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PS FIN Travel Expenses: Creating Cash Advances ! :

Procedure

In this topic, you are going to an offsite conference and you want to Create a Cash
Advance.

Note: Before creating a cash advance, make sure you create a TAR.

Step | Action

1. Click on the Employee Self- Service link.

2. Click on the Travel and Expense Center link

! Iu Home | Workist | Multichannel Console | _Add to Favorits

I~ Employee Self-Service j Menu > Employee Self-Service >
> Service Request
I Procurement Travel and Expense Center Edit "Travel and Expense Center” Cellection
[» Assets

Employes Travel and Expense Center

Expense Report Time Report
— Employee Project Center reate, modify, print, view or delete an @ Create, modify, print, view and delete a Time
— Staffing Applv Online pense Report Report

Dase

> Travel and Expenses
— Open Resource Requests

ravel Authorization
modify, print, views, cance! or delete a
Authorization

- Manager Self-Service g%ﬁ Buico

[ Supplier Contracts ~Zrint Brint
2 More... 2N

[ Customers

[ Partners

@ Cash Advance Forecast Time \®' Print Reports

- Products te, modify, print, view and delete a Cash e, modify or view forecast data Print any one of your expense transactions.
(- Catalog Management A nce. M Forscast Time

[- Promotions Bcreate

[> Customer Contracts B ogify

[> Order Management = Print

[+ Pricing Configuration 2 More. .

[- Customer Returns = :

[ ltems Profiles and Preferences L—@Jw er Expense Functions

(- Cost Accounting Manage your personal, organizational and Ren ory of expense payments contents in My Wallet, create your own
I Vendors financial details for travel and expense =] isting template.

> Purchasing reporting [IReview Payments

- Inventory = I Review Pavroll Pavments

[ eProcurement

[+ Services Procurement

[ Sourcing

> Engineering

> Manufacturing Definitions
(- Production Control

rds, and log on to Trave! Partner sites
ations

(- Configuration Modeler artner Password
[ Product Configurations B Travel Partner Logon
[ Quality

(> Demand Planning

[ Inventory Policy Planning
(- Supply Planning

[ Grants

[ Program Management

[ Project Costing

> Proposal Management

[+ Maintenance Management
> Resource Management

[- Lease Administration

[+ Staffing ﬂ

4. hittps:ffpststweb. fiu £du:8600/psc fFstrna0/EMPLOYEEERP/S/WEBLIE_PTPP_SC.HOMEPAGE FieldFormula. Iscript_appHPisean| | [ [ | | @D Internet o -

Step | Action

3. Click the Cash Advance link.

Cash Advan

4, Click the Create link.
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Search:

(]

[ My Favorites
[~ Data Expansion Tools
- Employee Self-Service
> Service Request
[» Procurement
[ Assets
> Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
[+ Customers
[- Partners
[+ Products
[+ Catalog Management
(- Promotions
[- Customer Contracts
- Order Management
(> Pricing Configuration
[- Customer Returns
[ Items
(- Cost Accounting
(- Vendors
> Purchasing
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[ Production Control
(> Configuration Modeler
(- Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[- Grants
> Program Management
[+ Project Costing

I Pranaeat

Cash Advance

/" Eind an Existing Valug_{ Add a Hew Value

EmpliD: [1200091 Q

Add

Find an Existing Value | Add a Mew Value

New V

Home | Workiist | MultiChannel Console | Add to Favorites | _Sian out

ndow | 1&)

Dane

[

& mternet

00w -

Step

Action

Click the Add button.
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rlu _Home | Workist | MultiChannel Console | _Add to Fa

search: = Mew Window | Customize Page | /&,

[ My Favorites -
> Data Expansion Tools Travel & Expenses - Cash Advance Report

7T N SRR Create Cash Advance Report
> Service Request

I Procurement Patty Panthar User Defaults Advance ID: NEXT
[ Assets
> Travel and Expenses =

— Open Resource Requests .

- Emplovee Project Center Description: [
— Staffing Applv Online *Business Purpose: -
— Travel and Expense Center P I J

[- Manager Self-Service *TAR#:

[ Supplier Contracts = =
- Customers Impor ATW Advances JERE
[- Partners

[+ Products

[+ Catalog Management

(- Promotions S

[ Customer Contracts =source Description ~Amount | Currency | 220l rr
[> Order Management F Tax

[> Pricing Configuration = ‘ 200 |usD | | = ‘

[- Customer Returns “ J I I = =l
[ Items

(- Cost Accounting
> Vendors Advance Amount: 0.00 USD
> Purchasing

[ Inventory Update Totals
[- eProcurement

[+ Services Procurement
[+ Sourcing Save For Later Submit
> Engineering

> Manufacturing Definitions
[ Production Control

(> Configuration Modeler

(- Product Configurations

[ Quality

(- Demand Planning

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing j

I Pranaeat

Comment: | =

Beturn to Cash Advance

[ [ [ [@mtemnet 0w -

Step | Action

6. Click in the Description field.
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rlu _Home | Workist | MultiChannel Console | _Add to Fa

ew Window | Customize Page | 15,

Search: = Mes

(]

[ My Favorites

> Data Expansion Tools Travel & Expenses - Cash Advance Report

7T N SRR Create Cash Advance Report
> Service Request
[> Procurement Patty Panther User Defaults Advance ID: MNEXT
[ Assets
> Travel and Expenses =

_ J;E‘;gme;f:sﬁ?:gzeﬁj:g *Description: [Research Comment: |
— Staffing Applv Online *Business Purpose: -
— Travel and Expense Center P I J
[> Manager Self-Service *TAR#:
> Supplier Contracts
[+ Customers Import ATK Advances
- Partners
(> Products
[+ Catalog Management

(- Promotions .
[- Customer Contracts zSource Description
- Order Management kad

ZAmount| Currency 'IA'aEE_W

[> Pricing Configuration “ j | ‘ | 0.00 |{USD
[- Customer Returns

[ Items

(- Cost Accounting
[ Vendors Advance Amount: 0.00 USD

> Purchasing

EREIE

[ Inventory Update Totals
[- eProcurement

[+ Services Procurement
(- Sourcing Save ForLater Submit
> Engineering
P TR IE LT Return to Cash Advance
[ Production Control

(> Configuration Modeler

(- Product Configurations
[ Quality

(- Demand Planning

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing j

I Pranaeat

[ [ [ [@mtemnet

A A00%

V%

Step

Action

Click the Business Purpose list item.
| |
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rlu Home | Workiist | MuliChannel Console | Add to Favorites | _Sian out

search: = Mew Window | Customize Page | /&,

[ My Favorites

[~ Data Expansion Tools

7T N SRR Create Cash Advance Report
> Service Request
I Procurement Patty Panthar User Defaults Advance ID: NEXT
[ Assets
> Travel and Expenses =
— Open Resource Requests .
_ Employee Project Center Description: [Research Comment: |

Travel & Expenses - Cash Advance Report

~ Staffing Aoplv Onling “Business Purpose: | (I SG_BMIINN——

— Travel and Expense Center
[> Manager Self-Service *TAR#:
[ Supplier Contracts o
[+ Customers Impert AT Advances
[ Partners -
(> Products
[+ Catalog Management

(- Promotions S
[ Customer Contracts =source Description ~Amount | Currency | 2201 rr
[> Order Management F Tax

[> Pricing Configuration = ‘ 200 |usD | | = ‘

[- Customer Returns “ J I I = =l
[ Items

(- Cost Accounting
> Vendors Advance Amount: 0.00 USD

> Purchasing

[ Inventory Update Totals
[- eProcurement

[+ Services Procurement
[+ Sourcing Save For Later Submit
> Engineering

> Manufacturing Definitions
[ Production Control

(> Configuration Modeler

(- Product Configurations

[ Quality

(- Demand Planning

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing j
I\ Berneot

Beturn to Cash Advance

[ [ [ [@mtemet ESC AR

Step | Action

8. Enter the TAR # for which you are requesting a cash advance.
Enter the desired information into the TAR # field. Enter "0000031993".

9. Click the Source list.
I =

Page 6 Last changed on: 8/12/2009 9:17 AM




!'L: TcSed

Business Process Document
PS FIN Travel Expenses: Creating Cash Advances

FIU

Search:

(]

[ My Favorites

> Data Expansion Tools Travel & Expenses - Cash Advance Report

Home | Worklst | _MuliChannel Console | _Ad to Favorites |

Mew Window | Customize Page | /&,

- Employee Self-Service

Create Cash Advance Report
> Service Request

— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
[+ Customers
[- Partners
[+ Products
[+ Catalog Management
(- Promotions
[- Customer Contracts
- Order Management

Import AT Advances

“Source Description

I Procurement Patty Panthar User Defaults Advance ID: NEXT

[ Assets

> Travel and Expenses =

— Open Resource Requests N

_ Employee Project Center Description: [Research Comment: =
— Staffing Apply Online *Business Purpose: |F\9Id Work = H

“TAR#:

0000031993

“Amount | Currency 'IA'E!EM

(> Pricing Configuration I
[- Customer Returns

[ Items

(- Cost Accounting

(- Vendors

> Purchasing

> Inventory

[- eProcurement

[+ Services Procurement

[+ Sourcing

> Engineering

> Manufacturing Definitions
[ Production Control

(> Configuration Modeler

(- Product Configurations
[ Quality

(- Demand Planning

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing

I Pranaeat

=

Advance Amount:

0.00 USD

Save ForLater Submit

Beturn to Cash Advance

0.00 |USD

] EHEIE

Update Totals

[ [ [ [ [@mtemnet

F100% -

V%

Step | Action

10. | Click the Accounts Payable list item.

[Accounts Payahle |
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- Jesnther ¥

Flu Home | Workist | MutiChannel Console | Add to Favories | _Sign out

Search: = Mew Window | Customize Page | /&,

[ My Favorites -
> Data Expansion Tools Travel & Expenses - Cash Advance Report

7T N SRR Create Cash Advance Report
> Service Request

I Procurement Patty Panthar User Defaults Advance ID: NEXT
[> Assets
> Travel and Expenses =
— Open Resource Requests N
— Emplovee Froject Center Description: |Resear:h Comment:
~ Staffing Applv Online “Business Purpose: | Field Wark =
— Travel and Expense Center
[> Manager Self-Service “TAR #: 0000031993
[ Supplier Contracts y—
(- Customers Impert AT Advances q‘E 0?
- Partners
(> Products
[ Catalog Management Customize [Find | 8 First [ 4 o4 [ Last
(> Promotions

[- Customer Contracts *Source Description ZAmount| Currency 'IA'E!EM

- Order Management

qEomaGonBnatiog o I N GREIE
[- Customer Returns

[ Items

(- Cost Accounting

[ Vendors Advance Amount: 0.00 USD

> Purchasing

[ Inventory Update Totals

[- eProcurement

[+ Services Procurement
(- Sourcing Save ForLater Submit
> Engineering
P TR IE LT Return to Cash Advance
[ Production Control

(> Configuration Modeler

(- Product Configurations
[ Quality

(- Demand Planning

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing j
[——

[ [ [ [@mtemet 0w - |

Step

Action

11.

Enter the desired information into the Description field. Enter "Research”.

12.

Enter the desired information into the Amount field. Enter "200.".

13.

Click the Update Totals button.

Update Totals

14.

Click the Submit button.

Expenses will send the cash advance for payment processing or forward to an
approver's queue.

Or you can click on the Save For Later button.
| Submit I
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Search:

(]

[ My Favorites
[~ Data Expansion Tools
- Employee Self-Service
> Service Request
[» Procurement
[ Assets
> Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
[+ Customers
[- Partners
[+ Products
[+ Catalog Management
(- Promotions
[- Customer Contracts
- Order Management
(> Pricing Configuration
[- Customer Returns
[ Items
(- Cost Accounting
(- Vendors
> Purchasing
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[ Production Control
(> Configuration Modeler
(- Product Configurations
[ Quality
(- Demand Planning
[ Inventory Policy Planning
> Supply Planning
[- Grants
> Program Management
[+ Project Costing

I Pranaeat

Travel & Expenses - Cash Advance Report

Home | Workist | MutiChannel Console | _Add to Favorites | _Sian out

Mew Window | Customize Page | /&,

Submit Confirmation
Patty Panther

Advance Amount: 200.00 USD

Advance ID:

NEXT

“ Click OK to submit, or click Cancel to return to the cash advance without submitting.

OK Cancel

Dane

[

[& miernet

00w -

Step

Action

15.

Click the OK button.
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rlu Home | Workiist | MutiChannel Console | Add to Favorites | _Sian out

search: = Mew Window | Customize Page | /&,

&

[ My Favorites -
> Data Expansion Tools Travel & Expenses - Cash Advance Report

7T N SRR View Cash Advance Report
> Service Request
[> Procurement Patty Panther User Defaults Advance ID: 0000002042
[ Assets
> Travel and Expenses =
— Open Resource Requests -
— Emplovee Project Center Description: Research Comment:
— Staffing Aoply Online Business Purpose: Field Work
— Travel and Expense Center
[ Manager Self-Service Status: Submission in Process TAR# 0000031993
[ Supplier Contracts
[+ Customers
[- Partners Last Updated: 03/30/2009 By 1290091
[+ Products
[+ Catalog Management 03 = A
[> Promotions QE Q¢
[- Customer Contracts
- Order Management
(> Pricing Configuration

[- Customer Returns *Source Description “Amount | Currency Apply Tax

[ Items

=

Accounting Date: 03/20/2009 Post State: Mot Applied

First [4] 1 or1 [ Last

> Cost Accounting ‘Ac:uunls Payable |Researcn | 200, UU‘USD ‘ [l

(- Vendors

> Purchasing

> Inventory

(> eProcurement Advance Amount: 200.00 UsD Report Balance

[+ Services Procurement " .

© Sourcing Applied To Expense Reports: 0.00 USD Due Company: 20000 USD
[ Engineering Payments Received: 0.00 USD

> Manufacturing Definitions

[ Production Control

(> Configuration Modeler M‘ ﬂl
(- Product Configurations
[ Quality

(- Demand Planning

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing j
I\ Berneot

Done [ [ [ [ [@mtemnet 0w - |

Step | Action

16. Click the Home link.
 Home|

17. | Congratulations. You have successfully Created a Cash Advance.
End of Procedure.
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