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EX.020.108 - Applying a Cash Advance to an Expense Report
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic covers how to apply a cash advance to an expense report. Two scenarios are covered: 
  - Expenses are more than the cash advance
  - Expenses are less than the cash advance

If an employee receives a cash advance prior to traveling, it is very important that he/she applies this amount to an expense report after the travel has been completed. Applying a cash advance to an expense report accomplishes the following:

     - You indicate the portion of funds you expended from the total sum of money you were given through a Cash Advance.
     - You indicate that either you need to repay excess funds that were not expended, or that you should be reimbursed for excess expenses you incurred.
     - You “close” the cash advance to signify that the trip has occurred which you were given money for.

Remember that once an Expense Report has been created and submitted online, the traveler should print the report and attach all relevant receipts to the printed version. See Business Process EX.070.012 for guidance on how to print an Expense Report.




	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]



Additional Information




Procedure

This topic covers how to apply a cash advance to an expense report. Imagine that you just got back from a conference in Atlanta, GA for which you received a cash advance. Let's see how to apply this cash advance to an expense report.

	Step
	Action

	1. [bookmark: ID0x0000029E] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x0000029F] 
	Click the Expense Report link.


	3. [bookmark: ID0x000002A0] 
	Click the Create link.


	4. [bookmark: ID0x000002A1] 
	Depending on how your User Defaults are set-up, you may see an option to create an expense report from a template, travel authorization, or to copy an existing authorization. For this example, you will create an expense report from a blank report.

	5. [bookmark: ID0x000002A2] 
	Enter "Teacher's Award Reception" in the Description field. 

	6. [bookmark: ID0x000002A3] 
	Click the Business Purpose list.


	7. [bookmark: ID0x000002A4] 
	Click the Attend Conference list item.


	8. [bookmark: ID0x000002A5] 
	Enter "Atlanta, GA" in the Default Location field. 

	9. [bookmark: ID0x000002A6] 
	Decision: Please make a selection from the options listed below.
1. What is the process when my expenses are greater than the cash advance I received?
Go to step 10 on page 2
1. What is the process when my cash advance is greater than my expenses?
Go to step 55 on page 5

	10. [bookmark: ID0x000002A7] 
	For this scenario, imagine that you received a cash advance for $250.00. Your expenses for the trip were $276.60. 

Let's see how to complete the expense report for $276.60 and apply the $250.00 cash advance.

	11. [bookmark: ID0x000002A8] 
	You can apply the cash advance to an expense report at any time during the entry process by clicking the link in the middle of the page. 

For this example, we will enter the expenses first and then apply the cash advance at the end.

	12. [bookmark: ID0x000002A9] 
	Click the Expense Type drop-down list for row 1.


	13. [bookmark: ID0x000002AA] 
	Click the Automobile Mileage list item.


	14. [bookmark: ID0x000002AB] 
	Enter "5/19/08" in the Expense Date field. 

	15. [bookmark: ID0x000002AC] 
	Click the Payment Type list.


	16. [bookmark: ID0x000002AD] 
	Click the Not Applicable (e.g. Mileage) list item.


	17. [bookmark: ID0x000002AE] 
	Click the Detail link at the end of row 1.


	18. [bookmark: ID0x000002AF] 
	Enter "54000" in the Begin Mileage field. 

	19. [bookmark: ID0x000002B0] 
	Enter "54180" in the End Mileage field. 

	20. [bookmark: ID0x000002B1] 
	Enter "20" in the Commute Miles field. 

	21. [bookmark: ID0x000002B2] 
	Enter "Augusta, GA" in the Originating Location field. 

	22. [bookmark: ID0x000002B3] 
	Click the scrollbar to navigate to the bottom of the page.

	23. [bookmark: ID0x000002B4] 
	Click the Check Expense For Errors button.

TIP: You can either check for errors per line (like was done here) or you can check the entire report for errors on the main page.


	24. [bookmark: ID0x000002B5] 
	Click the scrollbar to navigate to the bottom of the page.

	25. [bookmark: ID0x000002B6] 
	Click the Return to Expense Report link.


	26. [bookmark: ID0x000002B7] 
	Click the Expense Type list for row 2.


	27. [bookmark: ID0x000002B8] 
	Click the Lodging list item.


	28. [bookmark: ID0x000002B9] 
	Enter "115" in the Amount Spent field. 

	29. [bookmark: ID0x000002BA] 
	Click the Payment Type list for row 2.


	30. [bookmark: ID0x000002BB] 
	Click the Cash list item.


	31. [bookmark: ID0x000002BC] 
	Click the Detail link at the end of row 2.


	32. [bookmark: ID0x000002BD] 
	Enter "1" in the Number of Nights field. 

	33. [bookmark: ID0x000002BE] 
	Enter "Hilton Suites" in the Non-preferred field. 

	34. [bookmark: ID0x000002BF] 
	Click the Return to Expense Report link.


	35. [bookmark: ID0x000002C0] 
	Instead of keying in the return trip mileage, you can simply copy the first expense row to the return trip day.

	36. [bookmark: ID0x000002C1] 
	Click the Select checkbox at the left of row 1.


	37. [bookmark: ID0x000002C2] 
	Click the Copy Selected button.


	38. [bookmark: ID0x000002C3] 
	Enter "5/20/08" in the To Date field for Copying to One Date. 

	39. [bookmark: ID0x000002C4] 
	Click the OK button.


	40. [bookmark: ID0x000002C5] 
	Notice that the amount and specifics for row 1 were copied to your new row for the return date.

Next, you need to review the ChartFields which will be used on this transaction.

	41. [bookmark: ID0x000002C6] 
	Click the Accounting Defaults link.


	42. [bookmark: ID0x000002C7] 
	Update these fields if necessary, then click the OK button.


	43. [bookmark: ID0x000002C8] 
	Click the Apply Cash Advance(s) link.


	44. [bookmark: ID0x000002C9] 
	Click the Advance ID button to search for all oustanding cash advances for your UserID.


	45. [bookmark: ID0x000002CA] 
	For this example, notice that you have four outstanding cash advances for various trips. You need to apply the $250 cash advance to this expense report.

Click the correct Advance ID for this transaction, 


	46. [bookmark: ID0x000002CB] 
	Notice the totals for this Expense Report and applicable Cash Advance.

	47. [bookmark: ID0x000002CC] 
	Click the OK button.


	48. [bookmark: ID0x000002CD] 
	Click the Check For Errors button to check the entire report for errors.


	49. [bookmark: ID0x000002CE] 
	Click the scrollbar to navigate to the bottom of the page.

	50. [bookmark: ID0x000002CF] 
	Review the Totals section near the bottom of the page. 

For this example, your Expenses were $276.60. The Cash Advance you received and applied was $250. By applying this $250 to this expense report, you have essentially "closed" this cash advance. It will no longer be available to apply to additional Expense Reports. 

The amount that will be paid to you is $26.60 - the difference between your expenses and the cash advance you received prior to traveling.

	51. [bookmark: ID0x000002D0] 
	If you wish to print the Expense Report at this time, you can click the Printable View link near the bottom right corner of the page.

	52. [bookmark: ID0x000002D1] 
	When you are finished with the transaction, click the Submit button.


	53. [bookmark: ID0x000002D2] 
	Click the OK button.


	54. [bookmark: ID0x000002D3] 
	Congratulations. You have just completed the Applying a Cash Advance to an Expense Report topic. Below is a summary of the key concepts of this topic:

- If an employee receives a Cash Advance prior to traveling, he/she must apply the amount received to an Expense Report after the travel has been completed.
- By applying a Cash Advance to an Expense Report:
     o You indicate the portion of funds you expended from the total sum of money you were given through a Cash Advance.
     o You indicate that either you need to repay excess funds that were not expended, or that you should be reimbursed for excess expenses you incurred.
     o You “close” the cash advance to signify that the trip has occurred, for which you were given money.
- When applying a Cash Advance to an Expense Report, you cannot apply a Cash Advance amount that is greater than the expenses you incurred for the trip.
- If you have remaining funds from a Cash Advance, you should repay your institution in a timely manner. Check with your institution if you are allowed to apply the remaining amount to another Expense Report.
End of Procedure. Remaining steps apply to other paths.

	55. [bookmark: ID0x000002D4] 
	For this scenario, imagine that you received a cash advance for $25.00. Your expenses for the trip were only $15.00. 

Let's see how to complete the expense report for $15.00 and apply a portion of the $25.00 cash advance.

	56. [bookmark: ID0x000002D5] 
	You can apply the cash advance to an expense report at any time during the entry process by clicking the link in the middle of the page. 

For this example, we will enter the expenses first and then apply the cash advance at the end.

	57. [bookmark: ID0x000002D6] 
	Click the Expense Type list for row 1.


	58. [bookmark: ID0x000002D7] 
	Click the Breakfast list item.


	59. [bookmark: ID0x000002D8] 
	Enter "5/20/08" in the Expense Date field. 

	60. [bookmark: ID0x000002D9] 
	Enter "6" in the Amount Spent field. 

	61. [bookmark: ID0x000002DA] 
	Click the Payment Type list for row 1


	62. [bookmark: ID0x000002DB] 
	Click the Cash list item.


	63. [bookmark: ID0x000002DC] 
	Click the Detail link at the end of row 1.


	64. [bookmark: ID0x000002DD] 
	The Start and End times of your trip are required to determine if you are eligible to receive reimbursement based on the Georgia state travel regulations.

	65. [bookmark: ID0x000002DE] 
	Enter "5:30AM" in the Start Time (HH:MI) field. 

	66. [bookmark: ID0x000002DF] 
	Enter "9:00PM" in the End Time (HH:MI) field. 

	67. [bookmark: ID0x000002E0] 
	Click the scrollbar to navigate to the bottom of the page.

	68. [bookmark: ID0x000002E1] 
	Click the Return to Expense Report link.


	69. [bookmark: ID0x000002E2] 
	Click the Expense Type list for row 2.


	70. [bookmark: ID0x000002E3] 
	Click the Lunch list item.


	71. [bookmark: ID0x000002E4] 
	Enter "9" in the Amount Spent field. 

	72. [bookmark: ID0x000002E5] 
	Click the Payment Type list for row 2.


	73. [bookmark: ID0x000002E6] 
	Click the Cash list item.


	74. [bookmark: ID0x000002E7] 
	Click the Detail link at the end of row 2.


	75. [bookmark: ID0x000002E8] 
	Enter "5:30AM" in the Start Time (HH:MI) field. 

	76. [bookmark: ID0x000002E9] 
	Enter "9:00PM" in the End Time (HH:MI) field. 

	77. [bookmark: ID0x000002EA] 
	Click the scrollbar to navigate to the bottom of the page.

	78. [bookmark: ID0x000002EB] 
	Click the Return to Expense Report link.


	79. [bookmark: ID0x000002EC] 
	Next, you need to review the ChartFields which will be used on this transaction.

	80. [bookmark: ID0x000002ED] 
	Click the Accounting Defaults link.


	81. [bookmark: ID0x000002EE] 
	Update these fields if necessary, then click the OK button.


	82. [bookmark: ID0x000002EF] 
	Click the Apply Cash Advance(s) link.


	83. [bookmark: ID0x000002F0] 
	Click the Advance ID button to search for all oustanding cash advances for your UserID.


	84. [bookmark: ID0x000002F1] 
	For this example, notice that you have four outstanding cash advances for various trips. You need to apply the $25 cash advance to this expense report.

Click the correct Advance ID for this transaction, 


	85. [bookmark: ID0x000002F2] 
	CAUTION: You cannot apply a cash advance amount that is greater than the expenses you incurred for the trip.

	86. [bookmark: ID0x000002F3] 
	For this example, notice that the $25, which was the total amount of the cash advance, is automatically populated in the Total Applied field. If you do not correct this field to an amount at or below the expenses listed on this transaction, you will receive an error message when you try to save or submit this document.

	87. [bookmark: ID0x000002F4] 
	Enter "15" in the Total Applied field. 

	88. [bookmark: ID0x000002F5] 
	Click the Update Totals button.


	89. [bookmark: ID0x000002F6] 
	Notice that the advance amount applied is now $15 and your expenses for the trip are $15.

	90. [bookmark: ID0x000002F7] 
	The question is, since you only applied $15 of the $25 cash advance you received for the trip - what happens to the remaining $10?

The PeopleSoft system will allow two options, however your institution may only permit the first option listed below:

1. You owe the institution the outstanding amount of $10 which should be repaid in a timely manner.

2. CAUTION: Check with your institution to see if this is allowable! The system will allow you to keep this $10 as an open cash advance so that you can apply it to another expense report in the future. 

	91. [bookmark: ID0x000002F8] 
	Click the OK button to accept this cash advance application and return to the main screen.


	92. [bookmark: ID0x000002F9] 
	Click the scrollbar to navigate to the bottom of the page.

	93. [bookmark: ID0x000002FA] 
	Click the Check For Errors button to check the entire report for errors.


	94. [bookmark: ID0x000002FB] 
	If you wish to print the Expense Report at this time, you can click the Printable View link near the bottom right corner of the page.

	95. [bookmark: ID0x000002FC] 
	Review the Totals section near the bottom of the page. 

For this example, your Expenses were $15.00. The Cash Advance you received was $25.00, but you only applied $15.00. You are still responsible for the remaining amount of $10.00. 

Notice that the amount Due to the Employee is $0.00. You will not receive a payment for this expense report since you are not due any money.

	96. [bookmark: ID0x000002FD] 
	When you are finished with the transaction, click the Submit button.


	97. [bookmark: ID0x000002FE] 
	Click the OK button.


	98. [bookmark: ID0x000002FF] 
	Congratulations. You have just completed the Applying a Cash Advance to an Expense Report topic. Below is a summary of the key concepts of this topic:

- If an employee receives a Cash Advance prior to traveling, he/she must apply the amount received to an Expense Report after the travel has been completed.
- By applying a Cash Advance to an Expense Report:
     o You indicate the portion of funds you expended from the total sum of money you were given through a Cash Advance.
     o You indicate that either you need to repay excess funds that were not expended, or that you should be reimbursed for excess expenses you incurred.
     o You “close” the cash advance to signify that the trip has occurred, for which you were given money.
- When applying a Cash Advance to an Expense Report, you cannot apply a Cash Advance amount that is greater than the expenses you incurred for the trip.
- If you have remaining funds from a Cash Advance, you should repay your institution in a timely manner. Check with your institution if you are allowed to apply the remaining amount to another Expense Report.
End of Procedure.
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