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About Applying and Reconciling a Cash Advance

A cash advance is a means for an agency to provide funds to an employee prior to travel in order to
minimize the impact of business travel on an employee’s personal finances. When you enter a Cash
Advance, it must be approved before it can be processed for payment.

Once travel is completed, the cash advance is applied to the employee’s expense report. If the Cash
Advance exceeds the expenses, the employee must return the difference and the Cash Advance must be
manually reconciled. If the expenses exceed the Cash Advance, the difference is reimbursed to the
employee and Cardinal will automatically reconcile the Cash Advance.

This job aid shows how to apply a cash advance to an expense report as well as the steps to reconcile a
cash advance.

Applying a Cash Advance to an Expense Report:

If an employee receives a cash advance for travel, it must be applied to the Expense Report in order to
be fully reconciled in Cardinal.

1 Enter the expense report on the Create Expense Report page. Navigate using the following path:

Main Menu > Employee Self Service > Travel and Expense Center

Fa\fn'rtes Mam'Menu » Employee Seff-Service > Travel and Expense Center

Travel and Expense Center
Travel and Expense Center

Employee Travel and Expense Center

| Expense Report =) Travel Authorization E‘ Cash Advance
gale.qadify print, view or delste an Expense Report =2| Create, modify, print, view, cancel or delete a Travel Authorization i

Create, modify, print, view and delete a Cash Advance.

=l Creaie | [= Create = Create
=| Modify = Wodify = Modif
F=] print = Print = Print
2 More... 3 More. 2 More...
‘4= Print Reports @? Profiles and Preferences =, | Review Payments
Oa Print any one of your expense transactions. —! Manage your personal, organizational and financial details for travel and B Review history of expense payments
[=] Expense Report expense reporting. = Review Expense History

= Travel Authorization =) Review/Edit Profile = Review Pavments
= cash Advance

2 Inthe Expense Report section click Create.

FE‘.’DvFitES Mainflenu » Employee Self-Service

Expense Report

Find an Existing Value

Empl ID: (00395426200 @)

Add

Find an Existing Walue | Add a Mew Value

3 The Expense Report page displays. In the Empl ID field, enter the 11 digit CIPPS ID of the
employee that you are creating the expense report for.
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4 Click the Add button.

Favorites @ Main Menu > Employee Self-Service
- i - -

Create Expense Report

Expense Report Entry Attachment

JANE DOE User Defaults Report ID: NEXT
~+ General Information
*Description: Business Writing Seminar Comment:
*Business Purpose: Training -

Reference:

Default Location: [Charlottesville (Aloemrl/Grn) Q@,

Accounting Defaults Apply Cash Advance(s) More Options:
" *Overview | *Detail | *Location || Merchant | AirHotel RRIICUC0M PerDiem | *Currency | [ETOM

*Expense _ ~ L -

Select ‘Expense Types Datea Transportation D *Miles Rate Passengers *Originating Location
Registration Fee ~  |osM212015 |5 =
Personl Mileage CostJ - |05|'121'2015 El 115 05750 Richmond (City Lil2, = [+]

v
v
| CopySelected | Delste Selected || CheckForEmors | New Expense + | Add |
Employee Expenses: 116.13 USD Due Employee: 116.13 USD
Non-Reimbursable Expenses: 0.00 UsSD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 UsSD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsSD
Definition of Totals | Update Totals |
| Save ForLater || Submit | Expense Report Project Summary Printable View

Return to Cash Advance

5 The Expense Report Entry page displays. Enter the expense details as appropriate.

6 Before saving the Expense Report, apply the cash advance by clicking the Apply Cash Advance
link.
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Fa\.fcﬂ'ites Main‘rf'lenu >  Employee Self-Service

Create Expense Report

Apply Cash Advance(s)
JANE DOE Report ID: MNEXT

*Advance ID Advance Amount Balance E:;:zange Total Applied
0000000330 250.00 0.00 USD 1.00000000 250.00 UJSD =]
Add Cash Advance Update Totals
Total Advance Applied: 250.00 UsSD
Total Employee Expenses: 116.13 USD
Total Due Company: 133.87 USD

OK

7 The Apply Cash Advance(s) page displays. Choose from the dropdown or enter the Cash Advance
number that you are applying to the expense report in the Advance ID field.

Multiple Cash Advances can be applied to one Expense Report if applicable. To add additional Cash
Advances, click the Add Cash Advance button.

8 The amount of the selected cash advance displays in the Advance Amount field.

9 The Total Applied displays the total amount of the cash advance. In this scenario, the cash advance
amount exceeds the amount of the expenses so you need to adjust this amount.

Fa\.fc‘n'r'rtes Mainvl‘u'lenu »  Employee Self-Service

Create Expense Report

Apply Cash Advance(s)

JANE DOE Report ID: MEXT
Exchange .
*Advance ID Advance Amount Balance Rate Total Applied
0000000330 250.00 000 UsSD 1.00000000 116.13)JUSD =l
Add Cash Advance Il Update Totals ]
Total Advance Applied: 25000 USD
Total Employee Expenses: 116.13 USD
Total Due Company: 133.87 UsD
Ok

10 Change the Total Applied field to equal the amount of the expense report. In this scenario 116.13.
11 Click the Update Totals button.
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Favtlrites Mainyenu > Employee Self-Service
Create Expense Report
Apply Cash Advance(s)
Cash Advance Information
*Advance ID Advance Amount Balance E;:gange Total Applied
0000000330 250.00 13387 UsSD 1.00000000 116.13 UsSD =]
Add Cash Advance Update Totals
Total Advance Applied: 116.13 USD
Total Employee Expenses: 116.13 USD
| Total Due Employee: 0.00 Usp}
Ok

12 Notice the Total Due Company no longer displays.

13 The Total Due Employee is 0.00.
14 Click the OK button to return to the Expense Report.
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Fa\rovrites MainvMenu »  Employee Self-Service

Create Expense Report

Expense Report Entry Aftachment
JANE DOE User Defaults Report ID: NEXT
~ General Information
*Description: Business Writing Seminar Comment:
*Business Purpose: Training -
Reference:
Default Location: Charlottesville (Albemrl/Grn) @,
Accounting Defaults More Options: -~ | GO |
Details
@SN Detail | *Location | Merchant | AifHotel || *Mieage | PerDiem || *Currency |
Select *Expense Type« Dlj_;znse *Amount Spent *Currency *Payment Type *Billing Type
Registration Fee - |051'121'2015 El | 50.00 |USD @, | Check ~ | Billable hd Eﬁi =
Personl Mileage CostJ » 0511212015 |[5] 66.13 USD Check - | Billable ~ B =
\
-
| CopySelected || Delete Selected | CcheckForEmors New Expense - | Add |
Employee Expenses: 116.13 USD Due Employee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 USD
Cash Advances Applied: 116.13 UsD
Definition of Totals | Update Totals
| Save For Later |I| Submit | Expense Report Project Summary Printable View

Return to Travel and Expense Center

15 Click the Check for Errors button. If errors exist, make the corrections and check for errors again.

16 Click the Submit button to submit the expense report.
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Favc;rites Mainlu'lenu > Employee Self-Service

Create Expense Report

Submit Confirmation

JANE DOE Report ID: MEXT

Expense Report Totals

Employee Expenses: 116.13 USD Due Employee: 0.00 USD
Hon-Reimbursable Expenses: 0.00 USD Due‘u’endor 0.00 USD
Prepaid Expenses: 0.00 USD Definition of Totals

Employee Credits: 0.00 UsD

Vendor Credits: 0.00 USD

Cash Advances Applied: 116.13 USD

V Click OK to submit, or click Cancel to return to the expense report without submitting.

| OK I Cancel

17 Click Ok to confirm the expense report is submitted.

A Cash Advance can be applied to one or more Expense Reports. For this scenario, the Cash
Advance is applied to only one Expense Report.

Since the employee’s cash advance is more than the expenses incurred, manual cash advance
reconciliation will need to be done. The employee will need to repay the agency for the excess funds.
See the next section in this job for steps to reconcile a cash advance.

Page 6 of 10 Rev 6/16/2015




|?_,‘CARD|NA|: |

Accounts Payable Job Aid

SW AP315 Applying and Reconciling a Cash Advance

Reconciling a Cash Advance:

When an employee receives a cash advance and the amount of the cash advance is more than the
expenses incurred, the employee must repay the Commonwealth. The steps below outline how to
manually reconcile a cash advance when an employee owes and repays funds to the Commonwealth.
The Cash Advance cannot be reconciled until the expense report has been entered and submitted.

1 Navigate to the Cash Advance Reconciliation page using the following path:

Main Menu > Travel and Expense > Manage Accounting > Reconcile Cash Advance

Search by:

Search §

- - =
Maximum number of rows to return (up to 300): (300

Cash Advance Reconciliation

Favorites Main Menu > Travel and Expenses > Manage Accounting > Recondile Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Advance ID

x|

Advance Description
Advance |D

Advance Status
Creation Date

Empl ID

Mame

egins witthDDDDDDSSU

2 Enter the Advance ID number in the Search by field. If you don’t know the Advance ID, you can also
search using any of the following:

Advance Description

a.
b. Advance Status

c. Creation Date

d. EmplID

e. Name

3 Click the Search button.
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Fa\rty'rtes MainvMenu ¥ TravelandvExpenses > Manage Avccounting > Reconcie Cash Advance

Travel & Expenses - Cash Advance Report
Reconcile Cash Advance Report

JANE DOE Advance ID: 0000000330
¥ General Information
Description: T 3031 - 4112015 Comment: Fund 02245
Business Purpose: Field Wark
Status: Paid Reference:
*Accounting Date: W 5] Post State: Posted
Accounting Template: STANDARD Last Updated: 03232015 By: STP&a792

Associated Expense Reports Customize | Find | View Al B | 28
Report ID Creation Date Report Status Amount Applied Currency
0000057351 05/29/2015 Paid 116.13/USD

Payments customize | Find | B | # First g o1 [ st
*Date *Humber *Amount Currency
0512072015 |EH | [ 0.00/ USD =l

Advance Amount: 250.00 USD Report Balance

Applied To Expense Reports: 11613 USD Due Company: 133.87 USD

Payments Received: 0.00 USD

Update Totals
Save for Later Reconcile

[Gh Return to Search

4 The Reconcile Cash Advance Report page displays for the selected cash advance.

The Expense Report that the Cash Advance was applied to displays in the Associated Expense
Report section.

5 The Due Company field displays the amount the employee owes the Commonwealth based on the
expense report. In this scenario, the employee owes 133.87.
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Favorites
! -

Travel & Expenses - Cash Advance Report

Main Menu > Travel and Expenses > Manage Accounting > Reconcile Cash Advance

Accounting Template:

Reconcile Cash Advance Report

JANE DOE Advance Dt 0000000330
~ General Information
Description: T 3131 -4M/20158 Comment: Fund 02245 @
Business Purpose: Field Work
Status: Paid Reference:
*Accounting Date: 05/29/2015 [ Post State: Posted
STANDARD Last Updated: 03/23/2015 By: STPBETI2

Associated Expense Reports
Report ID Creation Date

0000057351 05/29/2015

Report Status

Paid

First K1 4 of 1 O L ast

Customize | Find | View A1 | E | 3

Amount Applied Currency

116.13|USD

Payments

*Date

customize | Find | B | 28 First K1 g o1 O Las

*Amount

&=

e

[05/2912015

133.87 JUSD

[Eh Retun to Search |

Advance Amount: 250.00 USD Report Balance
Applied To Expense Reports: 116.13 UsSD Due Company: 133.87 USD
Payments Received: 0.00 USD
[ Update Totals |
| saveforlater | | | Reconcile

6 When the employee repays the funds, record the employee check number in the Number field.

7 Enter the amount the employee repaid in the Amount field. For this scenario, the employee repaid

the total amount.

8 Click the Reconcile button.
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Favorites Main Menu > Travel and Expenses > Manage Accounting » Reconcile Cash Advance

Travel & Expenses - Cash Advance Report

Reconcile Cash Advance Report

JANE DOE Advance ID: 0000000330

+ General Information

Description: T331-4112015 Comment: Fund 02245 &
Business Purpose: Field Work

IStatus: Reconciled I Reference:

*Accounting Date: 05/20/2015  [5] Post State: Posted

Accounting Template: STANDARD Last Updated: 05/29/2015 By: UHK37558

Associated Expense Reports Customize | Find | view 41| BV | 3 Frat K g ora O Last
Report ID Creation Date Report Status Amount Applied Currency
0000057351 05/29/2015 Paid 116.13 USD

Payments Customize | Find | B | 8% First £ 4 074 1 Last
*Date *Humber *Amount Currency
[o5i2gi2015 5 [3250 | 133.87 USD (=

Advance Amount: 250.00 UsD Report Balance

Applied To Expense Reports: 116.13 UsSD

e pe po Due Company: 0.00 USD
Payments Received: 133.87 USD
Update Totals
Saveforlater Reconcile

[5h Return to Search |

9 The Status field changes to Reconciled.
10 The Due Company field is now zero.

11 The Payments Received field reflects the amount of the check. This Cash Advance is now
reconciled.

Note: If the check amount has been less than the Due Company amount, the Status would not
change to Reconciled and an error message would display. In that case, you would click the Save
for Later button to save your entry and apply the payment to the amount due. Reconciliation would
not be complete until the Amount Due is zero.
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