Finance Officer-Admin-Payment Voucher Approval

Overview
The finance and accounts approver user use the purchase module for purchase related activities. 

Payment Voucher Approval
Finance and Accounts user can follow these steps to approve payment voucher:
1. Login to Campuslabs ERP using your credentials.
1. Select “Finance Officer-Admin” role.
1. Click on “My Vouchers” from left menu pane.
1. The requests will be shown with “Forwared/Requested” status in the Inbox.
1. Open the request by double clicking on it.
1. User can check payment details in the mail (Figure-Payment Details).
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1. Click on “Forward” button (Figure-Payment Voucher Approval).
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1. Select value from “Forward this request to”dropdown.
1. Enter Remarks.
1. Click on “Approval” button.
The Payment Voucher will be approved and forwarded to next person.
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108 (AVc No. 15510) [0100-COMMON REQUIREMENTS]
ABC Computers
Amount [ 2,400.00

igure-Payment Details.

Voucher Details

NISER / 2016-2017

Pay to: ABC Computers

Veusher date: 041012017
Narraton: Being nvoice no.: 3 on dated : /0112017 for s recive. . C000001810-mulP0-1-CSRV1 [PONOC:
000001-B10-n 0.1}

Payment Detals

Payment to: ABC Computers

Amount: 02,400.00
Bani detais 10B (A/c No. 15510)
Cheque No: 454553535

Cheque Date: 04/0172017
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Figure-Payment Voucher Approval

108 (AVc No. 15510) [0100-COMMON REQUIREMENTS]
ABC Computers
Amount [ 2,400.00

Payment Detals

Payment to: ABC Computers

Amount: 02,400.00
Bani detais 10B (A/c No. 15510)
Cheque No: 454553535

Cheque Date: 04/0172017
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