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How to attach a Cash Advance to an 
Expense Report 

1 Click here 
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2 Click here 

3 Click here 
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4 Search for the Pre-Approval you are trying to do an expense report and click on 
name. 

5 Click here 
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6 Select correct AP Type that is associated with Cost Center that is going to be 
charged. 
Appropriated (Fund 10 Only) 
Appropriated and Local/Grant 
Local and Grant 

7 Click here 
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8 You can see the Cash Advance under all or click on Cash Advance to only see a list 
of just Cash Advances. 

9 Select the Cash Advance that you want to add to Expense Report. 
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10 Click on add. 

11 Give a description what the Cash Advance was for. 
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12 Click here 

13 Notice that Cash Advance is added as a negative to the Expense Report. This is 
because this check was already issued to user and now is being applied to an 
Expense Report. 
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14 Now you will need to adjust the rest of the errors an information that needs 
receipts attached. 

15 When complete with adjusting everything you can submit Expense Report. 
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16 This verifies that you are complete with process and want to submit this form. 




