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Quick Reference Guide 
Voucher Approval  

A Voucher Approval is for any “service related” PO. The voucher approval will automatically route to the 
requestor who entered the requisition. The voucher approval step is to verify services were “received” and 
gives the approval for Accounts Payable to pay the invoice.  

If the requestor feels they are not they correct person to approve the voucher, they have the ability to 
“forward” the voucher to anyone who has access to P2P.  

Voucher Approval   
Once a voucher on a PO has been created (by Payment Services) P2P will prompt a Voucher Approval if 
services need to be verified.  

1. From the P2P homepage, navigate to My Approvals. 
Ensure you are checking this folder routinely, even if you are not a DOA as Voucher Approvals will go the 
requestor who originated the requisition.  

 
2. Click on the voucher number. Review the voucher information to confirm it is correct.  



 
 
 
  

2 

 

Quick Reference Guide 
Voucher Approval  

 
 

3. If the amount is correct, click the ▼ and select Approve.  
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Voucher Approval – Forward    

4. If you feel you are not the correct person to approve the voucher, click the ▼ and select Forward. 
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5. Type the criteria of the user you want to forward to and click Search.  
6. Click the + to add you recipient.  
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7. Add your reason for forwarding the voucher in the text box. Then click the Forward button.  

 
Once the voucher is forwarded, the user you forwarded to will receive an email notification and the voucher will show if 
in their My Approvals queue.  

Voucher Approval – Return Voucher    

8. While verifying, if the voucher amount is incorrect, please select Return Voucher. Enter in the text box reason the 
voucher is incorrect. Proceed with Change Request or PO Revision to correct the PO to match the final invoice. 

 


