter the vendor ID, which would start with an E6 and end with the
employee’s ID number. You can also search for the employee’s vendor number - please
refer to the Vendor Lookup section for more information. (Required field)

Addr Cd: Will default based on the vendor’s setup on PEUPPE but can be changed if
necessary. Verify the address shown matches the address on the travel claim.

Invoice Date: Enter the date of the invoice. (Required field)

Security Code: Select the security code for your department/division. (Required field)
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Payment Type: Identifies how the invoice will be paid to this vendor. The payment type
defaults as defined on the vendor setup screen and cannot be changed. The preferred
method of payment for employees is EFT. Please work with your departmental payroll
clerk to have the employee set up with EFT if the default payment type is CHK.
(Required field)

Payment Terms: Will default based on the vendor’s setup on PEUPPE.

User Invoice Total: Enter the total amount of the invoice. (Required field)

System Invoice Total: Display only — Shows the system calculated total of all line items
that have been entered onto the invoice.

Invoice Status (display only unless "BE", 2 characters): This field displays the current
status of the invoice, there are three different status options that the system generates
automatically. Possible values are BE (un-posted), DS (posted), and EX (extracted). Only
un-posted (BE) invoices may be changed.

Separate Check: Select this check box if a separate check is desired for this invoice. This
field cannot be used with EFT payments.

Entering Invoice Line Item Information

A line item should be entered into Finance Enterprise for each line on your Travel Claim AUD26.

Screen shot of Travel Claim (GL section only) used for example:

aneviel |eom | wwv | siow [ DECETION. meichE oY AvouNT
121000 62922 L BOWERS SACA FEB 2020 $  205.85
1 121000 62924 L BOWERS SACA FEE 2020 5 50.00
121000 62926 L BOWERS SACA FEB 2020 §  128.80
121000 62928 L BOWERS SACA FEB 2020 5 6.00
TOTAL THIS CLAIM (A) |5 39065

4. On the Main subtab from within the Invoice Details tab, enter your invoice line items.
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Invoice Details Invoice Text 1099-5
=
=
GL Account™ GL ~ | 121000 62922 T 4
Description L BOWERS SACA FEB 2020 PO#
Quantity® 100000 | Unit Price 20585000 | Div*

In the above example, it indicates that $205.85 is to be reimbursed for lodging, which correlates
to line 1 of the AUD26 Travel Claim.

e GL Account - Enter the Account. A value must be entered in both the GL ORG KEY and
OBIJECT fields. The JL PROJ KEY and OBJECT fields are optional. You can enter this
information directly into the fields if you already know the account numbers. If you do
not know the account numbers, select the Lookup button in the ribbon bar. Please refer
to the General Ledger Account Lookup section for more information. (Required)

o Description - Enter up to a 30 character description to describe the travel claim.

e Quantity — Enter 1. (Required)

¢ Unit Price — Enter the cost to be reimbursed. (Required)

o Division — This will default to GEN for General AP invoices. You can change it as
necessary (e.g., HOLD if the vendor check should be held for pickup). (Required)

e Tax Code - Leave blank.

e Due Date —This will typically default to 30 days past the invoice date based on the
vendor’s profile on PEUPPE but can be changed as necessary. (Required)

o Dept Code - Entering your department code will ensure only your department’s
invoices will be combined with individual payments.

All the other fields will either default or can be left empty.
5. Save the invoice by clicking the Save icon on the left menu panel (the gray vertical bar menu)

=

When the record has been successfully saved to the database, a green message is displayed
that indicates the records was accepted:
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If the total of your line items does not yet total the amount you entered into the User Invoice
Total on the header portion of your screen, then the system will clear out the line item
portion so you can enter additional line items until they total the User Invoice Total amount.

Once the total of your line items equals the User Invoice Total that was entered on the header
portion of the screen, the system will clear out both the header portion and the line item
portion of your screen in case you want to enter another invoice.

Proceed to Run a Set Proof Listing, Attaching Supporting Documentation and Submitting the

Invoice for Approval.
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Importing an Invoice

Users can upload Direct Pay Accounts Payable Invoices using a special utility
(APOHUTIN) to the Invoice Entry (APOHININ) screen. The upload process includes
creating a .CSV file which includes all of the data elements for the invoice.

You can download a copy of the AP Upload Template from the Auditor-Controller Intranet.

Complete the Import Template

Fill out the AP Upload with your invoice information.

3
4
5

A B C D E F G H | 1 K L M ) o} P
1 Invoice Number endor|D  Address Code  Invoice Date Security Code GLKey  GLOhject JLkey ILOhbject Description Quantity Unit Price FO & Due Date Div Code Duty Code  Bank ID
2 |Ref Peld Peaddrcd RefDt SecCd Glkey GlOhj Jkey jl[sl4]] Desc Units Distamt EnchPo  DusDt Div DutyCd Checkld
r

1}

Q

1. In Column A, enter the Invoice Numbers for each invoice you would like to upload.

You can enter multiple invoices on a single .csv file.
A B

Invoice Number Vendor ID
Ref Peld
T@TOOl

I |TESTOD2

» TESTOD3

b |TESTOD4

f |\ TESTOODS

TESTOO6

TESTOO7

TESTOO8

TESTOO9

TESTO10

ETwW N =[O

2. In Column B, enter the PEID for each invoice.
By

Vendor ID Addr

Peld Pel

V106056

V11189

V109800

V111275

V11314

V120058

V14384

V32127

V33693

V39981
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3. In Column C, enter the remit address code for each vendor.

dress Code In
PeAddrCd Re
R1
R1
R1
R5
R3
R2
R7
R2
R1
[R2 |

4. In Column D, enter the Invoice Date for each invoice.
D

Invoice Date S
RefDt 5
2/1/2022
2/2/2022
2/3/2022
2/4/2022
2/5/2022
2/6/2022
2/7/2022
2/8/2022
2/9/2022

2/10/2022

o

L]

5. In Column E, enter the Security Code for each invoice.

Security Code G

SecCd G
1210
1210
1210
1210
1210
1210
1210
1210
1210
1210
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6. Incolumns Fthrough |, enter the GL Key/Object and JL Key/Object for each line of
the invoice. If an invoice has multiple lines, you will need to create one row for
each invoice line item.

Invoice Number  Vendor ID Address Code Invoice Date Security Code  GL Key GL Object JL Key JL Object Descrif
Ref Peld PeAddrCd RefDt SecCd GlKey GlObj JIKey JIObj Desc
TEST0O01 V106056 R1 2/1/2022 > 1210 121000 62020

TEST002 V11189 R1 2/2/2022 1210 123300 61725

TEST003 V109800 R1 2/3/2022 1210 128000 62020

TESTO04 V111275 R5 2/4/2022 1210 121000 62223

TESTOO0S V11314 R3 2/5/2022 1210 123200 62381

TESTO06 V120058 R2 2/6/2022 1210 121000 62221 EARPOOS 62221
TESTO06 V120058 R2 2/6/2022 1210 123200 62221 EARPOOS 62221
TESTO06 V120058 R2 2/6/2022 1210 123100 62221 EARPOOS 62221
TESTOO07 V14384 R7 2/7/2022 1210 121000 62223

TESTO08 V32127 R2 2/8/2022 1210 121000 62930

TESTO09 V33693 R1 2/9/2022 1210 124000 62381 i

TESTO10 V39981 R2 2/10/2022 1210 123600 62381

With the exception of the JL Key/Object, you must fill out ALL the data elements for every line
item on the invoice.

7. In column J, enter the description for the invoice. Remember this field is limited
to 30 characters in Finance Enterprise.

J K
Description Unit P
Desc DistAn

ANNUAL MEMBERSHIP
MICR PRINTER MAINT
ANMNUAL MEMBERSHIP
SUPPLIES

EZ PAYROLL FEB22

. POSTAGE FEB22

. POSTAGE FEB22

. POSTAGE FEB22
SUPPLIES

SACA 4/2022 - E. DRISC
Q3 CAMERA MINT 21-22
CAP PROFESSIONAL SVC
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If a description is loaded with too many characters, the system will truncate the
description to 30 characters.

I‘ ‘ Misc ‘

Account® % GL ¥ | ORG KEY OBJECT
cription: l THIS DESCRIPTION HAS WAY TOO M

ntity* 0.00000 |  Unit Price:

Code: v Tax Amount:

8. In column K, enter the amount for each line of the invoice.

Unit Price PO 4
DistAmt  Ench

E 100
v 1000
E 100
50

y 2000
50

50

50

100

; 400
N 500
I\ 100

9. In column M, enter the due date for the invoice. If you leave this field blank, the
due date will default to thesame as the invoice date.

. L M N

e PO# Due Date Div Code
EncbPo  DueDt Div

0 3/31/2022

0 3/15/2022

0 3/1/2022

0 22B00S00 i

0 22B02540

0

0

0

0 22B69272

0

0 22B02070

0 22B77391
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10. In column N, enter the Div Code for the invoices. The highlighted options are
commonly used bydepartments:

s ATTH Attachments
AUD AUD Interface
ELEC Election Payments
GEN General Division
HOLD Hold for Pickup

e ATTH indicates there is special documentation that has to be sent with the
payment to the vendor. This cannot be used with EFT payments.

e GEN means the check will be printed and sent with no special handling.

e HOLD mean thedepartment will pick up the check from the Auditor’s office. This
cannot be used with EFT payments.

™
Div Code D
Div Dy
P GEN
? GEN
? GEN
GEN
GEN
ATTH
ATTH
ATTH
GEN
HOLD
GEN
GEN

If an invoice has more than one line item, you must use the same division code for
each line item.

11. In column O, under Duty Code, Enter your department’s 2 digit department
number.

If an invoice has more than one line item, you must use the same duty code for each
line item.
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Duty Code

DutyCd
12
12
12
12
12
12
12
12
12
12
12
12

12. In column P, e

RALSQUARE

TECHNOLOGIES FINANCE ENTERPRISE

nter the Check Id 22 for every line on the invoice.

Bank ID
Checkld
W

1
1
22 [
22
22
22
22
22
22
22
22
22
22
22

13. In column Q, enter DX as the Trans Format on every row.

v

Trans Format
TrnsFormat
DX

DX

DX

DX

DX

DX

DX

DX

DX

DX

DX

[x ]

14. Save a copy of your Excel workbook.

15. Save a copy of your file in CSV format. Within Excel, use File > Save As to save

the file in CSV

format.
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/]\ [7¥ E: = Dropbox (Schafer Consulting) = Dropbox (Schafer Consulting) = Schafer Consulting = Iris Old Files >
| AP Invoice 20220226

Excel Workbook (* xlsx)

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*xdsh)

Excel 97-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited) (*.csv)
AML Data (*xml)

Single File Web Page (*.mht, “.mhtml)
‘Web Page (*.htrm, *html}

Excel Template (*.xlt)

Excel Macro-Enabled Template (*dtm)
Excel 97-2003 Template (*adt)

Text (Tab delimited) (*.tet)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*

Microsoft Excel 5.
CSV (Comma delimits

Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.xt)

Text (MS-DOS) (*.tt)

CSV (Macintosh) (*.csv)

CSV (M5-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-in (*xlam)

Excel 97-2003 Add-in (*.xla)

PDF (*.pdf)

XPS Document (*.xps)

16. You will receive the following notification. Click OK.

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets,

= To save only the active sheet, click OK,
* To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

Cancel

17. Close the file. If you are prompted to save your changes, click Don’t Save.

DO NOT re-open the .csv file. If you need to make changes to the file open it in
Excel and re-savein the .CSV format after the changes have been made.

Load the File to Finance Enterprise

18. In Finance Enterprise open the APOHUTIN utility.

apohutin

Import CSV File (APOHUTIN)

Total 1 items found
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19. Click the Local button to find the CSV file you just saved.

Name of the CSV file to import

Choose an import template

L Choose the type of AP set to create

NeW:Set ID¥
Notify Workflow?

Line Printer

Optional Questions

Local...

- NONE: File contains Col Header w

IN - Invoice N

NO - NO - do not notify Workflow ~

ARCHIVE - DO ARCHIVE v

20. Select the file that you want to import and then click Open

‘+ W > ThisPC > Desktop

v O 2 Search Desktop

New folder = - in’| o
~ Name Date modified Type Size A
plects 83 AUD-36 AFFIDAVIT AND RECORD OF DEPOSIT v20.csv 2/9/2022317PM  Microsoft Excel Co.. 3KB
lop @) AUD-36 AFFIDAVIT AND RECORD OF DEPOSIT v20xism 2/9/2022 3:14 PM Microsoft Excel M 82 KB
ments "% AD Update 2/9/2022 3.01 PM Internet Shortcut 1KB
loads ‘::'3* County Intranet 2/9/2022 3:01 PM Shortcut 1KB
’\a eTimeCard 2/9/2022 3.01 PM Shortcut 1KB
s ) BT14003 pdf 2/9/2022 2:25 PM Adobe Acrobat D.. 231KB
. E BT14092.pdf 2/9/2022 2:25 PM Adobe Acrobat D... 232KB
© ) BT14091 paf 2/9/2022 2:24 PM Adobe Acrobat D.. 232 KB
pws (L -~
[ﬁ set proof.pdf 2/8/2022 549 PM Adobe Acrobat D... 4KB
24 (\\scznas06\aud\home 5
a \audh &) TAX BT-1.pdf 2/8/2022 2:06 PM Adobe Acrobat D.. 408 KB
\SCZNAS04) 1) E ACH BT-1.pdf 2/8/2022 2.05 PM Adobe Acrobat D... 713 KB
\SCZFS00\PCMF) (M:) [£ MOU_GenRep.pdf 2/7/2022 234 PM Adobe Acrobat D.. 1,063 KB
roDebt (N:) b 9 Time ff Reanest Pracedires - rev 1114202 dnex 1/16/2022 1118 A Micrgenft Word N 2001 KR N
File name: | AUD-36 AFFIDAVIT AND RECORD OF DEPOSIT v20.csv Al files (<)
Open Cancel
—y ———

21. The upload template you are using contains a column header, so do not change

the import template selection

Choose an import template

0000 - NONE: File contains Col Header w

22. Do not change the Choose the type of AP set to create field. The IN selection will
create separate APOHININ records for each of the invoices on your upload file
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Choose the type of AP set to create IN - Invoice v
23. Type in a New Set ID

Name of the CSV file to import AP UPLOADLB022222.CSV

Choose an import template 0000 - NONE: File contains Col Header
L Choose the type of AP set to create IN - Invoice ~
New Set ID* APUPLOADG2222
Notify Workflow? NO - NO - do not notify Workflow v

b
Line Printer ARCHIVE - DO ARCHIVE v
Optional Questions

24. Change the selection for Notify Workflow to IN. You must change this selection
for the transactions to process correctly

Notify Workflow? | IN - Notify for each Invoice v
L
Line Printer ARCHIVE - DO ARCHIVE ~
Armtismal M i

25. Click the Submit button.
You will receive a notification that the job was submitted

26. Go back to your Workspace tab, which should still be open on another browser
tab. Go to the My Jobs panel and click the Refresh icon to refresh the jobs list
until your APOHUTIN job is complete.
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My Jobs Z 0 A
Desc Job # S Start Type
Job: APOHUTIN 2731348 Completed 2/22/2022 1:33:04 PM “
pl » 1 of 1items
Job Details
Job: 2731348 Status: Completed
Desc: Job: APOHUTIN Start: 2/22/2022 1:33:04 PM
Type: Job End: 202212022 1:33:09 PM
Attachments
Doc Type Desc
B 2731348 Tail Sheet
Refreshed at Tue Feb 22 2022 13:34:01 CMT-0800 (Pacific Standard Time)

27. When you look at the tail sheet you can see a summary of the uploaded
transactions

} PE ID Invoice Invoice Total
V1068056 TESTOO1 100.00
V11189 TESTQ02 1,000.00
V109800 TESTO03 100.00
V111275 TESTOO04 50.00
V11314 TESTOOS 2,000.00
V120058 TESTO06 150.00
V14384 TESTQO7 100.00
V32127 TESTOOS 400.00
V42768 TESTOO0S 500.00
V39681 TESTOL0 100.00

Verify Accuracy of Import

28. Once the status is Completed, you can view the imported invoice by going to the
APOHININ screen and searching for the invoices that you just created.
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CENTRAL JUARE workspaces apohinin|
Menu X Invoice Entry (APOHININ)
T - POHININ... (AP1300)
O Accounts Payable » IN | i i ~
nvoice Processin @ A .
9 = Total 2 items found
88 AP Workspace
APOHININ 1 APOHINBP 1 Desc Job # Status Start Type
= ab: /2027 10-34-
= Bank Recon Worksp... Invoice Entry Invoice Proof Listing Job ) 273131 | Completed z'.Ll,zo 2103413 1
ARBTCREP AM
22 1099 Workspace Job: . ) 2/21/2022 103109
N 2731310 | Completed Job
ARBTCRBP AM
Task List APOHINVP o
) a | w
Invoice Validate and "2 i
& Main Menu Fost Refreshed at Mon Feb 21 2022 12:52:01 GMT-0800 (Pacific Standard

29. When you are on the Invoice Entry (APOHININ) screen, search for your invoices
by Clearing Criteria and then by searching by Invoice Status and Preparer ID.

CENTRAL Invoice Entry (APOHININ) Q. Qrep | IM
- Search Partial: [ v
Q Apply Search
a All Tasks
5 Security Code® Inveoice Status: BE T  Payment Terms: T

Clear Criteria

Payment Type:® Y [ separate Check Join With: T
Filters:

g oice Total: ex. 000 |'T  System Total:
O Created By Me

O Posted
O My Un-Posted

O All Un-Posted

nvoice Del Invoice Text 1099-S

1. Click on Clear Criteria
2. Enter BE in the Invoice Status field
3. Onthe Misc Tab, enter your User ID in the Prep ID field

Search Criteria:

Invoice Main Misc

x Invoice Status

Trans Fon‘nal:*

equal to 'BE' T
Refund Type: T
Former Bank ID: Y Former Check No: T Contract: T
Retail Amount: ex. 000 [T P-Card Ref T
Status Y Misc Ref Y  Posting Code: T
Asset ID- Y Orgination Source Y PreplD: | AUDOZ4| ‘ T ltemNo ex.0 | T

30. Click on Apply Search.
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EENTRAL TECHMOLDGIES |I"|\.-"0IC!
— Search
Q Apply Search
Clear Criteria
Payment Tyy
Filters:
B User Invoice

31. You will be able to view all of the uploaded invoices. Review each one for
correctness and completeness.

CENTRALSOUARE ynyoice Entry (APOHININ)
£ 4+ W
Q
“endor ID Invoice Invoice Date User Invoid]
= - EG09381 LBTESTO21522 02/15/2022 50.00
=
EGO938 SACAD22020 02/15/2022 39065
? n V11314 TEST02142022 0214/2022 3000.00
n V11314 TEST 0119/2022 1000.00
- V13534 1567026-20211031 10/31/2021 66.00
=)
- V41026 8000353133 10/31/2021 68.06
- V125694 MANXTO000140 nMm/2021 8000.00
=
n V4194 1019272336 10/21/2021 223335
&
- V106056 TESTOO1 02/01/2022 100.00
i)
- V1nas TESTOO2 02/02/2022 1000.00

32. If you had some invalid information on your uploaded invoice, you will get an
email from the Workflow telling you what was wrong with the transaction
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Bad Data for Invoice TESTO12

FEPreProdNotify@santacruzcounty.us
To @ Laura Bowers

Retention Policy 60-day Delete (60 days) Expires 4/23/2022

No Vendor Found for PEID: V19999.

Invoice Number = TESTO12 Batch ID = OHS523524
Invoice Totals = 100.00
Entry Date = 2/15/2022
Vendor = V18599 -
Quantity Description Account (s) Emount
1.00 BAD WENDOR 121000-62223 5100.00

Proceed to Run a Set Proof Listing, Attaching Supporting Documentation and Submitting the

Invoice for Approval.
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Run a Set Proof Listing

It is recommended that you run a batch proof report after entering your invoice. This will allow
you to verify the information that you entered and identify any potential issues that may prevent
the invoice from being posted.

1. Click on the Misc subtab within the Invoice Details tab and copy the Set ID. Note — you can
alternatively copy the invoice number.

Invoice Details Invoice Text

| 1099-S |

Edit Tofl B~

(1) Click on the Invoice Details
tab and the Misc subtab

Trans Format® | DX PR ltem #

Refund Type: |

Former BankID: | ~ | Former Check No | | Contract
Retail Amount: | 0.00 | P-Card Ref. |
Status: | os | Posting Code: | ol

AssetID: |

Separate Check: | | Record Status | - |I SetIp® | OH523496 I |

Prep ID: | SCEQ12 | Item No: 1

2. Click on the Screen Links icon on the left menu bar and then select Invoice Proof Listing.

CENTRAL .. Invoice Entry (APOHININ)

Screen Links

Q
I Invoice Proof Listing gcurity Code™ | 7008 ~ | Invoice Status
EI Invoice Validate and Post
I (2) Click on Set Proof
Purchase Requests
— Listing em Total:
s Receiving Information
Invoice Details ‘ | Invoice Text ‘ | 1099-5]
z (1) Sel he S
elect the Screen
Slect < > + @ @
Links icon
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3. A new browser tab will open. Expand the Optional Questions section.

CENTRAL Invoice Proof Listing (APOHINBP)

TECHNOLDGIES

Posting Date* 02/24/2022 s
Would you like to print Exceptions Only? O (Ne)

|— Would you like Totals Only to appear? O (No)
Line Printer ARCHIVE - DO ARCHIVE v

Optional Questions

4. Next, expand the AP Selection Criteria.

Optional Questions

— Would you like the Short Format of the AP Set Proof O (No)

— Summarize GL entries by Set ID? M (ves)

— How would you like the Set sorted? BE - Set Entry Order
I— Place Use Tax records at end of set? O (No)

— Process USE Tax for this Set? (Y/N)* M (ves)

— Restgfft by current user ID? (Y/N)* M (ves)

— AP Selection Criteria
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5. Scroll down to 81 Set ID and paste your Set ID into the field. Note — if you are using the

invoice number, go to 47 Invoice Number.

— 80 Status

— 815etID

\ OH523436

6. Click Submit to run the job.

You will receive a notification that your job has been submitted.

7. Go back to your Workspace tab, which should still be open on another browser tab. Go to
the My Jobs panel and click the Refresh icon to refresh the jobs list until your APOHINBP job

is complete.

CENTRAL

T

[ Accounts Payable

% AP Workspace

% 1099 Workspace
Task List

i Main Menu

ECH

Menu X

Y

Bank Recon Worksp...

s WWOrkspaces

IN Invoice Processing 0 A My Jobs c e A
Des Job # T
APOHININ APOHINBP - - i
Invoice Entr Invoice Proof Listing
’ ’ e ﬁ e m
2f2412022
Job: APOHINBP 27216092 | Failed
6:52:36 PM
APOHINVP
SCZCMIODL: County
Invoice Validate and Post Form ADM-2 coD
2731551 Completed
Amendments (' Report
SCZCMIOD0: County I . 2/2412022 CDD
2731550 | Completed
Forrm ADM-29 9ebb15 AM Report
OH Invoice Set Processing c e A N o R
Job Details
APOHBTUB APOHBTBP Job: 2731610 Status: Completed
- § . Desc: Job: APOHINEP Start:  2/24/2022 6:53:51 PM
Create/Update Cpen Hold Open Hold Invoice Set Type: Job End: 22412022 65356 PM
Invoice Set Proof Listing
Attachments
Doc Type Desc
[ 2731610 Tail Sheet
E APOHBTDS i 2393964 Doc Open AP Batch Proof
Chictrilbg o Syumam Lialdd
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8. Once the job is completed, click on the job (it should be highlighted in orange when selected)
and then link for the Open AP Batch Proof to open the report for viewing.

Desc Job & Status Start lype

2f24 /2022
6:53:51 PM

Job: APOHINBP 2731610 | Completed

] 21242022
Job: APOHINEP 2731602 | Failed ; Job
65236 PM
SCACMIOON: County
Form ADM-29 2242022 coD
2731551 Completed
Amendments With G4 555 AM Report
Selection Criteri
SCZCMI000: County o _ 2242022 | CDD
2731550 | Completed
Ferrm ADM-29 D445 AM Report

) - o row 4 of 4
Job Details

Job: 2731610 Status: Completed

Desc: Job: AFOHINEP Start: 2/24/2022 653:51 PM
Type: Job End: 2/24/2022 6:53:56 PM
Attachments

Doc Type Desc
K 2731610 Tail She;
K 2393964 Doc Open AP Baich Proof

The report will open in a new tab in the browser.

b - Document Viewer @ Help IM
Id: 2393964 APOHINBP Zip and download originals
1 ez Q - + A B0 A DV -F ¢l B #
Santa Croz County PROOF [Open AP Batch Proof] page 1
THU, FEB 24, 2022, 6:53 PM --req: SUNOOl----leg: GL JL--loc: ONSITE----jcb:2731610 J042-==== prog: OHAS0 <4.19>--report id: OHBPROGF
GL Account Invoice Number Invoice Amt Units Set ID Inv Date Division Code Pay Terms PTerm Stat
Org Key Description Secondary Ref Distribution Amt Tax Tax Amt Due Date WVendor ID / PEDE Cd / Addr Cd Misc Post
object Description Ench PO4 / Pmt Discount Amt Tax2 Tax2? Amt Rev Date Vendor Name PType Sec
JL Account Product ID Pay Disc Amt Chrg Charge Amt Disc Date Vender Address Line(s) Sc/TE Prep
Proj Key Description Ttem Description--Ttem Description Duty puty Amt Ck ID-No Vendor City, State, Zip R1/2
103210=-62020 003904 100.00 1 OH523527 02/24/2022 GEN .0000
AGRICULTURAL COMMISSIONE 50.00 0.00 02/24/2022 w33331 P Rl
MEMBERSHIPS P 0.00 0.00 RALD AUTOMATIC GATE COMPANY CHK
0.00 0.00 E10 WARRINGTON RENUE DX SUNO
MEMBERSHIPS 0.00 22 REDWOOD CIT EX
Net Amount: 50.00 1
* * * WARNING * * * DATA EXCEPTION === > WARN: Control Cl0302-60 (KEY/OBJ) over 22 Current by 52,973.73 (-52,923.73). [1,
Inveice : 003904 System Computed Total: 50.00 User Computed Tetal: 100.00 ++ BLOCK ** Not Equal
Distribution Total: s0.00
Net Total: 50.00
GRAND TOTAL: System Computed Total: 50.00 User Computed Total: 100.00 ++ WARNING ** Not Equal
Distribution Total: s0.00
GRAND NET TOTAL: 50.00
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A hard copy of the report can optionally be printed using the printer icon in the upper-right
corner of the report viewing window. A window will open where the printer to use can be

selected from a drop-down list of available local or network printers set up for the
workstation.

Use the report to verify that the invoice information entered is correct. Any BLOCK messages
printed on the report will prevent the invoice from posting and must be resolved before the
invoice can be posted. If the BLOCK messages pertain to Approvals not being complete, you
can ignore them since the item is still in the midst of workflow approvals. Note that you can
ignore warnings as they will not prevent your invoice from posting.

If any errors are noted in the review process, return to the APOHININ screen, and make the
necessary changes to the invoice, save the changes made, and rerun the proof report to
verify that the block messages are gone.

9. To save a copy of the proof listing report, click on the disc icon in the far right corner

Zip and downlagd originals

vV - ¥ - ¢ | @ B | #

You will then be prompted to designate the folder where the report will be saved. Save the

file with a name that identifies the Set ID and anything else you find useful to identify the
file.

ave A%
41 M > ThisPC > Desktop ~ [&] 2 Search Desktop
Prganize ~ New folder
S This PC ~ Name Date modified Type Size
B 3D Objects 5 AD Update 2/1/2022 234PM  Intemnet Shortcut 1KB
I Desktop £ CHEDDARC_111220.pdf 2/1/2022 9:15AM  Adobe Acrobat D.. 3,095 KB
[ Documents ) WT06160 FOR APPROVAL pdf 1/31/2022 402 PM  Adobe Acrobat D... 197 KB
¥ Downloads [£) BT14063 FOR APPROVAL pdf 1/31/2022 401 PM  Adobe Acrobat D... 649 KB
b Music [£) TAX BT-1.pdf 1/27/2022 3:00PM  Adobe Acrobat D... 411KB
& Pictures é ACH BT-1.pdf 1/27/2022 3.00 PM Adobe Acrobat D... 977 KB
E Videos & CsF Application_21.pdf 1/27/20221:22PM  Adobe Acrobat D... 239 KB
) i 01.31.22 BT PERS.pdf 1/26/2022 430 PM Adobe Acrobat D... 886 KB
E. Windows (C) —
) % 58 County WT -012622-Cabrillo College-VA-vr.pdf 1/26/2022 11:59 A..  Adobe Acrobat D... 966 KB
- ALIDNDA N\ erre
File name: | JES14183 set proof|
Save as type: |Adobe Acrobat Document (*.pdf)
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Attaching Supporting Documents

To assist with the approval process, backup documentation should be attached to the
APOHININ screen.

1. Click on the Attachment link (paperclip icon) in the navigation panel along the left edge of

the screen. The panel will open to display the tools used to perform the attachment.

CENTRALSOUARE 1ypice Entry (APOHININ)
- Attachments —
= (> + @
Q Add New Attachment
=) - 1 a Invoice® 003904 L] Invoice Date:™ 02/24/2022 ]
&8 Vendor ID* vszzs | @ | CEOAUIOMATISCATE  aggr ey Al -
= 810 WARRINGTON AENUE
K REDWOOD CITY, CA 94063

4

Security Code® 0320 - Invoice Status: BE - Payment Terms: -
<

Payment Type™ | Chix v | Check [ separate Chack J
D

User Invoice Total: 100.00 System Total: 50.00
= nvoice Details Invoice Text ‘ | 1099-S |

2. Click on the Add New Attachment button in the panel.

Attachments

Add New Attachment

Search (ex: pdf) Q

An “Add New Attached Item” window will open.

Add New Attached Item

Choose Document

Choose an Attach Definition.. v
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3. Inthe “Add New Attached Item” window, enter a Description of the item to be attached.

4. Next, click on the Browse button. Find the file that you would like to attach and click on

Open to attach it.

& Open x
™ * »> ThisPC » Downloads v | D S Search Downloads
Organize « New felder ==« [H e
& OneDrive ~ MName Date modified Type Size 1
I This pC ~ Last week (1)
_‘.’ 3D Objects D 6775040B-3407-479F-9892-BD1B2FI9F48E...  2/17/2022 3:00 PM KLSX File 8 KB
I Desktop ~ Earlier this month (5)
Documents @ Invoice ﬁ 2/10/2022 8:44 AM Microsoft Edge P... 26 KB
', Downloads D EE32CF26-38CEM009-00BE-44BATFS5582...  2/9/2022 &:10 PM XLSX File SKE
b Music D Contract.xlsx 2/7/2022 4:39 PM XLSX File 11 KB
= Pict D Oct21 Interest Alloc.xlsx 2/4/2022 11:21 AM KLSX File 178 KB
Ictures
D Test020222.csv 2/2/2022 %:41 AM CSV File TKB
E Videos
~ Last month (2
‘e Local Disk (C:) 2)
D B722184C-3709-4A28-8A45-DB2602DEDT...  1/31/2022 2:37 PM HLSX File SKB
¥ Network ¥ & aocdle 1/27/2022 10:52 AM JFIF File 18KB 3
File name: | Invoice Al files v|
Open | | Cancel |

It should look something like this when you are done:

Add New Attached Item

Invoice

Invoice.pdf

ARPATTACH

=

Add a description, select, and
attach your file, and select
APATTACH as the attachment
definition.

5. Click the Attach button to attach the selected document to the APOHININ invoice record.
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You should receive a File Attached Successfully message.

hed successfully

FINANCE ENTERPRISE

6. Click on the Close button to close the “Add New Attached Item” window.

CENTRAL

TECHMOLDEIES

Invoice Entry (APOHININ)

< > + @ &

. *®
Invoice: 003904

E
Your attached

document will now be
# displayed

o paribie Tl &

¥

AED AUTOMATIC CA

COMPANY

Lrem, Stotic-

A link icon will be displayed in the Attachments panel with a label matching the Description
that you entered during the attachment process. When the icon is clicked, the attached file
will open for viewing as long as there is a program on the workstation that can open that file

type.

If you would like to attach another document, click on the Add New Attachment button again

and repeat the above process.
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Submitting the Invoice for Approval

1. After the invoice has been completed, you will then need to self-approve it. Click on the

pending tasks icon and then click Approve.

CENTRALSOUARE 'y gice Entry (APOHININ)
= Approvals = < > + w &
:
= Invoice:™ | 003905 ‘ L | Invoice Date:™ | 02/26/2022 | = |
-* 25401 ERS SCULE -
g Q@ AP_WORKELOW Vender 1D: | V12540 = | MYERS SCULPTURE Addr Cd | 21] |
- 5178 ORCAS RD
@ ‘ Pending . . EASTSOUND, WA 98245
iis McGee (1) Click on the Pending
roup:
f Since: 2/26/2022 3:21:30 8 TaSkS Icon
M. AP _SUP_PARKS ) . )
Security O (2) CIle Approve BE - ‘ Payment Terms: -
—~ @ Future
= Group: AP_STAFF_04 [ separate Check
y & Link to Task Lis, — N
User Invoice Total: | 10000 |  System Total | 100000 |
v rove — —
App . . .
Invoice Details ‘ Invoice Text ‘ ‘ 1099-S ‘
» :
& Reject
= < > + w
£ | ‘
HEES ~  Forward Main ‘ ‘ Misc ‘

Comments can optionally be added to your self-approval. These comments are viewable by
all approvers.

A

Invoices will be approved according to the following flow:
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INVOICE APPROVAL WORKFLOW

Employee enters Employee self
invoice & attaches approves the
backup journal

v Email notification
M to employee

i
I

Claims Payroll
Approval Approval

NOTE: If the Refund Type is BP, the invoice will only require Claims approval

www.centralsqr.com If the Refund Type is PY, the invoice will only require Payroll approvﬂ | Page
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EFT Payments

Some County vendors have provided documentation to the Auditor-Controller’s office which
allows them to receive EFT payments instead of paper checks.

If a vendor has elected to receive payment via EFT, please make note of the following:

1. When the vendor has elected to receive an EFT payment, the Payment Type field on the
APOHININ screen will auto-populate with EFT.

Security Code™ 0310 - Invoice Status: BE -
Fayment T',-'pe:* I E w | EFT I

User Invoice Total: 10000 System Total: 1,000,000
Security Code™ 0310 - Invoice Status: BE -
FPayment T'}-'[:ua:"¢ I CHE v | Check I
User Invoice Total: 10000 System Total: 1,000.00

2. All payments to a specific vendor will be on 1 EFT transaction. EFT payments do not go

through on separate transactions depending on the Dept or Separate Check selection as with
paper checks.
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....... yooTe = = TOTTE DS = = T TeTTS
Payment Type.* CHK ¥ | Check \:\ Separate Check
User Invoice Total 3,000.00 System Total 3,000.00

Invoice Details Invoice Text 1099-5

iE < > + @ &

Main Misc
GL Account * L - 21000 6238 L v
Description: TEST1 PO#
Quantity* 00000 | Unit Price 300000000 | Div* CEN
Tax Code: A Tax Amount 0.00 Second Ref:
Tax Code 2 v Tax Amount 2 0.00 Relate 1 cc
Charge Code: v Charge Amount: 0.00 1099 Flag: D
Dept: 12 - Duty Amount: 0.00 Due Date™® 03/16/2022
Disc. Terms: Q.0000 Discount: Q.00 Authorized Date

3. When a vendor’s EFT transaction is processed, the vendor receives an email remittance with
the invoice number, date, description, and amount for each invoice included in the payment.
Below is an example of what this looks like:

Vendor MNuwber : E&06583
Vendor Name : DRISCOLL, EDITH

An EFT pavment haz been procezzed in the amount
of
100.00 and includes invoices:

Invoice #: TESTEFTOZ1a6la Date: 271672016 test
Lransaction Amount: 100.00

The funds should he credited to your bank account
within three to four businessz davs from the
date of this e-mail.

Thiz iz an automated e-mail please do not respond

directly. If wvou have any questions please
contact the original Purchasing Department.

4. If your department has a vendor that you think would be a good candidate to receive
payments via EFT, the vendor will need to access their PaymentWorks account to set up their
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electronic payment information. If there are any questions, please reach out to
AUDClaims@santacruzcounty.us .

Deleting an Unposted Invoice

1. Navigate to APOHININ

CENTRAL Workspaces apohinin| Q

TECHNOLDSIES

Menu X
[3 Accounts Payable »
22 AP Workspace
22 Bank Recon Worksp...
=2 1099 Workspace
Task List

& Main Menu

IN Invoice Processing S e A

APQOHININ APOHINBP
Invoice Entry Invaice Proof Listing

APOHINVP

Invoice Validate and
Post

Invoice Entry (APOHININ)

Total 2 items found

Desc Job #
Job:

. 273151
ARBTCRBR
Job:

. 2731310
ARBTCREP

I<-<-o L]

Refreshed al Mon Feb 21 2022 12:52:01 GMT-0B00 (Pacific Standard

me)

Status Start

. 222022 103419
Completed

A

2/21/202210:31:02
Completed A Job

2. When you are on the Create/Update Invoice (APOHININ) screen, click on Apply Search with
Un-posted selected (it should already be selected by default).

Search

Apply Search

All Tasks -

Clear Criteria

L

Filters:

O Created By Mg
0O Posted
B My Un-Posted
O All Un-Posted

Search Criteria:

T Invoice Date:™

Vendor ID*

Click on Apply Search
with the Unposted box
checked.

Security Code™

Invoice Status

Payment Type *

T Payment Terms:

Y [ separate Check

=g
PO
,
Partial:
T

Join With

3. The system will present all of your unposted invoices. Select the Invoice to be deleted
(make sure it is highlighted in blue). Click the Trash can icon to delete the Set.
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Q03904

003903

CENTRALSOUARE e Entry (APOHININ)
I Vendor ID
&
&

Invoice

V125401 003905 02/26,
1

02/24

02/07]

4. You will receive a confirmation message. Click Yes to confirm that you would like to delete

the invoice.

Confirm Delete?

Are you sure you want to
delete the current record?
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