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In the NextGen Ul for Concur Expense, click Expense > Cash Advances. The Cash Advances page appears.

Administration~ | Help~
SAP Concur @ Requests Travel Expense Invoice Approvals Reporting » App Center Links .
-

Profile ~

Manage Expenses View Transactions Budget Insight Central Reconciliation » Processor v
Cash Advances

View: Active Cash Advances w

SUBMITTED 10/17/2018 ISSUED 09/14/2017
Cash for Canada Trip Cash for Canada Trip CA-PS1
o Amount Amount Amount Balance
Request Cash Advance CAD 200.00 CAD 200.00 AUD 604.64 | $763.59
Not Submitted Pending Approval

Pat Davis




To view a cash advance, click the desired cash advance.

Administration> | Help~

Requests  Travel Expense  Invoice  Approvals  Reporting~

SAP Concur

App Center
ki Profile = &

Wanage Expenses View Transactions ~ Cash Advances  Budget Insight  Central Recenciliation Processor=

Cash Advances

View: Active Cash Advances w

NOT SUBMITTED 1017/2018 SUBMITTED 1017/2018 ISSUED 0911412017
Cash for Canada Trip Cash for Canada Trip CA-PS1

o Amount Amount Amount Balance
CAD 200.00 CAD 200.00 AUD 604.64 | $763.59

Request Cash Advance

Cash for Canada Trip®

10/17/2018

Gancel m m

Cash Advance Timeline  Manage Attachments

ISSUED

CA-PS2

Details Expenses

* Indicates required field

|V|

Name * Cash Advance Amount * Currency *

‘ Cash for Canada Trip | 200.00 Search for Currency

Requested Disbursement Date

MM/DD/YYYY |

Purpose

T =

Cash Advance Comment

.

Use the View list to view active cash advances, issued cash advances, etc.

Manage Expenses View Transactions Cash Advances Budget Insight C

Cash Advances

View: Active Cash Advances w

v Active Cash Advances

NOT SUBMITTED 10/17/2

Pending Cash Advances

Approved Cash Advances
Sent Back Cash Advances
Issued Cash Advances
Cancelled Cash Advances
Completed Cash Advances
All Cash Advances

Cash for Canada Trip

Amount
CAD 200.00

Not Submitted

ISSUED 09/14/2017

CA-PS2

wmasar | naaass

Cash for Paris Trip

ausaviar 1w

ISSUED 10/17/2




To create a new cash advance, on the Cash Advance List page, click Request Cash Advance.

Manage Expenses  View Transactions ~ Cash Advances  Budgstinsight  Central Reconciliaion~  Pracessor

Cash Advances

View: Active Cash Advances w

NOT SUBMITTED 1011712018 SUBMITTED 1001772018
@ Cash for Canada Trip Cash for Canada Trip CA-PS1
Q Amount Amount Amaunt Balance
Request Cash Advance CAD 200.00 CAD 200.00 AUD 604.64 | $763.59

New Cash Advance Cancel mm

Cash Advance Timeline  Manage Attachments

ISSUED
Details Expenses

CA-PS2
* Indicates required field
Amount | Balance Mame * Cash Advance Amount * Currency *
$478.78 | $453.78 —_———— Y
l } ‘ l Search for Currency | v I
Purpose Reqguested Disburssment Date

| ‘ B3 | MMDDAYYY I

Cash Advance Comment

Request a Cash Advance — Typical Process

@m= To request a cash advance:

1. On the Cash Advances page, click Request Cash Advance. The New Cash Advance page appears.

New Cash Advance Cancel mm

Cash Advance Timeline  Manage Attachments

Details Expenses
* Indicates required field
Name * Cash Advance Amount * Currency *
| | ] ‘ Search for Currency ‘ v I
Purpose Requested Disbursement Dale
| |E MM/DDIYYYY \

Cash Advance Comment

NOTE:The fields that appear on this page are configurable by your company,
so your New Cash Advance page may be different from the one
shown here.




Complete the fields on the page as directed by your company. Use the
Manage Attachments link to add attachments, if applicable.

Cash to Trip to Canada

Cash Advance Timeline  Manage Attachments

Details Expenses

Name *

‘ Cash to Trip to Canada ‘

Cancel m m

* Indicates required field

Cash Advance Amount * Currency *

[ 100.00 } ‘ Canada, Dollar

[¥]

Purpose Requested Disbursement Date
‘ tips and misc \ ‘ } 12/13/2018
Cash Advance Comment
Click Submit.

Manage Expenses View Transactions

Cash Advances

View: Active Cash Advances w

L

Request Cash Advance

Cash Advances Budget Insight

Central Recon|

SUBMITTED 12/10/2018

Cash to Trip to Canada

Amount
CAD 100.00

Pending Approval
Pat Davis




Once submitted, the request goes through an approval process and then on

to the Cash Advance administrator for issuing. The company then distributes
the cash according to its internal process.

Manage Expenses View Transactions Cash Advances Budget Insight Central Recon|

Cash Advances

View: Active Cash Advances w

ISSUED 12/10/2018

Cash to Trip to Canada
0 Amount Balance
Request Cash Advance CAD 100.00 | $75.07 |

Account for a Cash Advance

To account for a cash advance on an expense report:

1. On the expense report, click either:

¢ The View link in the top banner.

¢ Report Details > Manage Cash Advances

Either way, the Cash Advances page appears.



Manage Expenses View Transactions Cash Advances Budget Insight Central Reconciliation v Processor

X

Submit Report

@ There are cash advances available to add to this repo

Trip to Canada $0.00 i

Not Submitted

Report Details v Manage Receipis v

Report
Report Header
Report Totals Expense Type Vendor Details Date  Requested
Report Timeline x
Audit Trail
AL Cash Advances x
Report Payments [Vl )
Available: 1
Linked Add-ons
Manage Cash Advances
Cash Advance Name Forelgn Amount Exchange Rate Amount Balance
No Cash Advances Linked
Add cash advances to this report to submit for reimbursement.
Available Cash Advances x
[J cash Advance Name & Date Issued Foreign Amount Exchange Rate Amount Balance
[J Cashto Trip to Canada 12/10/2018 CAD 100.00 $0.75071693 $75.07 $75.07
Cancel

2. Inthe Cash Advances page, either:

¢ Use a cash advance that appears on the page

¢ Click Add. The Available Cash Advances page appears.
e Select the desired cash advance.

e Click Add to Report.



