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Creating Cash Advance

Cash advances are available only to those employees that do not have a University Corporate Card

1. Begin by navigating to the Cash Advance Entry page.

Employee Self Service - Travel and Expense Center

Search:

[+ Wy Favaorites

[ Repont Center

~ Emplovee Self-Sernvice
[+ Procurement

[ Azsets

[ Travel and Expenses
[ Employee TEE Center

— Travel and Expense Center

Click Create under Expense Report in the Main Page
Main Wenu = Employee Self-Service =
Travel and Expense Center
Employee Travel and Expense Center
E‘ Expense Report E‘ Time Report ; Tra'.'el Authorization
Create, medify, print, view or delete an Expense Report @ Create, modify, print, view and delete a Time Report =| Create, medify, print, view, cancel or delete a Travel
= Create = Create Authorization
B Modify = Wodify =l Create
= Print B view ] Modify
2 More... = Delete B Print
3 hore...
%‘ Cash Advance @ Forecast Time .{#} Print Reports
Create, modify, print, view and delete a Cash Advance. Cr=at= modify or view forecast data <~¥# Print any one of your expense transactions.
= create <
=] Modify
] Print
2 More.

- . . Add
A search box appears. Enter the correct employee id into the EmplID field and click

Cash Advance

Find an Existing Y“alue Add a Hew Yalue

EmpliD: 13355868] Q)
Add

Find an Existing Yalue | Add a Mew Yalue
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4, The Cash Advance page opens
Travel & Expenses - Cash Advance Report
Create Cash Advance Report
Advance ID: MEXT

Jayne Krause

* General Information

*Description: | Comment:
*Business Purpose: | j
Reference: I
Import ATM Advances “ Q‘r?’

Details

| I | 0.00 [USD =
Advance Amount: 0.00 wso
pdate Totals | ‘
Sawve For Later | Submit |

Enter the following information under ‘General Information’:
» Description — the city and state travelling to
» Business Purpose — select a value
» Comment — explain the reason for the cash advance and include the date of the travel for which
the advance is being requested

 General Information

*Description: |Tampa. Fl Comment; 8/28/09 NACUBO conference ;l

*Business Purpose: | Conference j Ll

Reference: I

=
Import ATW Advances Q'E
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Enter the following information under ‘Details’
» Source — select the appropriate source
0 To select Imprest, the advance must be under $2,000, not more then 2 weeks prior to

departure unless extenuating circumstances and the check gets picked up at the Bursars’
Office.

0 A System check is issued during the next expense pay cycle Mondays and it is mailed to
the employee’s home address so it must be requested more then 2 weeks in advance.

» Description — short description, include city and state
» Amount — the amount of the cash advance

Customize | Find | # First 1 4 of 1 L2 Last

*Source Description *amount (Currency

[ Imprest Advance =] | Travel to Tampa, FL 2000.00 |USD =]

When finished, click Save for Later

Travel & Expenses - Cash Advance Report

Create Cash Advance Report

Jayne Krause User Defaults Advance ID: MNEXT
~ General Information
*Description; |Tam|:|a. Fl Comment; 2129109 NACUBO conference ;l
*Business Purpose: | Conference j LI
Reference: I

P
Import AT Advances -!"fE
Details Customize | Find | First =1 4 of 1 L] Las
*Source Description *Amount | Currency
|Im|:|rest.i\clvan|:e =l |traveltn Tampa, FL 2000.00||USD [=]

Advance Amount: 0.00 USD

| Update Totals |

Save For Later |> Sukmit |
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8. You will receive a Cash Advance ID
Travel & Expenses - Cash Advance Report
Modify Cash Advance Report
Jayne Krause User Defaults Advance |D: 0000000014
~ General Information
*Description: |Tampa. Fl Comment: 5129109 NACUBO conference
*Business Purpose: |Canerence j
Reference: I
Customize | Find | #
*Source Description *Amount | Currency
|In'||:|rest.-’-\|:l'-;anc:e j |tra'-;e| to Tampa, FL 200000 (USD
Advance Amount: 2,000.00 USD
| Update Totals | ‘
Sawe For Later | Submit |
9.
Click the Printer icon, , to print the Cash Advance request.
10. NOTE: Do not submit the cash advance until the Cash Advance request, Pre-Travel Authorization and

Travel Advance Request is signed and ready to be sent to the Controller’s Office. The three documents
and a printout of the On-line Travel Advance need to be brought to the Controller’s Office for approval
before an advance can be issued.
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11. Once you have satisfied Step 10, you need to submit the cash advance; navigate to
Employee Self Service - Travel and Expense Center & Cash Advance - Create

Click on ‘Find Existing Value’
Enter the Advance ID or click Search for a list of unsubmitted Cash Advances

Cash Advance
Enter any information you have and click Search. Leave fields hlank far a list of all values.

Find an Existing Value Add a Mew Value

Search by: |Advance ID x| hegins with

Search |Advanced Search

Search Results
i Ll

Fir=t E 1-2 of 3 |I| Last
Advance Description M Creatiun Date
Qooooooods Twmpa, FL kKrause Jayne W 10024771 Pending 0aMarzoog
nooooooods Tdmpa, FL krauseJayne W 10024771 Pending 05 3r2009
Qooooooony grlando Krause Jayne W 10024771 Pending 03062009

Click on the Advance ID you want to submit
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12. Click Submit

Travel & Expenses - Cash Advance Report
Modify Cash Advance Report
Jayne Krause User Defaults Advance ID: 0000000014
- General Information

*Description: |Tampa. Fl Comment: S/29/08 MACUBO conference ;l
*Business Purpose: |Cunference j j

Status: Fending Reference: I

Accounting Date: 05/21/2000 Post State: Mot Applied

Last Updated: 05/21/2008  By: APROPER
Qs

Import AT Advances

Details Customize [Find | B8 First [ 1 o1 (7] Last

*Source Description *Amount | Currency
Ill'nprest.i\d'v'ance v| ltravel to Tampa, FL 2,000.00 |USD [=]

Advance Amount: 200000 USD

‘ Update Totals | ‘

13. | Atthe confirmation page, verify the amount and click OK

Travel & Expenses - Cash Advance Report

Submit Confirmation
Jayne Krause Advance 1D 0000000014

Advance Amount: 2,000.00 USD

¢ Click OK to submit, or click Cancel to return to the cash advance without submitting.

< oK i, cancel |
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14. The cash advance is in workflow to be authorized. You cannot make changes to it unless it is sent back
in workflow.

Travel & Expenses - Cash Advance Report

View Cash Advance Report

Jayne Krause User Defaults Advance ID: 0000000014

* General Information
Description: Tampa, Fl Comment: 5/29/08 NACUBO conference ;l
Business Purpose: Conference j
Status: Submission in Process Reference:
Accounting Date; 05/21/2009 Post State: Mot Applied

Last Updated: 05/21/2009 By: APROFER
Customize | Find First (214 of1 LZ

*Source Description *Amount | Currency
Imprest Advance travel to Tampa, FL 2,000.00|USD
Advance Amount: 2,000.00 USD Report Balance
Applied To Expense Reports:

PP p ol 0.00 UsD Due Company: S

Payments Received: 0.00 UsD

L\ Return to Search | [=] Motify |

15. End of Procedure.
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