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Learning Objectives

 How to Get to the Voucher Approval Screen

 How to Search for the Voucher that Needs to 

be Approved

 How to Approve a Voucher



Oracle 9.0 View a Voucher

Login to Oracle Financials



BU Description

CU Used for Vendor Invoices,

Vouchers paid from Funds 10-17, 19-

23

EMPLY Used for Payments to Clemson 

Employees, Vouchers paid from Funds 

10-17, 19-23

STDNT Used for Student Payments, Vouchers 

paid from Funds 10-17, 19-23

CUF Used for Clemson Foundation Vendor 

Invoices, Vouchers paid from Funds 

50-71

CUFP Used for Payments to Clemson 

Employees, Vouchers paid from Funds 

50-71

CURF Used for Payments to Clemson 

Research Foundation Vendor Invoices, 

Vouchers paid from Funds 80-81

CURFP Used for Payments to Clemson 

Employees, Vouchers paid from Funds 

80-81

Clemson University Business Units

Choose the appropriate Business Unit based on 

what type of funds the expense is posted to.  Click 

the magnify icon to search.  Click on the appropriate 

Business Unit to populate the business unit field.



Select the Accounts Payable Link from the menu



Click on Vouchers



Click on Approve Voucher



Select the appropriate business unit and type applicable info into 

the Voucher ID field.  Click on Search.



Click on radial next to Approved in the Approval Information box.  Click 

Save.



This is the 

second way to 

approve a 

voucher



Select the Accounts Payable Link from the menu



Click on Vouchers



Click on Add/Update



Click on Regular Entry



Click on the Find an Existing Value tab



Enter the Voucher number that you want to approve or enter the first 

letter of your business center in the Voucher ID field.  Click on Search.



The search results panel appears.  Click on the Voucher ID that you 

need to approve.



Click on the 

Voucher

Attributes tab



In the Voucher Approval Section, use the drop 

down box to change the Approval to Pre-Approved 

as seen in the following slide



Click on Save to save the Voucher


