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To save time when preparing vouchers, 
add auto funding information.



Auto funding can be used on all 
eForms documents and is called 

“saved funding” within the vouchers.



Add/Edit/Remove Auto Funding



eForms Menu:
To create a new PCV, click on “Business 

Procurement Card voucher”.



Select the card you want to manage



If the card you want to manage isn’t 
listed, click on Manage Cards



Add the full 16-digit credit card 
number, name as it appears on the 

card, and the expiration date.  Click on 
Save.



After saving the card, you may 
add/edit funding.  Only one line is 

available to use and is called “default 
funding” on PCV.



After you enter funding, click on 
update and then return to statements



To create new PCV, select the card you 
want to use and then click on “new”.



Header tab for PCV



Log will combine both travel and 
regular purchases



Fill in boxes and click on “add funding”



To save time, choose “saved funding” 
or “use default funding”



After adding funding, fill in amount, 
object code and description boxes



Save and “total funding” box should 
turn green.  Finish filling out the log 

and click on “next”



Sample of new PCV


	October 2009�New BPC Form Training
	To save time when preparing vouchers, add auto funding information.
	Auto funding can be used on all eForms documents and is called “saved funding” within the vouchers.
	Add/Edit/Remove Auto Funding
	eForms Menu:�To create a new PCV, click on “Business Procurement Card voucher”.
	Select the card you want to manage
	If the card you want to manage isn’t listed, click on Manage Cards
	Add the full 16-digit credit card number, name as it appears on the card, and the expiration date.  Click on Save.
	After saving the card, you may add/edit funding.  Only one line is available to use and is called “default funding” on PCV.
	After you enter funding, click on update and then return to statements
	To create new PCV, select the card you want to use and then click on “new”.
	Header tab for PCV
	Log will combine both travel and regular purchases
	Fill in boxes and click on “add funding”
	To save time, choose “saved funding” or “use default funding”
	After adding funding, fill in amount, object code and description boxes
	Save and “total funding” box should turn green.  Finish filling out the log and click on “next”
	Sample of new PCV

