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Introduction

	APPROXIMATE TRAINING TIME:


	45 minutes

	ACCOMPANYING MATERIALS:


	Presentation_Using Cash Advances in PS Travel and Expense Module.ppt
Handout1_Using Cash Advances in PS Travel and Expense Module.doc

Handout2_Creating Cash Advances.doc

Handout3_Viewing Cash Advances.doc

Handout4_Modifying Cash Advances.doc

Handout5_Deleting Cash Advances.doc

	TARGET AUDIENCE:
	Non-Traditional PeopleSoft Users who will be using the Travel and Expense module to enter Cash Advances


	TARGET LEVEL:
	L1 – Little to no PeopleSoft experience is required



	PREREQUISITES:
	Institution uses PeopleSoft Cash Advances
Enabling Your Access to the PeopleSoft Travel and Expenses Module (PSFIN8.9EX08-003)


	LEARNING OBJECTIVES:
	Slide #2

· Define the purpose of a PeopleSoft Cash Advance.

· Identify how to specify Chartfields for a Cash Advance.

· Describe the major components of a Cash Advance.

Slide #3
· Identify how to create a Cash Advance.

· Identify how to print a Cash Advance.

· Identify how to view a Cash Advance once it has been submitted for approval.

· Identify how to modify a Cash Advance that has been sent back to you for revision.
Slide #4
· Identify what happens if your Cash Advance is denied.

· Identify what your responsibilities are if you no longer need your Cash Advance.

· Identify how to delete a Cash Advance.



Body

	Instruction
	Instructor Notes

	Define the purpose of a PeopleSoft Cash Advance.
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A Cash Advance is a means for an institution to provide funds to an employee prior to their travel.
A Cash Advance may be granted to an employee to minimize the impact of business travel on the employee’s personal finances. 
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Cash Advances may be provided for meals and lodging, as well as for mileage and other transportation costs which are normally reimbursable. Check with your institution to determine what they allow Cash Advances for and what accompanying documentation is required.

The amount requested for a Cash Advance should be related to the estimated cost of travel (through a Travel Authorization), and not just a guess of a lump sum.
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Path of a Cash Advance
A Cash Advance has certain requirements and follows a certain path during its lifecycle. 
After creating and submitting your Cash Advance, it goes through the normal approval procedures as other expense transactions. The final approval will be for payment. You should then receive your Cash Advance. 
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After your complete your trip, you need to complete an Expense Report and apply the Cash Advance to it (this is explained in depth in another lesson). 

When you create your Expense Report, you will still claim everything that you should. Then, you will apply your Cash Advance. If your Cash Advance was less than your actual incurred expenses, you will be reimbursed for the remainder. If your Cash Advance was more than your actual incurred expenses, you will need to repay the excess from the Cash Advance back to your institution.


	

	Slide #9
When creating a Cash Advance, you need to perform the following:

· Verify the Fund and Budget Reference are completed in your User Defaults

· Include a Source, Description, and Amount.
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Identify how to specify Chartfields for a Cash Advance.

Cash Advances do not have Accounting Defaults, where you can specify which Chartfields you want charged.

The reason for this is that Cash Advances all come out of the same account. When you apply your Cash Advance to an Expense Report, the system puts the money back into that cash advance and charges the specified Chartfields in your Expense Report for your actual expenses.
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You should verify that your User Defaults to ensure there is a Fund Code and Budget Reference listed. If either of these two values is null, you will be unable to enter a Cash Advance.

To verify your User Defaults, go through Employee Self Service > Profiles and Preferences > Review/Edit Profile.
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Click on the Organizational Data tab and review the Fund and Budget Reference fields. If these fields are null, check with your Expenses Administrator to determine what these fields should be and enter the correct values. If these fields are filled in, you are okay to go ahead and create your Cash Advance.  


	

	Slide #13 (animated slide)
Identify the major components of a Cash Advance

· General Information

· Details

· Totals
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General Information includes:

· Description: Use this field to provide a short explanation of your planned travel. This field is fairly short.

· Business Purpose: Select the most appropriate business purpose from the drop down list.

· Comment: Include any other necessary information in this field. If you have also created an accompanying Travel Authorization, it is a good idea to note the Travel Authorization ID here.

· Reference: This field is very limited (10 characters) and is rarely used.
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Details include:

· Source: Choose whether the Cash Advance should be in the form of a check or EFT payment

· Description: Description of what the advance will be used for

· Amount: Amount requested
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Totals include:

· Running total of your Cash Advance
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Creating a Cash Advance
If you have created a Travel Authorization, you will notice that Cash Advances are slightly different. Cash Advances do not require the broken out detail of a Travel Authorization. The system will allow you to combine all of the items you need a Cash Advance for onto one line. You can continue to separate it for easier reading though.

When creating a Cash Advance, it is easiest to create the request for only one trip per advance.

To create a Cash Advance, go through Employee Self Service > Cash Advance > Create. 


	


	Slide #18 (animated slide)
· Enter a short description
· Select the most appropriate business purpose

· In the Comment field, enter as much descriptive information needed to explain why you need the Cash Advance. Make sure you enter dates and locations of your travel since there are no fields to indicate those.


	

	Slide #19
On the first row in the Details section, select how you want to receive your Cash Advance in the Source drop-down box. Some institutions require that all Cash Advances be issued by check. Check with your institution to determine what you should select. Remember, you must already be set up for Direct Deposit in order to select EFT here.


	

	Slide #20 (animated slide)
· The description field is a free-text field, but it does not hold many characters. Here, enter a short description for this Cash Advance request line.

· In the Amount field, enter the estimated amount needed for the description.
· Helpful Hint: You can include additional lines to break up your Cash Advance by category. To add a line, click on the Add a Row button (+). 


	

	Slide #21
You can see on this Cash Advance that the request has been broken up into one line for lodging costs and one line for all meal costs. When you have added all lines to your Cash Advance, click the Update Totals button to determine the sum of your Cash Advance.
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Notice your updated totals for your Cash Advance.
When you are finished, you can either save your Cash Advance for later or submit it.
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Once you either save or submit it, the system will assign a Cash Advance ID to it.
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Printing a Cash Advance
If you have just submitted your Cash Advance, the system should have returned you to the Cash Advance page with the new ID number.

To print the Cash Advance, locate the Printer icon right above the Details section. Click this Printer icon. 
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Once you click this icon, the system will begin running your report for you. A pop-up window will appear for you to monitor the report’s progress. Do not close this window.

You may see your report go through the various stages included Queued.
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This may take anywhere from 10 to 60 seconds. 

The next status you will see is Processing.
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The next status you will see is Success.
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The next status you will see is Success – Preparing output for viewing
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This window will eventually display your Cash Advance in a pdf file format. Use the print icon to print a copy of your Cash Advance. When done, just close the pop-up window.

If you happen to close the pop-up window before your Cash Advance is displayed, you will need to click the Printable View link again.
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Once you have submitted your Cash Advance, you can no longer edit it.

You can only edit a Cash Advance that is in a Pending status. Pending Cash Advances are those that you have “saved for later” and have not yet submitted, or any Cash Advances that an approver may have sent back to you for corrections. 
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Viewing a Cash Advance that you have already submitted for approval.

Once you have submitted your Cash Advance, you can still view and print it, even though you cannot edit it. When you submit the Cash Advance, the system automatically provides you access to view it at any time and see where it is in the approval process.

To view a submitted Cash Advance, go through Employee Self Service > Cash Advance > View/Print
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If you know the exact Cash Advance ID, you can enter it in the Search field. However, if you do not enter the number correctly, it may not pull up your Cash Advance. You can also leave the Search by field blank and click the Search button. By doing this, the system will display all Cash Advances you have submitted.
If you have submitted more than one Cash Advance, you will see a list of your Cash Advances, along with the description, status and creation date. To pull up a Cash Advance, just click the ID link. 

If you have only submitted one Cash Advance, the system will skip the Search Results screen and take you directly to your only Cash Advance.


	

	Slide #33 (animated slide)
· Your Cash Advance will be displayed in a read-only format. If you scroll towards the middle of your Cash Advance, you will see the Printer icon. Use this icon to print a copy of your Cash Advance.

· Further down the page, you will see a Pending Actions and Action History section. The Pending Actions section displays the approval levels and names of the approvers (unless they are in a pooled position) which are still required to act on the Cash Advance.

· The Action History section displays any actions that have been taken on your Cash Advance, including when you submitted it.


	


	· At the bottom of the page, you can click on the Return to Search button to return to the list of Cash Advances available through the View/Print link. Or you can use the Previous in List/Next in List button to review the Cash Advances in your search results. They will be grayed out if they are not applicable.
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How do you modify a Cash Advance that is in a Pending Status?

Cash Advances that you have submitted and then have been sent back to you by an approver are in a Pending Status. In addition, Cash Advances that you create and then save without yet submitting are also considered to be in a Pending status.

If an approver sends back a Cash Advance, you will be notified via email. To make corrections, go to Employee Self Service > Cash Advance > Modify.
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You can leave the Search by field blank and click the Search button to bring up all Cash Advances in a Pending status. Click the link of the Cash Advance that needs correction.
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When you pull up the Cash Advance, you should see comments from the approver who sent it back along the top of the page. If you click directly on the comment, the system will take you to a new page so you can read all of the comments, as well as who submitted them.
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The comments should explain why the approver sent it back and/or what needs correction.

Make any necessary changes and then resubmit the Cash Advance. It will start the entire approval process again, but the Cash Advance ID number will remain the same.
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Identify what happens if your Cash Advance is denied.

If an approver denies your Cash Advance, you will receive an email indicating this. Also, when you pull up go to view the Cash Advance through the View/Print link, the status will be Denied.

Action History will list who denied the Cash Advance.
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You can also view any denied Cash Advance through the Employee Expense History page. Go through Employee Self Service > Review Payments > Review Expense History.  The search dates generally cover a year-long period; make any changes if necessary. 
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In the Transaction Type, you can select Cash Advance to narrow down your list. Only Cash Advances that have been approved, denied, or closed will appear here. If they are still in process, they will not appear.

You cannot resubmit a Cash Advance that has been denied.
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What are your responsibilities if you no longer need your Cash Advance
If your trip is canceled and you will not need your Cash Advance, you will need to take care of the Cash Advance.

If you have already received the Cash Advance, you need to contact your Expense Administrator and either return the uncashed check or pay back the entire Cash Advance by personal check.
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If your Cash Advance has been completely approved, but you have not received your check yet, contact your Expense Administrator to inform him/her that you no longer need the check. If a check has already been cut, they can void it. If the check has not been cut, they can close the Cash Advance.
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If your Cash Advance has not been completely approved yet, use the View/Print menu to locate who currently has your Cash Advance. Contact that person and ask them to send it back. Once it has been sent back to you, you can delete it. If you cannot contact the person who currently has your transaction, notify your Expense Administrator and let them know the situation. They will either send it back to you when it reaches their office or they can close it.
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Deleting a Cash Advance

You can only delete a Cash Advance that is in a Pending status. If you have saved a Cash Advance and not yet submitted it, it is in a Pending status. If an approver has sent back a Cash Advance to you, it is in a Pending status.

To delete a Cash Advance, go through Employee Self Service > Cash Advance > Delete.
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Select the Cash Advance you want to delete and then press the Delete Selected Advance(s) button.


	

	Slide #46
Any questions?
	


Conclusion
	SUMMARY:
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· Defined the purpose of a PeopleSoft Cash Advance.

· Identified how to specify Chartfields for a Cash Advance.

· Described the major components of a Cash Advance.

· Identified how to create a Cash Advance.

· Identified how to print a Cash Advance.
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· Identified how to view a Cash Advance once it has been submitted for approval.

· Identified how to modify a Cash Advance that has been sent back to you for revision.

· Identified what happens if your Cash Advance is denied.

· Identified what your responsibilities are if you no longer need your Cash Advance.

· Identified how to delete a Cash Advance.


	CLOSURE:
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Lessons also available on the following:

· Travel Authorizations
· Expense Reports

· Being an Approver

· Additional Tips and Tricks
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