
Approve/Disapprove a journal voucher 
 

1. If you receive an email that you have a journal voucher to approve, log 
into Murphy Online-Finance and select journal vouchers in order to 
approve this document.   

 
2. You are now at the Journal Voucher Screen.  Under “Feeds waiting for 

Action” select the journal voucher that you would like to approve.   
 

 
 

3. Click on “Open Feed” to review the journal voucher 
 



 
 

4. The section where the initiator provided the journal voucher explanation 
will be displayed.  Please note that you cannot add or delete any text 
within this section.   In addition, if there is a document attached to the 
journal voucher, you can click on “Open” to review the attachment. 

 
5. Review the explanation and press continue.  You are now at the screen 

where you can either approve or disapprove. 
 



 
 

6. In addition, if you click on the “View Approvals” button, you can see what 
approvals have been met for this journal voucher thus far.  The approval 
queues that are highlighted in green are the ones that have been 
approved thus far.   

 



 
 

7. Also, when reviewing the journal voucher, if you put your cursor over any 
of the FOAPAL fields, the description of the FOAPAL element should pop 
up.  In this case, it shows give the account code description of 76203 as 
Memberships-Departmental.   

 



 
 

8. If you are okay with the journal voucher, click on “Approve” 
 

9. The system will ask you if you want to approve the journal voucher. 
 

 
 

10. Click “Yes” and your approval of the voucher will be recorded. 
 
11. If you want to disapprove the journal voucher, click on “Return for 

Correction” 
 



 
 
12. The system will ask you to provide an explanation on why you are 

disapproving the invoice.  For this example, we will enter 
a. I am disapproving this invoice because Accounts Payable will 

actually be contributing 50% to the cost of this membership.  
Please adjust the journal entry down to $15,000.00 and change the 
journal voucher detailed description as well as the Banner line 
descriptions. 

 

 
 

13. Click OK 
 
14. You will then get a message that the journal voucher has been returned to 

the originator for correction.   
 



 
 

15. Click OK 
 

16. Click Close 
 

17. You have now approved or disapproved a journal voucher.   
 

 
 


