k -I Wesleyan

Request a Cash Advance

1 Navigate to the Menu

1
\
Wesleyan University

= MENU

2

Hi There

Awaiting Your Action

Click "Expenses Hub"

Financial Reporting Dashboard

Financials Dashboard

Benefits and Pay

Expenses

Expenses Hub

Audit Reports [HET]

Top 10 Customers by Revenue

Jobs Hub

Recruitina Dashboard




3 Click "Create Spend Authorization"

Transactions To Expense

Expenses that you need to add to
expense reports and submit

06/13/2024
Quick Expense: $15.00

niversity Q search
ub |« Tasks
s Needs attention
actions
Expense Reports To Submit
zations Edit or view expense reports that
require action
5
DRAFT
06/13/2024 - ER-000000133 test
Total: $0.00
4  Type a description

PO UL LRI T BT [T T O LI R T

v Spend Authorization Information

B O R LT LN

v Spend /

Reimbursemen’

Justification

Company *| X WU Wesleyan University =
Start Date * m’

End Date * m’

Description *

Business Purpose

0.00

Spend Authorization Total *

Currency usbD

Spend Authorization Lines Attachments



5

6

Complete a valid business purpose.

v Spend Authorization Information

Company

Start Date

End Date

Description

Business Purpose

*

*

Spend Authorization Total *

Currency

Spend Authorization Lines

X WU Wesleyan University

06/17/2024 [ ’

06/17/2024 [

Cash AdvancH

0.00

usD

Attachments

A

R W RN

Click the "Spend Authorization Total" field.

Company

Start Date

End Date

Description

Business Purpose

*

Spend Authorization Total *

Currency

Spend Authorization Lines

X WU Wesleyan University

86/17/2024 [£]

06/17/2024 [ ‘

Cash Advance

0.00

UsbD

Attachments

(Savefor Later) C Cancel )

v Spend /
Reimbursemen

Justification

Reimbursemen

Justification



7 Click "Add" to add lines

Cash Advance

Description *

Business Purpose X Research

Spend Authorization Total * | 500.00

Currency usbD

Spend Authorization Lines Attachments

@ Add

Submit <Save for Later) C Cancel )

8 Click the "Expense Item" field and add the applicable items for the advance

thorization Lines Attachments
000 Spend Authorization Line Taf
Expense ltem % | [earch =
Quantity * (1
Per Unit Amount * | 0.00
Total Amount *| 0.00
Budget Date * | 06/17/2024 [

LY PR I



9 Click "Travel Meals"

L Spend Authorization Line faf
Expense Item * | Meal - §
Search Results (4)

a value.

Quantity *

O_ Travel Meals

Per Unit Amount *| (O) Alcohol
Total Amount * O o
Budget Date * | 06/17/2024 [
Memo

Cash Advance Reauested [ |

10 Enter a "Total Amount".

leals 0.00 | gpend Authorization Line 1]

Instructional Text

Expense Iltem %* | Search

X Travel Meals

Maximum daily meal all

Quantity 1 tic travel.
Per Unit Amount 0.00 Item Details
Attendee(s) x Val
Total Amount *| 0.00
e | Count
Budget Date *| 06/17/2024 [ Y
Memo ‘

Cash Advance Requested ||

Worktags

Gift [
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Check the "Cash Advance Requested" Checkbox

Per Unit Amount

Total Amount

Budget Date

Memo

500.00

500.00

86/17/2024 [o]

Cash Advance Requested D

Worktags

Gift

Grant

Project Task

*Cost Center

wx CC1029 Office of Finance

and Adminictratinn

Maximum dai
tic travel.

Iltem Details

Attendee(s)

Country



12

Different details will be required depending on the expense item chosen. In this

case, "Country" is required for meals due to the differences in maximum amounts
depending on domestic vs. foreign travel.

vel Meals

/2024 ]

Instructional 1ext

Maximum daily meal allowance is $100 for international travel and $75 for domes-
tic travel.

Item Details

i
| S [ UR—

Attendee(s) ’ % Valerie Nye

Country ‘

13 Click "Travel Classification (CWT-01)"

Grant

Project Task

*Cost Center

Designation

Designee

*Travel Classification (CWT-01)

Transaction Detail (CWT-05)

*Additional Worktags

% CC1029 Office of Finance
and Administration

My Worktags >
Travel Classification ([CWT-01) >
Bearch =
Error:
A value is required for: Travel Classification (CWT-

01)

x Fund: FD100 Unrestricted
Operating

% Program: PG500



You can add an attachment if it makes it provides more context for the approver
14 . . . . " e n
but it is not required. Click "Submit

and Administration

Designation

Designee

*Travel Classification (CWT-01)

——

X TR0OO002 Travel Foreign - ]

Transaction Detail (CWT-05)

*Additional Worktags x Fund: FD100 Unrestricted
Operating

x Program: PG500
Institutional Support

Submit (Savefor Later) C Cancel )




