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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 

 
2.    

Click Create under Expense Report in the Main Page 

 
 

3.   
A search box appears.  Enter the correct employee id into the EmplID field and click   
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4.   The Cash Advance page opens 
 

 
5.   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 
 



 
Job Aid

 

Date Created: 5/14/2009  
 

Page 4-3

6.   Enter the following information under ‘Details’ 
 Source – select the appropriate source  

o 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.  

 
o 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 

 

 
 
 

7.   When finished, click Save for Later 
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8.   You will receive a Cash Advance ID 
 

  
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 
 

 
 
Click on the Advance ID you want to submit 



Job Aid 
 

 

 Page 4-6 Date Created: 5/14/2009
 

12.  Click Submit 
 

  
13.  At the confirmation page, verify the amount and click OK 
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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. 

15.   End of Procedure. 
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