
Record and Apply Voucher
Agency/Higher-Ed



Vouchers

‣ Used to Support:

‣ Pay Request (Contractor and Professional Services)

‣ Miscellaneous Invoice: Acts as an application for 
payment in order to pull money from the Misc. Commit.



Pay Request and Voucher



Pay Requests Workflow Process
‣ As the Owner Financial representative you will:

‣ Create a Voucher (check) in your own financial system of record

‣ Create a Voucher Record in OAKS CI

‣ Pull the Voucher Record into the Pay Request

‣ You will be vouchering these two types of Pay Requests:

‣ Contractor Pay Request Created by: Contractor  Submitted to: Associate (A/E) Review  Sent to: PC Review and Validation 
 Sent to: PM Review  Sent to: PM Supervisor Review  Sent to: Owner Approval  Sent to: Owner for Payment Processing

‣ Professional Services Pay Request Created by: Associate (A/E)  Submitted to: PM Approval  Sent to: PC for Payment 
Request Validation  Sent to: PM Supervisor Approval  Sent to: Owner Approval  Sent to: Owner for Payment Processing

The following slides are an example from the Professional Services Pay Request workflow:



Payment Processing (Owner Financial)

‣ Owner Financial receives an Email

‣ Click on the “Unifier Login” button 
to access the task



Task Action (Owner Financial)

‣ Click Accept Task



Payment Processing (Owner Financial)

‣ Review information 
in the General tab



a) Open the Voucher tab

b) Click Create 

Payment Processing – Create Voucher 
(Owner Financial)
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‣ Under the General tab:

‣ Title the Record
‣ Set the Record Status to: Paid
‣ Choose Financial System of Record

Payment Processing (Owner Financial)
Record Voucher



‣ Scroll down the General 
tab using the slider

‣ Pay request details 
should be populated

Payment Processing (Owner Financial)



a) Scroll down to Voucher 
Line 1

b) Click the button to 
choose OAKS PO Name

c) Highlight appropriate PO

d) Click Select

Payment Processing (Owner Financial)
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e) Enter PO Amount 
e

Payment Processing (Owner Financial)



f) In the Voucher Details 
Section Enter: 

‣ Voucher ID number 
(Check #)

‣ Payment Date
‣ Payment Method
‣ Payment Amount

Payment Processing (Owner Financial)
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‣ Open Voucher 
Distribution Lines tab

‣ Click Add

Payment Processing (Owner Financial)



a) Click the button to select a 
Fund Code

b) Highlight a Fund Code

c) Click Select
a
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Payment Processing (Owner Financial)



d) Enter Short Description and 
amount

e) Click Save or Save & Add New 
to add additional funding lines

Payment Processing (Owner Financial)
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‣ Your line(s) will show in 
the Voucher Distribution 
Lines tab

‣ Click Submit to finish 
recording the voucher

Payment Processing (Owner Financial)



a) Return to the 
General tab

b) Scroll down to the 
Voucher 
Information
section

c) Click the button to 
select previously 
recorded Voucher

d) Highlight Voucher

e) Click Select

Payment Processing (Owner Financial)
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‣ When the record is ready to 
move forward, click Send

Payment Processing (Owner Financial)



‣ Verify Workflow Action

‣ Click Send

‣ This will end the Professional Services 
Pay Request Workflow

Payment Processing (Owner Financial)



Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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