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Creating Cash Advances
Statewide Management, Accounting and Reporting Tool

Creating Cash Advances
A cash advance has several parts to complete before submitting for approval.  If you have set up a report description and business purpose on the User Defaults page, then the SMART Expenses module populates these fields on cash advances.  You can save a cash advance for further work, or you can submit a cash advance for approval. 

Procedure

In this scenario, you will enter a cash advance for $250 for a conference to be held in Dallas.
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	Step
	Action

	1. [bookmark: T3_F4]
	Begin by navigating to the Create Cash Advance page.

Click the Main Menu button.
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	Step
	Action

	1. [bookmark: T3_F6]
	Click the Employee Self-Service menu.
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	1. [bookmark: T3_F8]
	Click the Travel and Expense Center menu.
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	Step
	Action

	1. [bookmark: T3_F10]
	Click the Create/Modify link.
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	Step
	Action

	1. [bookmark: T3_F12]
	Click in the Empl ID field.
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	1. [bookmark: T3_F14]
	Enter the desired information into the Empl ID field. Enter "KS92TEST3".
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	1. [bookmark: T3_F16]
	Click the Add button.
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	Step
	Action

	1. [bookmark: T3_F18]
	Click the User Defaults link.
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	1. [bookmark: T3_F94]
	Use the User Defaults page to view or modify default preferences for travel authorizations, cash advances and expense reports.

The information on this page controls the way each of the above expense transaction pages are displayed. These defaults can be changed if they do not represent the correct information for your transaction.
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	Step
	Action

	1. [bookmark: T3_F22]
	Click the Close Tab button.
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	1. [bookmark: T3_F98]
	Use the Create Cash Advance page to create a cash advance request to submit for approval or save for later.
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	Step
	Action

	1. [bookmark: T3_F24]
	SMART Expenses populates this field if you have set up a business purpose on the Employee Profile - User Defaults page.

Click the Business Purpose list.
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	Step
	Action

	1. [bookmark: T3_F28]
	Click the Conference list item.
[image: ]



[image: ]

	Step
	Action

	1. [bookmark: T3_F30]
	Enter a description to identify the cash advance. SMART Expenses populates this field if you have set up a report description on the Employee Profile - User Defaults page.

Click in the Advance Description field.
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	1. [bookmark: T3_F32]
	Enter the desired information into the Advance Description field. Enter "Conference in Dallas".
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	1. [bookmark: T3_F34]
	Click the Source list.
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	Step
	Action

	1. [bookmark: T3_F38]
	Click the ACH list item.
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	Step
	Action

	1. [bookmark: T3_F40]
	Click in the Description field.
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	1. [bookmark: T3_F42]
	Enter the desired information into the Description field. Enter "Supplies for conference".
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	1. [bookmark: T3_F44]
	Click in the Amount field.
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	1. [bookmark: T3_F46]
	Enter the desired information into the Amount field. Enter "250.00".
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	1. [bookmark: T3_F111]
	Click the Save for Later link to save the cash advance without submitting it for approval. This allows you to modify the cash advance at a later time. 

	1. [bookmark: T3_F113]
	Click the Submit checkbox and Submit Cash Advance button to save the cash advance and submit it for approval. After the cash advance has been submitted, it cannot be modified.

Note: An Advance ID is created in the process of clicking either the Save for Later link or the Submit Cash Advance button.

	1. [bookmark: T3_F48]
	Click the Save for Later link.
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	1. [bookmark: T3_F50]
	Click the Submit Checkbox option.
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	1. [bookmark: T3_F52]
	Click the Submit Cash Advance button.
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	Step
	Action

	1. [bookmark: T3_F54]
	SMART provides a confirmation page to make sure you want to submit the cash advance.

Click the OK button.
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	1. [bookmark: T3_F106]
	Congratulations! You have successfully completed the Creating Cash Advances topic.
End of Procedure.
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