
Faculty Special Consultant Pay Voucher Processing
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Special Consultant 
Completes Work Voucher is emailed 

to Project 
Supervisor/

Principal
Investigator

The entry is keyed into PIMS 
for pay

Special Consultant 
completes the Pay 
Voucher and signs 

electronically

Is the voucher 
completed correctly?

Yes

Project Supervisor/
Principal Investigator 
Electronically signs 

voucher and Emails to 
Appropriate Administrator

The Voucher is emailed 
back to the Special 

Consultant for corrections

Employment 
Services complete 
PS entry using the 
emailed voucher 

Voucher is saved into the 
appropriate Payroll shared 
file as indication that it is 

ready to process

Payroll audits PPT 
against voucher in 

Shared file

Payroll prints PPT 
from PeopleSoft

The voucher is moved 
to the appropriate 

employees payroll file 
in On Base

Are there 
discrepancies 
between PPT 
and Voucher?

Yes

No

Appropriate 
Administrator 

Electronically Signs 
Voucher and 

Emails to HR Email

No
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