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EX.020.107 - Applying a Cash Adv & Travel Auth to an Exp Rpt
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to apply a Cash Advance and a Travel Authorization to an Expense Report. There are three types of Expense Transactions: Travel Authorizations, Cash Advances, and Expense Reports. This topic explains the connection between the three types of transactions.

Travel Authorizations and Cash Advances are processed before the planned travel occurs. The Expense Report is created and submitted after the travel has occurred. When you tie a travel authorization and a cash advance to an expense report, you accomplish several tasks:

Related to Travel Authorizations:
     - You let your institution know that they no longer need to reserve funding for this trip.
     - You (and those that review your report) can easily compare what you were authorized to spend versus what expenses you actually incurred.
     - You “close” the travel authorization to signify that the trip has occurred.

Related to Cash Advances: 
     - 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.

Based on the above list, it is clear that an Expense Report plays a major role in linking outstanding travel authorizations and cash advances together. 

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.

It is critical that you do not delete lines from an expense report that is created from a travel authorization. Instead of deleting a line, add another row to the bottom of the expense report and enter a credit amount which will offset the initial estimated expense line. For additional information about deleting expense lines, see business process document EX.020.102.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify which expense transactions must be created and submitted before travel occurs.
- Identify which expense transaction must be created and submitted after the travel has occurred.
- Identify what is accomplished by tying a Travel Authorization to an Expense Report.
- Identify what is accomplished by tying a Cash Advance to an Expense Report.
- Apply a Cash Advance and a Travel Authorization to an Expense Report.
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Procedure

For this topic, imagine that you have just come back from a conference for which you had an approved Travel Authorization, as well as a Cash Advance, and now you need to submit an Expense Report. The Travel Authorization number is 0000300016, and the Cash Advance ID is the same. Let’s see how to tie the three expense transactions together.

	Step
	Action

	1. [bookmark: ID0x00000300] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000301] 
	Click the Expense Report link.


	3. [bookmark: ID0x00000302] 
	Click the Create link.


	4. [bookmark: ID0x00000303] 
	The Select a Template page is displayed because your User Defaults are set to select an Expense Report from a template.

	5. [bookmark: ID0x00000304] 
	Click the Return to Expense Report Entry link because for this example you want to use an approved travel authorization.


	6. [bookmark: ID0x00000305] 
	Click the Quick Start pull-down list.


	7. [bookmark: ID0x00000306] 
	Click the A Travel Authorization list item.


	8. [bookmark: ID0x00000307] 
	Travel Authorizations must be applied to an expense report using this method of selecting A Travel Authorization from the quick start menu. (You can also set your defaults to this action if your institution requires travel authorizations for all types of travel).

It is not possible to apply a travel authorization AFTER you have created an expense statement.

	9. [bookmark: ID0x00000308] 
	Click the GO button.


	10. [bookmark: ID0x00000309] 
	The Populate From a Travel Authorization page will display all approved travel authorizations which are associated with your User ID.

	11. [bookmark: ID0x0000030A] 
	You can expand or limit your search for approved travel authorizations by changing the From and To Date fields and clicking the Search button. The system automatically uses the 3 months preceding the current date and one moth following the current date.

	12. [bookmark: ID0x0000030B] 
	If you wish to see the details of a travel authorization before applying it to the expense report, you can click the blue text in the Travel Auth Description column.

	13. [bookmark: ID0x0000030C] 
	When you have identified which travel authorization you wish to apply to the current expense report, click the Select button next to that entry.


	14. [bookmark: ID0x0000030D] 
	Notice that an Authorization ID: number appears in the General Information section. This indicates that a travel authorization is matched to this expense report.

	15. [bookmark: ID0x0000030E] 
	Also notice that the details of the travel authorization have been populated in your expense statement (such as the Description, Business Purpose, Dates of Travel, Expense Types, etc.)

	16. [bookmark: ID0x0000030F] 
	It is critical that an expense line NEVER be deleted on an expense report that has been created from a travel authorization. If a line is deleted, the system cannot correctly release the encumbrance for that expense type. Instead of deleting the line, an offsetting credit should be added to the bottom of the expense report.

For more information about this topic, see business process document EX.020.102.

	17. [bookmark: ID0x00000310] 
	Click the Apply Cash Advance(s) link.


	18. [bookmark: ID0x00000311] 
	Click the Advance ID button to search for an applicable cash advance.


	19. [bookmark: ID0x00000312] 
	Only cash advances that have been paid will be available in your search options.

	20. [bookmark: ID0x00000313] 
	Click an entry in the Advance ID column.


	21. [bookmark: ID0x00000314] 
	Review the information on this page for accuracy before applying this cash advance to your current expense report.

	22. [bookmark: ID0x00000315] 
	Click the OK button.


	23. [bookmark: ID0x00000316] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	24. [bookmark: ID0x00000317] 
	Notice that an amount has been populated next to Cash Advances Applied in the Totals section.

	25. [bookmark: ID0x00000318] 
	Applying a cash advance can be complex depending on whether or not your actual expenses are greater or less than the amount of the paid cash advance. The most basic scenario is when the expenses exactly match the amount of the cash advance. This exercise uses this scenario.

If your expenses are less than the amount of the cash advance you will need to write a check back to your institution. If applicable, this amount will be displayed in the Due Company field in the Totals section at the bottom of the page.

	26. [bookmark: ID0x00000319] 
	If you wish to review the ChartFields that will be used for this expense, you can click the Accounting Defaults link.


	27. [bookmark: ID0x0000031A] 
	Review the chartfield values.

	28. [bookmark: ID0x0000031B] 
	Click the OK button.


	29. [bookmark: ID0x0000031C] 
	If you want to print this expense report, click the Printable View link near the bottom of the page.

	30. [bookmark: ID0x0000031D] 
	Quick Review...

When you have successfully associated a travel authorization to an expense report, the Authorization ID: field will be displayed. You can click this link to view the details of the travel authorization.

	31. [bookmark: ID0x0000031E] 
	Review continued...

When you have successfully applied a cash advance to an expense report, this amount will be displayed in the Cash Advances Applied section of your expense report.

	32. [bookmark: ID0x0000031F] 
	Click the Save For Later button.


	33. [bookmark: ID0x00000320] 
	Congratulations. You have just completed the Applying a Cash Advance and a Travel Authorization to an Expense Report topic. Below is a summary of the key concepts of this topic:

- Travel Authorizations and Cash Advances must be created and submitted before the planned travel occurs (if applicable).
- Expense Reports are created and submitted after travel occurs.
- By tying a Cash Advance to an Expense Report, you:
     - Indicate the portion of funds you expended from the total sum of money provided to you through the Cash Advance.
     - Indicate that either you need to pay back excess funds you did not use or that you need to be reimbursed for excess expenses you incurred during your travel.
     - Close the Cash Advance to signify that the trip you received advanced funds for has occurred.
- By tying a Travel Authorization to an Expense Report, you:
     - Let your institution know that they no longer need to reserve funding for this trip.
     - Along with those that review your report, can easily compare what you were authorized to spend versus what expenses you actually incurred.
     - “Close” the travel authorization to signify that the trip has occurred.
End of Procedure.
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