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Overview:
	
A Cash Advance/CA is used to provide funds to an employee prior to business travel to help minimize the employee’s out-of-pocket travel expenses.  The amount of the CA should cover only those anticipated travel expenses that the employee will be reimbursed for via an expense report/ER.  The amount reimbursed to the employee on the ER will be reduced by the amount of the CA applied toward the ER.
To withdraw, delete, reconcile, or mark for close a CA for another employee, a user must be an authorized expense user/proxy to that employee. 

A user must have the Agency T&E Maintainer (KAP_AGY_T_E_Maintainer) role to add or delete authorized users/proxies.

See job aid titled Setting Up Proxies on SMART Web for additional detail.


Default Chartfield Values Must be Populated in the Employee’s EX Employee Profile

To create a CA, the Default ChartField Values in the employee’s EX Employee Profile-Organizational Data tab must be populated.  The chartfield values cannot be entered when creating a CA.  

Chartfield values that must be populated are GL Unit, Department, Fund, Bud Unit, and Program, populating other chartfield values is optional.
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A CA does not affect Commitment Control/KK and is not a substitute for a travel authorization/TA.  If travel requires both a CA and a TA, either can be created first.  However, if the TA is created first, the CA can be created from the TA Actions menu which auto-populates some of the CA fields.  

CAs require only first-level/HR Supervisor and third-level/Agency Fiscal Office approval—there is no second-level approval.

Like an ER, a fully approved CA picks up in paycycle and must be paid via ACH.  Like other ACH payments, funds settle in the employee’s bank account two business days after being picked up in paycycle.

There is no journal-CA functionality.  To correct chartfield values on a CA in Staged or Paid status, you must add a journal in the General Ledger module/GL.

All or part of a CA can be applied toward an ER.  A single CA can be applied toward multiple ERs and multiple CAs can be applied toward a single ER.

During nightly batch, a CA will automatically reconcile if the entire amount of the CA was applied toward ERs in Paid status.  Otherwise, the CA must be manually reconciled as discussed under Reconcile a CA.  
Accounting Entries

· When the CA is fully approved, CA EXACCRUAL accounting entries are created in the EX module.  The entries debit account 140300-prepaid expenses and credit account 220110-accrued expenses payable for the amount of the CA. 

· When the CA is paid, CA EXPAYMENT accounting entries are created in the EX module.  The entries debit account 220110 and credit account 110100-cash for the amount of the CA.

· If the total amount of the ERs that the CA is applied toward is equal to or greater than the amount of the CA – the CA automatically reconciles once the ER is in Paid status:

· When the ER is fully approved, ER EXACCRUAL accounting entries are created in the EX module and show as Line 0 entries.  The entries include debits to expense accounts for expenses reported on the ER and a credit to account 140300 for the amount of the CA.  

· If the total amount of the ERs that the CA is applied toward is less than the amount of the CA – the CA must be manually reconciled when the employee pays back the amount they were overpaid and the ER is in Paid status:

· When the ER is fully approved, ER EXACCRUAL accounting entries are created in the EX module and show as Line 0 entries.  The entries include debits to expense accounts for expenses reported on the ER and a credit to account 140300 for the amount of the CA toward ERs.  

· When the CA is reconciled, CA EXACCRUAL accounting entries are created in the EX module and show as Line 0 entries.  The entries debit and credit account 140300 (netting to $0.00) for the amount of the CA that was repaid by the employee who received the CA. 

· When the amount of the CA that was repaid by the employee is deposited via the Accounts Receivable/AR module, the accounting entry credit should be to account 140300 for the amount of the CA that was repaid.  


	
Overview:
(cont’d)

	This job aid replaces the following job aid which has been removed from SMART Web:
· Creating Cash Advances


	
Security:
	
[bookmark: _Hlk50454663]Role: Only individuals with the following role can create/modify, or view a CA where they are the employee:

· Agency Expense Processor (KAP_Agy_Expense_Processor)


Role: Only individuals with the following role can create/modify, or view a CA where they are the employee and for other employees:

· Agency Expense Proxy (KAP_Agy_Expense_Proxy)


Role: Only individuals with the following role can withdraw, delete, reconcile, or mark a CA for close where they are the employee:

· Agency T&E Maintainer (KAP_Agy_T_E_Maintainer)


Role: Only individuals with the following role can withdraw, delete, reconcile, or mark a CA for close where they are the employee and for other employees:

· Agency Expense Proxy (KAP_Agy_Expense_Proxy) – must also be an authorized user/proxy


BU:    Agencies can only create/modify, view, withdraw, delete, reconcile, or mark a CA for close for employees of their agency business unit.





	
Create/Modify a CA

A CA can be modified only when the CA is in Pending status.

A CA is in Pending status when it is being or has been created but not yet submitted for approval.  A 
CA may also be in Pending status when it has been withdrawn or sent back for revision.

CA funds are deposited based on information on the employee’s EX profile-Bank Accounts tab for the row checked as the Default Profile.  See job aid titled Employee Profiles… for additional detail.
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To create a CA, click Add a New Value.

To modify a CA, click Find an Existing Value.

	
Navigation:  Expenses > Cash Advances > Create/Modify Cash Advance
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To create a CA, enter the Empl ID, click Add.











To modify a CA, search by any of the listed options, enter the criteria, click Search. 
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Note:  The screenshots above show a search by Empl ID.
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Note:  The remaining steps are the same whether creating or modifying a CA.

Enter or edit the highlighted fields, click Save for Later.








When ready to submit for approval, click the checkbox, then click Submit Cash Advance.

Click OK.













Click Refresh Approval Status.
	
[image: the Create Cash Advance screen with a note pointing at the source field. Note says " Should always select ACH". ACH is listed as the selected option in the field.]

The CA is assigned a report number and any errors are flagged.   
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The CA report status changes to Submission in Process and a Your cash advance 000000#### has been submitted for approval. message appears at the top of the View Cash Advance page.  
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The CA report status changes to Submitted for Approval, a Submitted line and icon are added to the Approval History.


	[bookmark: _Hlk50987528]
View a CA

A CA can be viewed when the CA is in any status.
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To view a CA, search by any of the listed options, enter the criteria, click Search.




	
Navigation:  Expenses > Cash Advances > View
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Note:  The screenshot above shows a search by Empl ID.







	
Withdraw a CA

The Withdraw Cash Advance button is active only if the CA is in Submitted for Approval status and the CA has not yet been approved by the HR Supervisor. 

Withdraw a CA to return it to Pending status so it can be modified, deleted, resubmitted to reset 
approval workflow, or to add or delete notes and attachments.  The CA must be resubmitted for
approval to return the CA to approval workflow. 
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To withdraw a CA, search by any of the listed options, enter the criteria, click Search.



	
Navigation:  Expenses > Cash Advances > View
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Note:  The screenshot above shows a search by Empl ID.
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Click Withdraw Cash Advance.  



















Click Return to Search.

	 
 [image: ]

A Your cash advance 000000#### has been withdrawn from the approver’s queue. message appears at the top of the View Cash Advance page.  

[image: ]

The CA report status changes to Pending, a Withdrawn line is added to the Approval History, and the Approval History icons no longer show.  


	
Delete a CA

A CA can be deleted only when the CA is in Pending or Denied status (unlike ERs and TAs in Denied status which cannot be deleted).

A deleted CA does not leave an audit trail and cannot be viewed or otherwise processed. 
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To delete a CA, enter the employee ID or the employee name, click Search.

	
Navigation:  Expenses > Cash Advances > Delete
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Select the checkbox for the CA to delete, click Delete Selected Advance(s).

For multiple CAs to delete, multiple checkboxes can be selected.

Click OK.
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Modify an Approved CA

An approved CA can be modified only when the CA is in Approved for Payment status.

Modify an approved CA to correct the chartfield values. 

You cannot modify an approved expense document that you submitted.
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To modify a CA, click the Cash Advances tab, then click the link to open the CA requiring correction.

Make the necessary corrections, click Save.



	
Navigation:  Expenses > Cash Advances > Modify Approved Cash Advances

Note:  It may take several seconds for the following screenshot to appear.
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Reconcile a CA  

A CA can be reconciled only when the CA is in Paid status.

If the total amount of the ERs that the CA is applied toward is equal to or greater than the amount of the CA, the CA automatically reconciles.   

If the total amount of the ERs that the CA is applied toward is less than the amount of the CA, the CA must be manually reconciled when the employee pays back the amount they were overpaid.  The overpayment should be deposited via the AR module with the credit to account 140300-prepaid expenses.
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To reconcile a CA, search by any of the listed options, enter the criteria, click Search.


	
Navigation:  Expenses > Cash Advances > Reconcile Cash Advance
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Note:  The screenshot above shows a search by Empl ID.
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Enter deposit information, use the Number field for a description, click Reconcile.  

If the AR deposit has been completed, enter the AR deposit information.  Otherwise, enter the employee’s payment information.

	
[image: Payments screen with two messages. First message box points to Amount field and 'Due Company' and reads " Amount of the CA overage that must be paid back by the employee.'

Second message points to Due Company column and reads ' The Due Company must be 0.00 to reconcile the CA.']

The CA report status changes to Reconciled and additional EXACCRUAL accouting entries are created.




	


	
Mark a CA for Close

A CA can be marked for close only when the CA is in Approved for Payment status and EXACCRUAL accounting entries have been created for the CA.

Mark a CA for close to prevent it from being paid. Once a CA is marked for close, the Office of Accounts and Reports/OAR will run the process to actually close the CA as part of paycycle processing.  

A closed CA leaves an audit trail and can be viewed but cannot be reused. 
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To mark a CA for close, search by any of the listed options, enter the criteria, click Search.


	
Navigation:  Expenses > Cash Advances > Mark Cash Advance for Close
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Note:  The screenshot above shows a search by Empl ID.
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Click Close.
	
[image: Cash Advance Close tab with a note pointing to Use Current Date radial. Note reads 'Should always leave as Use Current Date'.]
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Click OK.
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After paycyle runs, the CA report status and Post State change to Closed.  EXCLOSE accounting entries are created to reverse the EXACCRUAL accounting entries.


	
Apply a CA toward an ER

A CA can be applied toward an existing ER only when the ER is in Pending status and the CA is in 
Paid status.
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To apply a CA toward an ER, navigate to add a new ER or to modify an existing ER.

To create an ER, click Add a New Value.

To modify an ER, click Find an Existing Value.

	
Navigation:  Expenses > Expense Reports > Create/Modify
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To create an ER, enter the Empl ID, click Add.







To modify an ER, search by any of the listed options, enter the criteria, click Search. 
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Note:  The screenshots above show a search by Empl ID.
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Note:  The remaining steps are the same whether applying a CA toward a new or existing ER.

Remaining screenshots are based on a new ER.

Enter or edit the highlighted fields.  

Once all transactions have been entered, select Apply/View Cash Advance(s) from the Actions menu, click Go.

	




(this portion intentially left blank)










[image: Create ER screen with a note pointing to actions drop down with the 'Apply/View Cash Advances' option chose, and Expense Type field. Note reads: This was a Quick Statrt menu before changing to an Actions menu after an Expense Type was selected.']

Note:  The screenshot above is only a partial screenshot based on a new ER.  Additional fields not shown must also be populated.  
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Click the look up icon, select the CA to apply toward the ER. 

To apply multiple CAs toward the ER, click Add Cash Advance and repeat this step for each line.  
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Adjust the Total Applied as needed, click OK, continue processing the ER as usual.
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The Total Applied auto-populates the amount of the CA that has not already been applied toward ERs and can be adjusted as needed.

The total amount of CAs applied toward an ER cannot be greater than the Amount Due to Employee on the ER.

[image: ]

The ER summary page Totals show the Amount Due to Employee is reduced by the total amount of CAs applied toward the ER.  The Amount Due to Employee would be further reduced if there were Prepaid Expenses or other non-reimburseable expenses showing in the ER summary page Totals.
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