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3. ONLINE VOUCHERS AUTHORIZATION  
 

First Log in to the Finance system and go to the Payments section. Then go to the Payment voucher 

section 

1. After going to the Payment voucher section Click on the Authorize function to authorize payment 

vouchers. 

2. Same thing shown in the image 2. 

 

 

 

 

 



 

3. As shown in the above image User has to select a bank account which they have entered the vouchers 

from the list (it is shown in the Roman numeral point “I”).  After selecting the Bank account user need 

to set From Date and To Date to search the vouchers to authorize (it is shown in the Roman numeral 

point “ii”).   

After searching the searched vouchers will appear in the grid in the interface as shown in the second 

red circle in the above image.  

After searching, the user can select a voucher to view before authorizing it (It is shown in the Roman 

numeral point “iii”). 

 

 

 

 

 

 

 



 

After selecting a searched voucher user has to check the voucher details before authorizing the voucher 

for minimize the human errors or mismatched data. 

Make sure to check the bank account (Shown in Roman numeral point “I” in above image). Then check 

the voucher payee (Shown in Roman numeral point “ii”).  

As shown by red circles in the second image, make sure to check Department and Ledger Account 

before authorizing the voucher. (Shown in Roman numeral points “iii” and “iv” in above image) 

 

 

 

 

 



 

In the same interface as above images there is another part of that interface containing the cheque 

details and user must also check section before authorizing the voucher. 

Check whether the Cheque Number is correct and check the Cheque date as well as the Cheque payee. 

If all above mentioned cases are OK then user can authorize the voucher. 

 

 

 

 


