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Apply a Cash Advance to an Expense Report 
 

1.   Begin by navigating to the Expense Report Entry page. 
 
Employee Self Service  Travel and Expense Center 

 
2.    

Click Create under Expense Report in the Main Page 

 
 

3.    
A search box appears.  Your employee id will default in.  

Enter the correct employee id into the EmplID field and click   
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4.   The Expense Report Entry appears.  

 
5.   Enter the appropriate information in the General Information section defines general information about 

the expenses incurred for the report.  
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6.   Enter  Accounting Defaults. The Chartfields entered here apply to all lines on the expense report.  You 
can override this at the line level. 
 

 
 
  

7.  To apply a cash advance to the expense report, click Apply Cash Advance(s). 
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8.  

 
9.  Click the magnifying glass under Advance ID to get a list of outstanding cash advances. 
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10.   Select the Cash Advance you wish to apply by clicking the Advance ID.  Review the advance and change 
the total you wish to apply to the expense report, if needed, under Total Applied. 
 

 
 
If you wish to add apply another cash advance to this expense report, click Add Cash Advance button 
and repeat.  
 
When you are finished, click OK 

11.   You are returned to the Expense Report and can continue creating the report.  See job aid “Creating 
Expense Reports”   
 

12.   End of Procedure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


