
PCARD	
  PROCESS	
  DOC	
  #2:	
  	
  SUBMITTING	
  YOUR	
  PCARD	
  
VOUCHER	
  (REQUIRED	
  IF	
  CHARGES	
  EXIST)	
  
 
Purpose: 
 

• Attach receipts, invoices, and supporting documentation 
• Include business purpose 
• Edit SmartKey/Account, split charges 
• Budget check if necessary and submit your voucher for approval 
• Do not submit your voucher with budget check warnings.  Transfer budget, 

budget check again, and then submit. 
 
 
Steps/Instructions Screen Capture 
From the home 
page in WFS, 
select Voucher 
under Wesleyan 
Smart Docs. 

 
Find an Existing 
Value 
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Finding your 
Voucher: 
 
SEARCH 
OPTIONS 
 
Invoice Number-  
Enter USERID 
 
Invoice Number- 
Click drop down 
arrow and select 
contains. 
Enter cardholder’s 
last name 
 
Voucher ID- 
Click drop down 
arrow and select 
contains. 
Enter last 5-6 non-
zero digits 
 
Invoice Date- 
Select bill date 
indicated on your  
email notification 
(use in addition to 
another search 
option)  
 
*Note, if no 
activity occurred 
during the billing 
cycle, a voucher is 
not created. 
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Attaching 
 
Organize and 
attach itemized 
receipt(s) in the 
order charges 
appear on the 
voucher.   
 
A single 
attachment with all 
receipts numbered 
and organized in 
the order of 
charges listed on 
the voucher is 
optimal. 
 
You can add an 
attachment to the 
voucher at any 
time in workflow, 
other than when 
the voucher in in 
your approval 
inbox. 
 
 

 

 
SmartKey/Account 
 
Note, all Pcard 
vouchers are 
budget checked 
when created. 
 
SmartKeys and 
accounts are still 
editable.   
 
Clicking “Save” 
after editing will 
give you the “Save 
& BudChk” 
button.    
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Save & Budget 
check the voucher 
again and submit.   
 
If you receive a 
budget check 
warning, transfer 
budget, save and 
budget check 
again, and submit. 
 
 
 
 
Business Purpose 
 
Enter business 
purpose in “More 
Info (254)” field if 
not on receipt. 
 
For travel 
expenses, include 
dates of travel, 
destination, and 
purpose or attach 
itinerary.  
 
 

 

 
Ad Hoc, if 
necessary 
 
Insert cardholder 
as an approver if 
submitting on 
behalf of a 
cardholder.   
 
Ad hoc approver if 
you are the 
approver of 
SmartKey used.   
 
Insert approver on 

 
First click Wrkflow Preview 
 

 
Then, click “+” 
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the first line.  
Approval will 
apply to all 
applicable lines.    
 
Ad hoc must be 
completed right 
before submitting 
the voucher. 

 
 
 
 
 

 
 
 
Click insert, then 
RETURN 
 
 
 
 
 
 
 
 
 
 
 

 

 
Select the user and insert as an approver 
 
 

 
 

 
 
SAVE & SUBMIT 
 
Once submitted, 
the status of your 
voucher should go 
from “Pending” to 
“In Workflow” 
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