
 
All vouchers require approval, except those that are created by the one-time voucher interface (AP1001). 
These one-time vouchers are pre-approved. 
Vouchers that require approval are routed to the approvers’ worklists. Approvers do not receive email 
notification that vouchers are ready for approval.  
Navigation:  
Worklist > Worklist 

 
In order for a voucher to be routed to an approvers’ worklist it must meet the following conditions: 

• The voucher Match Status must be either “Matched” or “No Match Required”  
• The Budget Check Status of the voucher must be “Not Checked” 

Voucher approvals are done at the header level only, not at the line. 
Approvers may Approve, Deny, or Hold a voucher using the Approval page. They must use this page to 
add comments for vouchers that are denied or placed on hold. 



 
Only one level of approval is required. A voucher may be routed to the worklist of several approvers. 
Once one of the approvers has approved the voucher, it will no longer display on the approvers’ worklists. 
Voucher Processors do not receive email notification that a voucher has been approved. 
Voucher Processors can view the approval history of a voucher on the Approval History page by 
clicking the Approval History link on the Summary page. 
. 
Navigation 
Accounts Payable > Vouchers > Add/Update > Regular Entry 



 
Approvers can place vouchers on Hold. If a voucher is placed on hold, it remains on approvers’ worklists 
until it has been either approved or denied. Approvers must add a comment explaining why the voucher 
has been placed on hold when placing a voucher On Hold. Voucher Processors can view this comment on 
the Approval History page. 

 
If a voucher is denied, the approver must add a comment explaining why the voucher was denied. 
Voucher Processors receive an email notification that the voucher was denied. They can view the 
approver’s comment on the Approval History page.  



 
Voucher Processors can modify the voucher according to the comment provided by the approver. The 
modified voucher will be picked up by the batch process that submits vouchers for approval and will be 
routed to the approvers’ worklists. 
The approval status of vouchers can be viewed on the Summary page. This page also contains a link to 
the Approval History page. 
Navigation: 
Accounts Payable > Vouchers > Add/Update > Regular Entry 



 
Click here for a Printable pdf version 

 


