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Voucher Workflow – General Information 
 
 
Definition 
Voucher Workflow is an electronic routing and approval process for Vouchers.   
 
Key Elements of Voucher Workflow 
Voucher Workflow will have the following impacts: 

(1) Voucher Coversheets are no longer required to be printed, signed, and mailed to AP. 
(2) Approvals by Voucher Creator, Department Approver (Certifying Signatory), Intermediate Approver 

(Financial Aid, Tax, OCG, and Research HEAF), and Final Approver (Accounts Payable) are 
electronically captured in the Finance System.  The approval history can be reviewed on the Approval 
page or Voucher Coversheet. 

(3) Once a voucher is placed in Workflow, the voucher can only be modified by the person who first approved 
the voucher (i.e., placed the voucher into workflow). 

(4) If additional approval is required per the department policy, the voucher coversheet/form/memo can be 
printed, signed, scanned, and uploaded to the voucher page. 

(5) Voucher information, including approval history and backup documents, can be obtained quickly from the 
Documents page. 

 
Voucher Workflow Roles 
You will be assigned to one of the following roles: 

(1) Voucher Creator  
Create vouchers, select appropriate routes, and submit the vouchers into Workflow.  The 
vouchers will be sent to the Department Approvers’ worklists. 

(2) Department Approver (Certifying Signatory) 
Approve vouchers.  The vouchers will be sent to Intermediate Approvers’ worklists or Final 
Approvers’ worklists, depending on the approval route selected. 

(3) Intermediate Approver (Financial Aid, Tax, OCG, Research) 
Approve vouchers as required by University Policy. 

(4) Final Approver (Accounts Payable) 
Approve vouchers for payment in accordance with MAPP. 

 
Approval Routes (Paths) 
When you submit a voucher into Workflow, your must select an appropriate approval route (Path).  You will have the 
following options: 
 

(1) Dept/Coll/Div – AP 
Vouchers that do not require approval of Financial Aid, Tax, OCG, or Research HEAF 
 

(2) Dept/Coll/Div – Scholarships and Financial Aid – AP 
Vouchers for scholarships 
 

(3) Dept/Coll/Div – OCG – AP 
Vouchers with sponsored project cost centers that are one of the following: 

1. Expense reallocations from State to Local or from Local to State 
2. Equipment purchases in the last 6 months of a project 

 
 
 
 
 



Approval Actions 
When you submit a voucher into Workflow or approve a voucher, you need to use the voucher approvals page.  There 
are three approval actions: 

(1) Approve  
Select “Approve” to send a voucher to the next approvers’ Worklist 

(2) Deny 
Select “Deny” to send a voucher back to the person who placed it in Workflow 

(3) Recycle (Do not use recycle) 
Select “Recycle” to send a voucher back to the person who sent it to your Workflow 
Only certain field are available for correction. 

 
Voucher Worklist 

(1) Voucher Creator’s Worklist 
Lists vouchers denied by Department Approvers, Intermediate Approvers, and Final Approvers. 

(2) Department Approver’s Worklist 
Lists vouchers that need to be approved.   

(3) Intermediate Approver’s Worklist 
Lists vouchers that need to be approved. 

(4) Final Approver’s Worklist 
Lists vouchers that need to be approved. 

 
Voucher Worklist Functions 
Voucher Worklist can be filtered by the following columns: 

(1) Business Unit 
(2) Source 
(3) From 

For example, if you want to review vouchers submitted by NSM only, you can select “Source”, enter “NSM”, and 
click on .  Worklist will show NSM vouchers only. 
 

 
 
Also, Voucher Worklist can be sorted by each column. 
 
Source 
Source indicates department.  When voucher creators create vouchers, the voucher sources are defaulted to the 
department they are employed.  If a creator need to send a voucher to a different department, they should go to the 
voucher approvals page and select the appropriate source on their voucher.  Source determines to which Department 
Approvers’ worklist the vouchers are sent. 
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HOW TO SETUP YOUR VOUCHER PAGELET 
 
Step 1: Go to your Home Page.  Then, Click on “Content” on your home page. 
 

 
 
Step 2: The system displays the Personalize Content Page.  Place a checkmark for Payable Worklist and click on 

. 
 

 
 
Now the Pagelet is setup on your home page. 
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HOW TO SUBMIT A VOUCHER INTO WORKFLOW 
(VOUCHER CREATOR/DEPARTMENT APPROVER) 

 
 
Step1: Go to the Voucher Approval page.  
 Navigation: Accounts Payable>Vouchers>Approvals>Voucher Approval 
 

 
 
Step 2: The system displays the following screen: 

Select the Approval Route, Source, and Approval Action. 
 

 
 

(1) Select Approval Route 
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(2) Review Source 

Source is defaulted to the department of the person who created the voucher.  If the voucher 
needs to be submitted to a different department approver, select the appropriate Source. 
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(3) Select Approve for action and click on  

 
 
 



Step 3: The system displays the following message indicating that the voucher needs to be approved by the next 

approver.  Click . 
 

 
 
Step 4: Now the voucher is in Workflow.  The Comment History and Approval Log sections will show your name/user 

ID indicating that the voucher was submitted to Workflow by you. 
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