) Business Process Document
!W PS FIN Travel Expenses: Modifying Cash Advances

Department

Responsibility/Role

File Name Modifying Cash Advances_BUSPROC.doc

Version

Document Generation Date | 8/12/2009

Date Modified 8/12/2009

Last Changed by

Status

Modifying Cash Advances

Trigger:
Required Field(s) Comments
Output - Results Comments

Additional Information

Last changed on: 8/12/2009 9:19 AM Page 1




Business Process Document

JPanther:
PS FIN Travel Expenses: Modifying Cash Advances !

Procedure

You can modify a cash advance if you have not submitted it for approval or if an
approver sent it back for revision or correction.

In this topic, a cash advance had been Saved for Later and you will modify the amount
requested.

! I u _Lﬂ-e Workist | _MuttiChannel Console | _Add to Favories | Sign out

Personalize Content | Lavout
Menu = B

Search:

[ ®
[ My Favorites

[ Data Expansion Tools

[ Employee Self-Service

- Manager Self-Service

> Supplier Contracts

[ Customers

[ Partners

[> Products

[- Catalog Management

[ Promotions

[+ Customer Contracts

> Order Management

[+ Pricing Configuration

[ Customer Returns

[- Items

[ Cost Accounting

[- Vendors

> Purchasing

1> Inventory o
[ eProcurement

[+ Services Procurement

I Sourcing

[ Engineering

> Manufacturing Definitions
[+ Production Control

[ Configuration Modeler

> Product Configurations

[ Quality

- Demand Planning

> Inventory Policy Planning
[ Supply Planning

[ Grants

- Program Management

I Project Costing

- Proposal Management

[~ Maintenance Management
- Resource Management

[- Lease Administration

[+ Staffing

[ Travel and Expenses

[ Travel Administration ﬂ
| /i Done [ [ [ [@mtemet 0% -

Step | Action

1. Click the Employee Self- Service link.
[- Employee Self-Service]

2. Click the Travel and Expense Center link.

[Travel and Expense Cented

3. Click the Cash Advance link.

4. Click the Modify link.

Iodi
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Fl“ Home | Workist | MutiChannel Console | Add to Favories | _Sign aut

search: = DNew Window | /&,

(]

[ My Favorites Cash Advance

(> Data Expansion Tools Enter any information you have and click Search. Leave fields blank for a list of all values
[~- Employee Self-Service

[> Service Request { Find an Existing Value {_ Add a New Value

[» Procurement

[ Assets

I Travel and Expenses Search by: [Advance D (=] beains witn]

— Open Resource Requests

— Employee Project Center

— Staffing Aoply Online Search | Advanced Search

— 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 j

I Pranaeat

.| Done: [ [ [ [@mtemet 0w -

Find an Existing Value | Add 3 New Value

Step | Action

5. Enter the desired information into the begins with field. Enter "0000002043".

6. Click the Search button.

Search
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- Jesnther ¥

FIU

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 Favortes | _Sian out

Mew Window | Customize Page | /&,

Modify Cash Advance Report

Patty Panther
=
*Description:
*Business Purpose:
Status:
Accounting Date:

Import dvances

*Source

User Defaults

|Resear:h Project-Training

|Tra\nmg
Fending
03/20/2009

E

Description

Advance ID: 0000002042
Comment: El
“TAR#: 0000031994
Post State: Mot Applied
Last Updated: 03/30/2009  By: 1290091

*Amount | Currency %ﬁE;LW

Accounts Payable

Advance Amount:

Save For Later

=

|Research Project-Training

75.00 USD

Submit

Return to Cash Advance

‘| 75.00 |USD |l' |‘EI

Update Totals

[ [ [ [@mtemet

0% -

Step

Action

Enter the desired information into the Amount field. Enter "100.".

Click on the Update Totals button.

Notice the amount changed to the newly requested amount.

10.

| Submit

Click the Submit button.
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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

FIU

Home | Workist | _MuliChannel Console | _Add to Favorites |

=

Travel & Expenses - Cash Advance Report
Submit Confirmation
Patty Panther

Advance ID: 0000002043

Advance Amount: 100.00 USD

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

OK Cancel

w | Customize Page | B

Dane

[ [ [@mtemnet

L A00%

V%

Step | Action

11.

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

w | Customize Page | /&, 4]

Search: = Ney

&

[ My Favorites
[~ Data Expansion Tools
7T N SRR View Cash Advance Report
> Service Request
[> Procurement Patty Panther User Defaults Advance ID: 0000002043
[ Assets
> Travel and Expenses =
— Open Resource Requests -
— Emplovee Project Center Description: Research Project-Training Comment:
— Stafiing Apply Online Business Purpose: Training
— Travel and Expense Center
[ Manager Self-Service Status: Submitted for Appraval TAR# 0000031994
[ Supplier Contracts
[+ Customers
[- Partners Last Updated: 03/30/2009 By 1290091
[+ Products
[+ Catalog Management 0= A
[> Promotions QE Q¢
[- Customer Contracts
- Order Management
[> Pricing Configuration Customize | Find

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

[ Items
[> Cost Accounting ‘Ac:uunls Payable |Researcn Project-Training | 100, UU‘USD ‘ [l

[ Vendors

> Purchasing

> Inventory

(> eProcurement Advance Amount: 100.00 USD Report Balance

[+ Services Procurement

[+ Sourcing

> Engineering Payments Received: 0.00 USD

> Manufacturing Definitions

Egm;uctioz Coat;g\ | ~ Pending Actions Customize | Find First 4] 1.2 or2 [F] Last
onfiguration eler Profile Name Action Date/Time

[ Product Configurations ;

> Quality HR Supenisor Bush, George |

(- Demand Planning Prepay Auditor (Pooled

[ Inventory Policy Planning

- Supply Planning ~ Action History Customize | Find | First 4] 4 or4 [ Last

- Grants Profile Name Action DateTime

> Program Management — -
[ Project Costing Panther, Pathy Submitted 03/30/2009 1:53:15PM ; ’J

e Kl |

Done [ [ [ [ @ mtemnet 0w - |

Travel & Expenses - Cash Advance Report

=

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

Applied To Expense Reports: 0.00 USD Due Company: 100,00 USD

Step | Action

12. Click the scrollbar.

13. Click the Home link.
 Home|

14. | Congratulations. You have successfully modified a cash advance.
End of Procedure.
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