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Procedure

Sometimes a Cash Advance will be more than the expenses incurred by an individual on
a trip. In this topic, you will be entering a Cash Advance to an Expense Report with no
reimbursement. You will actually owe the University money.

FIU

Personalize Content | Lavout

- My Favorites
- Employee Self-Service

[ Travel and Expenses
[ Worklist

- Tree Manager

- PeopleTools

[~ Chanoe My Password

Step | Action
1. Click the Employee Self-Service link.

Employee Self-Service]
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fSearch:

FIU
[ pora___&|

(- My Favorites

[» Assets
[ Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
(- Worklist
> Tree Manager
(- PeopleTools
- Change by Password
|~ My System Profile

|~ My Dictionary

i leny =

Employee Self-Service

":Trauel and Expense Center
[=liEmsloyee Travel and Expense Carter

Assets

Use the self-service employee role to manage
assets

B wigw Transter sssets

Iravel and Expenses
Submitireview expense reports, cash advance
requests, or travel autharizations

LUsger Preferences

Travel Services
Iy Vllet
[y allet Restore
EIReview Payments
I Review Payrol Paymerts
) print Bar Code Receipt Form
[ Revievy Expense History
[ Review/Edi Profile

Step | Action

2. Click the Travel and Expense Center link.

Travel and Expense Center|
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W rentzseps

FIU
[ pora___&|

[search

(- My Favorites

[~ Employee Self-Service
[» Assets

[» Travel and Expenses

> Travel and Expenses
(- Worklist

- Tree Manager

- PeopleTools

[~ Change by Password
|~ My System Profile

|~ M Dictignar

Travel and Expense Center

Employse Travel and Expenss Center
‘Exgense Report
Creste, modify, prirt, view o delete an
“Expenss Report

Blcrede

= Moty

B erint

2 More..

Cash Advance
5 Creste, modiy, prirt, view and delste a Cash
Advance.
Ecreate
= ot
B erint
2 More

i 7= Profiles and Preferences
= Manage your personal, arganizations and
financial details for travel and expense
reporting
) ReviewEdit Profile

3 Delegate Entry Authority

Iravel Services

Wiewr My Reservations, Change your
passwords, and log onto Travel Partner stes
Bty Reservations

B Travel Partner Password

B Travel Partner Logon

Time Report

Report
Blcreate
B wtodify
Eprint
Zhore...
1 Forecast Time
(1) Creste, modify or view forecast data
EForecast Tine
EReview Forecasted Tine

Review Payrments

Review history of expense paymerts
B Review Expense History
ElReview Payments
BReview Payrol Pavments

Creste, modify, print, view and delete a Tine

Iravel Authorization
Creste, modify, print, view, cancel or delete a
Travel Authorization
Blcreate
B htocity
BFrint
FMore...

-5 Print Reports
S vt any o ot your sxpsras transactions
P Expense Report
=) Ber Code Receipt Form
B Time Report
2 More

r Other Expense Functions
Wiew contents in My Weallet, create your own
template, or modify and existing template

) Create/ipdste User Template
by Visllet

Step | Action

3. Click the Expense Report link.

xpense Report|

4, Click the Create link.

5. Click the Add button.
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FIU
[ pora___&|

SEE 0 Iew Windaow | Help | C Pas | B
(- My Favorites
- Employee Self-Service Create Expense Report
I Assets —_— o
I Trawel and Expenses Populate From A Travel Authorization
= Travel and Expense Center .
(> Travel and Expenses Patty Panther Report I0: NEXT
[ Worklist
- Tree Manager From Date: 01/22/2008 H oTe 05222008 [ Search
(- PeopleTools
- Change by Password — —
- My System Profile Travel Auth Description Authorization D Date From  Date To Amount Currency
|- iy Dictionary Select |testvacay reassion sys profil 0000033267 D4/17/2008  04/20/2009 10,00 USD
Select | HEUG Conference 0000033249 04114/2009 0411412009 35000 USD
Select |01 04 0000023258 04114/2009  04114/2009 560.00 USD
Select |01 03 0000033252 0411472009 0411412009 900,00 USD
Select |01 04 0000033251 04/14/2009  04i14/2003 560.00 USD
Select |01 03 0000033248 04114/2009 0411412009 80000 USD
Select |Test01 01 0000033240 04114/2009  D4i14/2009 840.00 USD
Select |for SME's creation CAfrom TA 0000033237 04112/2009  04113r2009 1,250.00 USD
Select |farcreation of CAfor SME's 0000033238 0411372009 D4/13/2008 5,000.00 USD
Select | to use with exp report 0000033224 04/08/2009  04i08/2003 30000 USD
Select |to usewith exp report 0000033223 04/08/2009 04/08/2009 B,500.00 USD

{Return to Expense Report Entry

Step | Action

6. Click the Select button to choose your desired Travel Authorization.

7. Click the Apply Cash Advance(s) link.
[apply cash Advance(s)]
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W rentzseps

FIU
[ pora___&|

fSearch:

(- My Favorites
[~ Employee Self-Service Create Expense Report
[> Assets e ——
1> Travel and Expenses Apply Cash Advance(s)
~ Travel and Expense Gentet
> Travel and Expenses Patty Panther
[ Worklist
> Tree Manager
i ';‘;“P'ET?'I“'T: | *Advance ID Advance Amount Balance
|~ Change by Passwaori
- My System Profile Q oo oy
|~ My Dictionary
Add Cash Advance | Update Totals |
Total Advance Applied: ooo uso
Total Employee Expenses: 1,500.00 USD
Total Due Employee: 1,500000 USD

Ok

000 usp [=]

Mew Windaw | Help | ¢ Paie | B

MEXT

Total Anplied

Step | Action

8. Click the Look up Advance ID (Alt+5) graphic.

[

9. Click the 0000002097 link to select this cash advance.

0000002097

10. Click the OK button.
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FIU
[ pora___&|

fSearch:

(O]
(- My Favorites
- Employee Self-Service
[> Assets
[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
(- PeopleTools
- Change by Password
|~ My System Profile
|~ My Dictionary

Create Expense Report

Expense Report Entry
Patty Panther

=

User Defaults

*Description: |to use with exp repart

|Cnnference

E—"

*Business Purpose:

Default Location:

Home

Iew Windaow | Help | C

Page | B

Report ID:

Comment:

Reference:

Authorization ID: 0000033223

Accounting Defaults

More Options: |

3 ool

=]

*Overview Detail Location *Merchart *AirHotel Milsage: FCUrrency
select| [*Expense Twe *Expense Date | ‘Amount Spent |*Currency |*Payment Tyne *Billing Type | [
r | |[Foreign irtare | |[oar0sizo0a 5 || 1,500.00 |usD [outof Packet =] ([P Expex] |Fo. -D‘

Copy Selected | Delete Selected |

Employee Expenses: 1,500.00 USD
Non-Reimbursable Expenses: 000 UsD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 4,500.00 USD

MNew Expense | Add

Due Compary:
Due Vendor:

Check For Errars

4,000.00 USD
000 usb

Definition of Totals

Update Totals |

Save For Later Submit

Eeturn to Expense Report

4]

Expense Report Project Summary

Erintable Yiew

Step

Action

11.

Click the Submit button.

Notice that the Due Company: field shows 4,000 USD. This indicates that the
employee owes the University 4,000 USD.
Submit
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W rentzseps

FIU

fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

Create Expense Report

Iew Windaow | Help | C

Page | B

=]

[ Travel and Expenses Submit Confirmation
— Travel and Expense Center Report ID: MNEXT
(- Travel and Expenses Patty Panther ’
[ Worklist
> Tree Manager
[> PeopleTools Employee Expenses: 1,500.00 USD Due Company: 4,000.00 USD
|- Change My Password Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
[~ My Systern Profile Prepaid Expenses: 000 Uso
|~ My Dictionary Employee Credits: 0.00 Ush
Vendor Credits: 000 Uso
Cash Advances Applied: §,500.00 USD
V Click O to submit, or click Cancel to return to the expense report without submitting
0K Cancel

12.

Click the OK button.
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fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
(- PeopleTools
- Change by Password
|~ My System Profile
|~ My Dictionary

FIU
[ pora___&|

Create Expense Report

Submit Confirmation
Patty Panther

=

User Defaults

*Description: |to use with exp repart

E
E—"

*Business Purpose: | Conference

Default Location:

Iew Windaow | Help | C

Page | B

Report ID:

Comment:

Reference:

Authorization ID: 0000033223

Accounting Defaults Apply Cash Advance(s

More Options: |

=]

*Overview Detail Location *Merchant *AirHotel Milsage: FCUrrency
select| [*Expense Twe *Expense Date | ‘Amount Spent |*Currency |*Payment Tyne *Billing Type | [
r | |[Foreign irtare | |[oar0sizo0a 5 || 1,500.00 |usD [outof Packet =] ([P Expex] |Fo. -D‘

Copy Selected | Delete Selected |

Employee Expenses: 1,500.00 USD
Non-Reimbursable Expenses: 000 UsD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 4,500.00 USD

MNew Expense | Add

Check For Errars

Due Compary:
Due Vendor:

4,000.00 USD
000 usb

Definition of Totals

Update Totals |

Save For Later Submit

Eeturn to Expense Report

4]

Expense Report Project Summary Erintable Yiew

Step | Action

13.

Click the Apply Cash Advance(s) link.

[apply cash Advanceis)
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[Search ® New Window | Help | C Pas | B
(- My Favorites
[~ Employee Self-Service Create Expense Report
[> Assets e ——
1> Travel and Expenses Apply Cash Advance(s)
= Travel and Expense Center Report ID: NENT
> Travel and Expenses Patty Panther " )
[ Worklist
[ Tree Manager Exchange
- PeopleTools *Advance ID Advance Amount Balance Rate Total Applied
- Change by Password
- My System Profile 0000002087 550000 550000 USD  1.00000000 550000 USD [=]
|~ My Dictionary
Add Cash Advance Update Totals
Total Advance Applied: 550000 USD
Total Employee Expenses: 1,500.00 USD
Total Due Compamy 4,00000 USD
Ok

Step | Action

14. Enter the desired information into the field. Enter "1500.00".

15. | Click the Update Totals button.

You have to change the Total Applied to equal the amount of expenses that
the employee incurred to process the expense report in PantherSoft.

However, the amount the employee owes to the University will still be
recorded.

Lpdate Totals

16. Click the OK button.
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FIU
[ pora___&|

fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

Create Expense Report

Iew Windaow | Help | C

Page | B

=]

[> Travel and Expenses
= Travel and Expense Center Expense Report Entry
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist =
> Tree Manager
[ PeopleTools *Description: fto use with exp report Comment:
~ Ch Iy P d .
- gﬂszm P;z‘aewur *Business Purpose: | Conference ;I
|~ M Dictionary Reference:
Default Location: Q
Authorization ID: 0000033223
Accounting Defaults More Options: |
*Overview Detail Location *Merchart *AirHotel Mileage *Currency
select| [*Expense Twe “Expense Date | *Amount Spent |*Currency |*Payment Type *Billing Type | [
r | |[Foreign irtare | |[oar0sizo0a 5 || 1,500.00 |usD [outof Packet =l|[Fru Expej|Fo. -D‘
Copy Selected | Delete Selected | MNew Expense | Add Check Faor Errars
Employee Expenses: 1,500.00 USD Due Employee: 0.00 USD
Non-Reimbursable Expenses: 000 UsD Due Vendor: 000 usb
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 1,500.00 USD
Definition of Totals Update Totals |
Sawe For Later Submit Expense Report Project Summary Frintable View
Eeturn to Expense Report
1| B

17.

Click the Submit button.

| Subrmit
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W rentzseps

FIU

fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

Create Expense Report

Iew Windaow | Help | C

Page | B

=]

[> Travel and Expenses Submit Confirmation
= Travel and Expense Center Report ID: MNEXT
(- Travel and Expenses Patty Panther 4
[ Worklist
> Tree Manager
[ PeopleTools Employee Expenses: 1,500.00 USD Due Employee: 0.00 USD
|~ Change My Password Non-Reimbursable Expenses: 000 UsD Due Vendor: 0.00 UsD
[~ My Systern Profile Prepaid Expenses: 000 Uso
|~ My Dictionary Employee Credits: 0.00 Ush
Vendor Credits: 000 Uso
Cash Advances Applied: 1,50000 USD
V Click OK to submit, or click Cancel to return to the expense report without submitting
0K Cancel

18.

Click the OK button.
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FIU

[search Iew Windaow | Help | C Page | B

) neEp
(- My Favorites
~ Emplovee Self-Service
[> Assets
[> Travel and Expenses
= Travel and Expense Center Expense Report Entry
(> Travel and Expenses Patty Panther
[ Worklist
> Tree Manager
[> PeopleTools *Description; |to use with exp report Comment:
~ Ch Iy P d .
- gﬂszm P;z‘aewur *Business Purpose: |Cnnference ;I
|~ M Dictionary Reference:

Default Location: Q

Home

Create Expense Report

User Defaults Report ID: MNEXT

=

Authorization ID: 0000033223

More Options: | j ﬂl

Accounting Defaults

*Overview Detail Location *Merchart *AirHotel Milsage: FCUrrency
select| [*Expense Twe *Expense Date | ‘Amount Spent |*Currency |*Payment Tyne *Billing Type | [
r | |[Foreign irtare | |[oar0sizo0a 5 || 1,500.00 |usD [outof Packet =] ([P Expex] |Fo. -D‘

CnpyBelettedl Delete Selected | MNew Expense | Add Check Faor Errars

Employes Expenses: 1,500.00 USD Due Employee: 000 ush
Non-Reimbursable Expenses: 000 UsD Due Vendor: 000 usb
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 1,500.00 USD

Definition of Totals Update Totals |

Save For Later Submit Expense Report Praject Surrmary Erintable View

Eeturn to Expense Report

1| B

Step | Action

19. Click the Home link.

20. | Congratulations. You have successfully Applied a Cash Advance to an
Expense Report with No Reimbursement.
End of Procedure.
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