Lafayette College Quick Reference

Reconciling A Cash Advance

Use this process to reconcile a cash advance
previously received. Keep in mind you will need to

account for the full amount of the cash advance. If - [=]
there are funds left over, please follow the S~ - '
instructions in the "Return Unused Cash/Travel . e _55
Advance" guide before proceeding. . oo, 12

Details: Report ID: 010042326655, ReportName: Travel Advance Request for Trip to Navy.
RequestDate: 2025-01-23
Trips

® CashAdvance

1. From the Emburse home screen, choose the
+ Create button in the Expenses category.

® Credit Card

= [ emburse enterprise

Unused Items
4 Credit Card ltems

4. Emburse will display the screen shot below. It will
be pre-populated with the information used when the
advance was originally requested. Enter a description

Ve s suosen rons and click Save.
=n
O O View All
e Submited WR CashAdvance
2. Enter the Header data and click Save. B
Spent -1,000.00 | USD
[ = | :
/ Description Reconcile Boston University Trip. <_
Expenses For I

Import from Pre-Approval
Opfons

Location Where Expense Was
Reconcile Travel Advance for Navy Trip Incurred

,,,,,,

Domestic -
Report Name

Please fype the Funding Source - Fund/Org/Program you would like to search for in the funding Source box below. As you type, a drop down list

Report Type Employee Reimbursement - of matching items will be displayed for selection

Funding Source - Fund/Org/Program

Start Date 01/01/2025 G
e Date 13112005 m 100100-50400-77 Operating Budget - Op Rev & Exp
Fiscarvear Sy— - 5. After saving, Emburse will display the screen shot

showing a negative next to the amount of your cash

e Import Pre-Approval: If you were required to
get Pre-Approval before your trip for these
expenses, import the information by clicking this
button.

e Report Name: Naming Convention: Meeting or
Conference Name, Dates of Travel.

e Report Type: Employee Reimbursement

e Start Date: Click the calendar icon to select
the date which represents the start date for
this report.

e End Date: Click the calendar icon to select
the end date for this report.

e Fiscal Year: Choose the appropriate fiscal
year the expense belongs in. (This option
may be hidden during certain times of the
year.)

3. Under Add Expenses, select Cash Advance and choose
the cash advance amount previously received. Check the
box next to the cash advance amount and click Add.

advance showing as a Total Pay Me Amount.
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Geoff Schoeneck (C]
Reconcile Cash Advance For Boston Uni. Trip l6)
B oCommens § 0Atachments

DATE EXPENSE SPENT PAYME § B A

u -1,000.00
s WR CashAdvance 0% -1,000.00 v

=xpense Report
110042468692

Total Pay Me Amount

ur
. -1,000.00 usp

You can now begin posting expenses against the advance.
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¢ 6. To add expenses types against the cash advance, click
the + button and then Create New.
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Offline

Recycle Bin

eReceipts

Receipt Gallery

7. After choosing Create New, the Expense Type mosiacs
will appear. Choose the appropriate Expense Types for
> each of your transactions.
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. 8. Complete the expense tile form and click Save at the top
< right hand side of the screen to Continue.

<

: ¢ 740112-Car Rental ;
4 Date 01a02075 =

< Spent so0.00 [ | Uso

Pescription Van fa Drive the feam

Location Where Cxpense Was  Domestic ~
mea

% o

Rental Agency — Select - ~
<

Class seiect -
<
¢ Rental Date =
< Return Date M=

Location
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There may be additional fields to complete based on the
expense type. For example, Car Rental will ask the specific:
Rental Agency, Rental Date, Return Date, etc.

9. The appropriate Fund-Org-Program Code combination
should default in the Funding Source field based on the
individual completing the report.

10. After clicking save, the Total Pay Me Amount will be
reduced accordingly by the amount of the expense type
added.

BNV VAV AV AVAVAVAVAVAVAVAV AV AVAVAVANV ANV AMVAVAVAVAVAVAVAVAVAVAVAVAV AV AVAVA

>
>

e Expenses For @ 1
Reconcile Cash Advance For Boston Uni. Trip ®
B 0 Comment s @ 1 Attachments

Date EXPENSE SPENT PaYME § B A

Thu -1,000.00

ovaozoes R Cash Advance Uso -1,000.00 v

IO eoss (& TA0T12-Car Rental 0000 50000 &

Expense Report
010042468692

Total Pay Me Amount

——> 5000000 L ]

11. Continue adding all expenses to the reimbursement
request until complete. When all expense types have been-
added, choose Submit.
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If you've spent less than the total cash advance received,
choose the Cash Advance Return mosiac tile and complete
the expense tile form. Be sure to attach the receipt
generated when you returned the funds used in the Quick
Reference Guide titled Return Unused Cash/Travel Advance.
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12. A Submit Confirmation screen will appear. Click the
green Submit button.

Submit Confirmation

I hereby certify that all expenses listed here are true and correct to the best of my knowledge and are for legitimate business purposes
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13. After hitting the Submit button, a message saying your
report has been successfully submitted should appear.

14. To check the status of your expense reimbursement
report, click in the Expenses header on the home screen
and select View All Submitted.
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15. Click on the appropriate report in question. You can
open the report to check the tracking to see where it's at
in the approval process.
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