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How to Add a Cash Advance in Concur When Your Trip is Already
Approved

Create a new Request by clicking on New, then Start a Request.
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The Request Header will appear.

Request Policy Request Id Request Name * @
*ORAU-Travel Approve then Book 38WA ‘ Cash Adv San Diego 7/24/21 ‘
Supplemental Request Request/Trip Start Date * Request/Trip End Date *
| Search by v | Request ID | [ 072412021 ‘ || 0713112021 \
Trip Type * Are you attending a Conference? * Non-Business Days? * 0
‘ Domestic Travel ~ | | No ~ ‘ ‘ No ~ ‘
List of Non-Business Days O Booking Type * Main Destination City * 9
‘ | | 3. Other v ‘ ‘ US v~ | San Diego, California ‘
Main Destination Country Business Purpose * Project * [1]
us Cash ADV ‘ Y v ‘ CET_Gold Plan with EES OH (201218... ‘

Task * (2]
\ Y ~ ‘ CET_Gol - Task 10 (0102) \

Comment

Z

m Gancel

Follow these steps:

e For the Request Name, enter Cash Adv City and Dates (as much information that will fit)
e Enter the same dates as the original Request.

o Use the Supplemental Request Option, and select the Request you need the advance for.
e Choose “Other” for Booking Type

e Enter a description for what you are requesting in the Comment section.

o Complete the other required fields marked with a red asterisk.

e (lick Create/Save.
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Expected Expenses:

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

‘ Search for an expense type

“*UJ. Mileage

~ 07. Other
Abstract Registration Fees
Other

Personal Professional Development

Publication Charges

b Ex

~ ectec

Click Add and select Other

New Expense: Other $0.00

09/18/2021

@ Allocate
Trip Start Date Trip End Date
09/18/2021 09/24/2021

Description * @ Transaction Amount * Currency *

Ganee! “

\ \ \ US. Dollar

2

Comment

Enter $1.00 in the Transaction Amount field.
Enter “Cash Advance” in the Description section.

Click Save.
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Cash Advance:

To request a cash advance, click on the Request Details button and then Add Cash Advance.

Request Details w P

Request
Edit Request Header

Request Timeline
Audit Trail

Linked Add-ons

Add Cash Advance «

The Cash Advance screen will appear.

New Cash Advance E]

@ Cash Advance Amount * Currency *

[ & ] [us. otar | ~)

Cancel

Fill in the amount needed for and then click the Add Cash Advance button.

Profile

Copy Request Submit Request

Click Submit Request.
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