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How to Expense a Cash Advance

This Quick Reference Guide reviews how to apply relevant expenses on a Concur Travel and Expense
report to a cash advance.

In circumstances where it is deemed necessary, i.e. Athletic Team Travel or Travel to an under developed
country lacking modern banking infrastructure, Boston University will allow a Traveler to apply for the
ability to withdrawal cash on their US Bank BU Travel Card.

Scenario: Traveler must account for how their cash advance was utilized by applying it to the relevant
Concur Travel and Expense Report.

BUworks Central

m Employee Self-Service
Employee Services
- Homepage | Listof Services | Search v
Working Time Work Environment Please take a moment to ensury
,gé Eé current and if you have not alrg
Record your working times, plan your time off, and S Display the University property assigned to you.
display your quota balances. Please select the Personal Information
g = Travel Reimbursements Boston University collects Race and Etf
P @ Benefits and Pay
6= government agencies. This data is con:
100 50, | Review the University's Travel Policy, apply for a Travel
23 Display the plans in which you are currently enrolled Credit Card, and manage Travel and Expense
and enroll in new benefit plans Reimbursements via Concur.
Display your salary statement and your direct deposit w Related Links
information |
(:¢» Campus Servic
Quick Links 9@  Home
Open Enroliment Access non-BUw
Salary Statement enroliment for Fit§
Convenience Pig ¥
Employee Services Area
—— Personal Information
&= Back
Manage your X gency contact, p
¥ Service Map

72 University Travel Card
5 Read Travel Card Poiicy
Submit an Application

Policies and Procedures
Review Travel Policy Page
Access a List of Travel Office Contacts
Concur Travel and Expense Reporting
Manage Business Travel Arrang: and R

To access Concur go to BUworks Central Portal Web-Site Page and follow the menu path below:

Menu Path: BUworks Central Portal = Employee Self Service tab - Travel Reimbursements>
Manage Business Travel Arrangements and Reimbursements = Concur Home Page
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On the Home tab Concur displays the number of open Cash Advances associated with a profile.

1 | Click on the number to display the Active Cash Advance List.
| ntvensity + 00 24 07 ] 1
Mew Open Available Open Cash
Hellg, Traveler Requests Expenses Reports Advances
2 From this page select the Manage Expenses tab to start an Expense Report
Aggdvohasw Advances o
— _ a e
3 .
Click on the Create New Report button to start a new Concur Travel and Expense report
[BCONCUR | Requests | Expense | App Center
Active Reports
;
i Accomodations Quick Card
{  Create New Report : $7.868.30
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4 Fill out all required fields in the Report Header
5 Hit Next button
6 Information

A window will appear prompting the assignment of any available Cash Advance to the newly
created report.

Select the check box next to the advance to be applied to the Expense Report and click the
Assign Cash Advance to Report button.

Cash Advance QC

© rew Expanse © Cuck Bpenses “ v.--.-‘- Beor Empa o

= 1 Totals
Aoy Mo Augn Trat i
1 Ereate & new axpante, Chck B apErOpate 15ense (e baow or iype e erPense type i e ekt above To e an eriing exsente, Chck e expense on e i 5o of e pege
PRERES E ¥ - vl
Comments Recently Used Expense Types

View Cash Agvances

Aecommodatons ParkangMeters Ca Rental
1 Expense Types

. Travel Expanses —02. Transportation 02, Tramspertation 85, Feus 06, Other
Accommodatons Awine Fees Tean

Sotel inserrmt Foos Cae Reotat 03. Masls. 0. Other
Travel Aowances ool ProneFax Foul
New finerary

Allocations

Ll Mieage Meais Rreaktastiunchidnner) Conference Regatatcos
PargMeters 04, Office Expenses Materats
Expentes & AN  racin Trowl Putie Transgont Ofice Supples Nesogs
02, Transportation Tan o toa
Axtre TossRosd Chargen 03. Fees Pratessonat SubmrptonsDves
Currency Exchange Fees

Avatable fieecanies

6a | If areport has already been created a cash advance can be added to it by

= Accessing the report,

= Clicking on the Details drop down list,

= Selecting the Available option under the Cash Advances sub heading.
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7 Click on the New Expense button to add the Out of Pocket expenses the Cash Advance was
utilized for.
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8 In this example the Cash Advance amount is $242.50

If a cash withdrawal made on the US Bank Visa Travel card was completely utilized the
Outstanding Advance amount will equal zero
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TOTAL REQUESTED
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_O:J'S'a‘dDNG ADVANCE TOTAL AMOUNT
$0.00 @ $242.50 $242.50
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10 | Inthe scenario where the traveler failed to use the entire withdrawal amount the remaining funds
must be classified as Expense Type Cash Advance Return.

\wport ond
Important

Once added to the report the amount of the Cash Advance Return line item is treated as a
personal expense and funds are due back to Boston University.

You have applied a Cash Advance to a Travel & Expense Report
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