%/4Productivity

UMASS. - Klt

Job Aid

Viewing Cash Advances

> Begin by navigating to the Cash Advance page.

Search:

[= My Favaorites

[ Repont Center

~ Emplovee Self-Sernvice
[+ Procurement
[+ Agsets
[* Travel and Expenses
[ Employee T&E Center

— Travel and Expense Center

Employee Self Service - Travel and Expense Center

Click Cash Advance in the Main Page
Main Wenu = Employee Self-Service =
ﬁ Travel and Expense Center
Employee Travel and Expense Center
E‘ Expense Report E‘ Time Report 2, Travel Authorization
Create, modify, print, view or delete an Expenze Report Create, modify, print, view and delete a Time Report Create, medify, print, view, cancel or delete a Travel
] Create Bc r=at= Authorization
=] Modify T =l Create
= Print =] Modify
2 More... & Print
3 More...
‘ Cash Advance @ Forecast Time |§O> Print Reports
- view and delete a Cash Advance. Q Create, modify or view forecast data Print any ene of your expense transactions.
= Create = Expense Report
= Modify B 1 horization
=l Print =l Cash Advance
Z More.

Cllck the Vlew link.

ﬁ Cash Advance

Create, modify, print, view or delete a Cash Advance

eate a Cash Advance

= View
E Wiew g Cash Advance

= Modifi = Print
Madity & Cash Advance Frint & Cash Advance

= Delete
E Delete a Cash Advance
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2. Enter the cash advance id and click Search.
Click ‘Advanced Search’ to search by employee id or name.
Cash Advance
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
Find an Existing Yalue
Search by: |Advance ID [=| beains with \n000000044]
Search dvanced Search
3.
Travel & Expenses - Cash Advance Report
View Cash Advance Report
* General Information
Description: Anaheim, CA Comment:
Business Purpose: Conference
Status: Subrmitted far Approval Reference: PRETRIP
Accounting Date; 051 22008 Post State: Mot Applied
Last Updated: 051352009 Bw. APROPER
Aesy e
Customize | Find | Fir=t [1] 1of1 El Last
*Source Description *Amount |Currency |Apphy Tax
System Check 45000 |USD
Advance Amount: 450.00 USD Report Balance
Applied To Expense Reports:
Pp G P 000 uso Due Company: EIED U
Payments Received: 000 Ush
¥ Pending Actions Customize | Find | £ Firzt [1] 1of 1 [H Last
Profile Hame Action Date/Time
FPrepay Auditor (Pooled)
¥ Action History Customize | Find | # First E| 1 cf 1 |I| Last
Profile Hame Action DateTime
Chrien,Patricia Raoper Subrmitted 03 32008 312:42PM
E\Return to Search | [Elmatity |
4, Click Return to Search or, if you had multiple results returned, Next in List to view another cash
advance
5. End of Procedure.
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