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Cash Advance
NOTE: Multiple SAP Concur product versions and UI themes are available, so this content might contain images or procedures that do not precisely match your implementation. For example, when SAP Fiori UI themes are implemented, home page navigation is consolidated under the SAP Concur Home menu.
Section 1:  Permissions

A company administrator may or may not have the correct permissions to use this feature. The administrator may have limited permissions, for example, they can affect only certain groups and/or use only certain options (view but not create or edit). 

If a company administrator needs to use this feature and does not have the proper permissions, they should contact the company's SAP Concur administrator.

Also, the administrator should be aware that some of the tasks described in this guide can be completed only by SAP. In this case, the client must initiate a service request with SAP Concur support. 

Section 2:  Overview of Concur Request

Refer to the Concur Request: Overview Guide for general information about requests, such as what the user sees, what the approver sees, workflow, settings, configuration basics, etc.

Section 3:  Concur Request Configurations

Not all Concur Request features are available for all Concur Request configurations.


	Configuration
	Is this feature available?

	Stand-alone
	Yes, Optional

	Integrated with Concur Expense (but not Concur Travel)
	Yes, Optional

	Integrated with Concur Travel (but not Concur Expense)
	Yes, Optional

	Integrated with Concur Expense and Concur Travel
	Yes, Optional


NOTE: If Concur Request is integrated with Concur Expense (with or without Concur Travel) and if Concur Request is using the Cash Advance feature, it is not a requirement that Concur Expense is also configured to use Cash Advance.

Section 4:  Overview of Cash Advance
Concur Request users can request one or more cash advances as part of a request. In addition to requesting approval for segments (like air and rail) and expected expenses (like meals), the user can request cash for taxi, tips, incidentals, etc.
Delegates and Proxies

Delegates and proxies can create and modify request cash advances on behalf of the request user.

Section 5:  End-User Experience 

Single Cash Advance
The cash advance information is part of the request. The user completes the request, the cash advance information, the segments, and any expected expenses, and then submits the request as usual.
Users can add a cash advance to a request using the Request Details > Add Cash Advance menu selection in the request.
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Clicking Add Cash Advance opens the cash advance details page. Users complete the fields on the page.
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The cash advance name is the name of the request.
When users click Save, the cash advance information is displayed in the CASH ADVANCES section above the Expected Expenses list.
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The cash advance enters its approval workflow only after the request has been approved. Once the request has been approved, the cash advance shows the appropriate status (depending on the workflow) on the Expense > Cash Advances > View Cash Advances page in Concur Expense.
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Once the request is submitted and approved, the cash advance request goes through an approval process and then on to the Cash Advance administrator for issuing. The company then distributes the cash according to its internal process.

Then, if Concur Request is integrated with Concur Expense and if the cash advance has been issued by the Cash Advance Administrator, the cash advance is automatically included when the user assigns the request to an expense report.
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NOTE: As noted previously, the Cash Advance feature does not have to be enabled in Concur Expense. However, if it is not activated in Concur Expense (using Group Configurations) and if the Allow user to carry a Cash Advance balance from one report to another setting is not selected in the group configuration, then the request cash advance can be assigned to only one expense report. It cannot be carried over.
Multiple Cash Advances

Concur Request can be configured to allow multiple cash advances on one request. This feature is very helpful for users who travel to more than one country and need cash in more than one currency.
If Concur Request is configured to allow multiple cash advances per request, users can click the Add Cash Advance menu selection on the Request Details menu for each cash advance they want to create for the request.

NOTE: The Add Cash Advance menu selection is not available on the Request Details menu once a request is submitted. The Add Cash Advance menu selection will also not be available if a cash advance limit is configured, and the limit has been met.

When multiple cash advances are added to a request, the CASH ADVANCES section displays the number of cash advances for the request, the total amount of the combined cash requests in the user's currency, and the individual cash advance amounts.

For example, if a user created a cash advance for $100 US dollars and added a second cash advance for €25 Euros, when they click Save on the cash advance details page, the CASH ADVANCES section is updated from 1 cash advance to 2, the Amount is updated to show the total of both cash advances - $127.36 US dollars, and both cash advance amounts are listed - $100.00 and EUR 25.00.
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To view the cash advance details, the user clicks the CASH ADVANCES section.
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Clicking the CASH ADVANCES section opens the Cash Advances dialog.
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The user selects one of the cash advance entries, and then clicks Select.

Clicking Select opens the cash request details.
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NOTE: If the amount for a segment or expected expense that is eligible for cash advances is modified or deleted, even if the amount is manually modified or deleted, the following message is displayed:

You have added or changed the amount of a segment that is managed by Cash Advance. Do you want the Cash Advance amount to be updated? Click Yes to recalculate the Cash Advance amount. Click No to save the changes on the segment only. 

Clicking Yes updates the cash advance amount, incorporating any cash advance limit rates, and opens the request details page. When No is selected, the cash advance amount is not updated, and the request details page opens.

Note the following:

· Each cash advance must have a different currency.

· When a user requests a cash advance in a currency other than the user's home currency, the converted amount (in home currency) also displays on the request.

· With multiple cash advances, the CASH ADVANCES section displays the number of cash advances for the request, the total amount of the combined cash requests in the user's currency, and the individual cash advance amounts.
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· Regarding workflow and approvals, multiple cash advances work the same way as single cash advances, as described in the previous section.

· If Concur Request is integrated with Concur Expense, when the request is associated with an expense report, all cash advances on the request are imported into the expense report. 

For configuration information, refer to the Configuration section in the guide.
Cash Advance Creates Expected Expense

The administrator can configure Concur Request to automatically create an expected expense for the cash advance total of a request. If this feature is enabled, the user will see a new entry on the Expected Expenses page, with the expense type the administrator configured, after saving the cash advance(s). The benefit of this feature is to allow cash advance requests to be routed through a Cost Object Approval Workflow.

The cash advance expense entry created on the Expected Expenses page can be allocated to cost objects.

NOTE: If this feature is enabled, the total request amount displayed in the Amount field includes the amount of the cash advance. Therefore, this functionality should only be used for requests that contain only a cash advance. Be sure to use the corresponding cash advance expense type when configuring the Cash Advance Auto Generated Expense Type policy. 

When using this functionality for Concur Request, combining both a cash advance and any expected expenses or segments is not supported. Doing so will produce incorrect results, especially when used in conjunction with Budget or Funds Management. The cash advance is not a cost, but a means of payment, and therefore should not be reflected as a line item.
If this feature is enabled, clarify the desired process with users to avoid confusion.

The user enters the cash advance on the cash advance details page.
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After clicking Save, the user can view the automatically generated expense on the Expected Expenses page. This company is configured to use the Cash Advance parent expense type for these expenses:
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For more information, refer to the Step 1 – Configure the Request Policy section of this guide. 
Cash Advance Limits – Percentage of Selected Segments and/or Expected Expenses
The Cash Advance feature can be configured to limit the amount of a cash advance based on the total amount of selected segments and/or expected expenses on the request. For example, the configuration can ensure that the cash advance amount does not exceed 60% of the total of the hotel, rental car, and meals amounts.

There are two ways to use this feature: 

· Automatic adjustment: The client can define the limit in the request policy, along with the segment types and expected expense types that will be used to calculate the limit. With this method, the user can see the amount of the limit while creating the request. As the user creates the request or makes changes, the amount of the cash advance is adjusted accordingly.

· Simple audit rule: The client can define the segment types and expected expense types that will be used to calculate the limit and then use a default audit rule to monitor the limit. With this method, there is no automatic adjustment, and the user is made aware of the limit in the audit rule exception.

Both limit management types are described in the following sections.
Limit Management – Automatic Adjustment

Assume in this example, Concur Request is configured so that the amount of the cash advance cannot exceed 75% of the total of meals and incidentals.

The user starts the request as usual, entering the cash advance amount on the cash advance details page. (The user can also wait until later to enter the cash advance amount, if desired.)

As the user continues to enter segments and expected expenses (in this example, meals and incidentals) on the request, the system is calculating the cash advance limit (75% in this example) and comparing that amount to the amount of the cash advance ($300 in this example). The system notifies the user when the amount of the expected expenses affects the amount of the cash advance with the following message:

You have added or changed the amount of an expected expense managed by Cash Advance. Do you want the Cash Advance amount to be updated? Click Yes to recalculate the Cash Advance amount. Click No to save the changes on the Segment only.
The user can:

· Click Yes to have the system automatically adjust the amount of the cash advance.
– or – 

· Click No to keep adding entries and then manage the cash advance amount later.

Assume that, in this example, the user entered $300 for the cash advance and also entered $450.00 in meals and incidentals. 75% of $450 is $337.50. The user clicked Yes to have the system adjust the amount of the cash advance. 

The cash advance is automatically adjusted. The new amount appears in the Cash Advance Amount field on the cash advance details page and the Cash Advance Policy Fixed Limit Amount field, if configured. This field contains the calculated amount of the allowable cash advance.

The user can keep the amount in the Cash Advance Amount field, or the user can change the amount – higher or lower. If the client is using the default audit rule (described later), an exception "warning" message appears when the user submits the request. The request approver then can decide to approve it "as is" or return the request to the user to adjust the cash advance amount.

Note the following:

· When using this feature, the user can have only one cash advance per request. After the initial cash advance is created, the Add Cash Advance selection is hidden on the Request Details menu.

· Like any audit rule, the client can change the associated audit rule to prevent submission if the cash advance exceeds the limit (in this example, 75% of meals and incidentals) – forcing the user to keep the cash advance amount within policy. 

· If the user later changes the currency associated with the cash advance, the amount will be recalculated using the modified currency.

· If the percentage or the "cash advance related" segment types or expense expenses are changed (in policy) and then the user changes any unsubmitted "cash advance related" expected expenses or segments, the amounts are recalculated.

· If an approver changes an amount (if the configuration allows), the cash advance is not recalculated.

For configuration information, refer to the Configuration section in the guide.

Limit Management – Simple Audit Rule 

The second "limit" option involves identifying the "cash advance related" segments and expected expense types (as described previously) and setting an audit rule. For the end user, the difference is that the limit amount is not visible except in an audit rule exception message.

For configuration information, refer to the Configuration section in the guide.

Cash Advance Limits – Daily Average

Clients can also elect to manage cash advances as a daily average. For example, if company policy limits cash advances to $100 per day, then a cash advance for a three-day request should not exceed $300.

The client can set up audit and/or workflow rules to monitor the daily average amount of cash advances associated with requests. Concur Request uses the starting and ending dates of the request to calculate the number of days – divided by the total cash advance amount requested. It then compares that amount to the daily limit defined in the rule.

Assume that, in this example, the client created an audit rule that generates an exception if the daily cash advance amount exceeds $150. The user created (saved) a request spanning 2 days with a cash advance of $400 – or $200 per day.
In this example, the rule (triggered when the request is saved) does not prevent the user from submitting the request, but the client-defined exception message encourages the user to provide a reason for the request approver.
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For configuration information, refer to the Configuration section in the guide.
More About the Cash Advances Page
As noted previously, the cash advance for an approved request appears on the Expense > Cash Advances > Cash Advances page.
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Note the following:

· When viewing active cash advances on the Cash Advances page, the user can click a cash advance tile to access the cash advance details page.

· When viewing other types of cash advances on the Cash Advances page, the cash advance name in the Cash Advance Name column is a link. Clicking the link opens the cash advance details page.
Deleting and Cancelling

Note the following about deleting and cancelling (assuming the Cancel feature is activated):
· If the user has not yet submitted the request, the user can remove the cash advance by clicking the delete icon, [image: image18.png]


, on the cash request details page.

· If the user has not yet submitted the request and the request is agency-booked, the user can delete the request. The cash advance is deleted as well.

· If the user cancels the request but the cash advance has not yet been issued, the cash advance is deleted. 

· If the user cancels the request but the cash advance has already been issued, the cash advance remains; the user must account for the cash advance.
If Concur Request is configured to allow multiple cash advances on one request and if cash advances are cancelled or deleted, each cash advance is deleted/cancelled according to its current status, as described above.
Request Cash Advance Approver

From the Approvals home page, the request cash advance approver clicks the Cash Advances tab. Clicking the Cash Advances tab opens the Cash Advance List page. The approver then clicks a cash advance request from the Cash Advance List. 
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Clicking a cash advance request opens the cash advance details page. The request approver cannot change any fields on the cash advance details page, but the approver can add a comment to the Comment field. 
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In the Comment field, the approver can enter a message about the request and then click Save. The comment will display on the Comments History tab.

If the approver objects to the amount, the approver can click the Send Back to Employee button. The Send Back to Employee dialog displays. The approver can enter a comment about why the request is being returned to the user and then click OK to return the request to the user with the added comment.
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Cash Advance Administration in Concur Expense

Cash Advance Administration (Administration > Company > Tools > Cash Advance Admin) can be used whether or not Concur Request is integrated with Concur Expense. The request ID appears in the Request column.
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The administrator can click a cash advance to see the cash advance details page.
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Section 6:  Configuration

The configuration steps are:

· Step 1 – Enable in Request Policy (cash advance workflow and form)
· Step 2 – Configure Forms and Fields (cash advance form, header form, employee form)
· Step 3 – Ensure the Cash Advance Account Code field is populated
· Step 4 – Configure for multiple cash advances (optional)
· Step 5 – Configure for Cash Advance Limits – Percentage of Selected Segments and/or Expected Expenses (optional)
· Step 6 – Configure for Cash Advance Limits – Daily Average (optional)

· Step 7 – Complete the remaining steps in Concur Request (optional)
· Step 8 – Finish up
Step 1 – Configure the Request Policy

1. Click Administration > Request.

2. Click Request Policies (left menu).
3. Access the desired policy.
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4. On the General step, complete the appropriate cash advance fields:


	Field
	Description

	Cash Advance Workflow
	Click a cash advance workflow. 

If you select a workflow, then you must select a form in the Cash Advance Form field.

All cash advance workflows are managed using the Workflows tool in Concur Expense – even if Concur Request is not integrated with Concur Expense. 

	Cash Advance Form
	Click a cash advance form. 

If you select a form, then you must select a workflow in the Cash Advance Workflow field.

The cash advance form is configured Administration > Request > Forms and Fields.

	Cash Advance Limit
	· Refer to Configure for Cash Advance Limits – Percentage of Selected Segments and/or Expected Expenses (Optional) in this guide.

	Cash Advance Auto Generated Expense Type
	Select an expense type to use to automatically create an Expected Expense entry for the total of all cash advances on a request.  Selecting an expense type in this field enables this feature. 
· For more information, refer to Cash Advance Creates Expected Expense in this guide.

NOTE: If cash advances are enabled and None is selected for this policy, the cash advance fields only appear on the request header, and cash advances will not be part of the Cost Object Approval workflow.


NOTE: If users are allowed to select a request policy when creating requests, consider creating a policy that includes cash advances and one that does not. Then, the user can select the policy that best fits their needs. 

Step 2 – Configure Forms and Fields

The following forms should be reviewed and then modified, if needed:

· Cash Advance form: Make changes to the Default Request Cash Advance form or create another form.
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· Request Header form: Add the Cash Advance field to the Request Header form. This action adds the entire cash advance form to the request header.
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Note the following:

· This field provides the name of the section (Cash Advance) on the header. Edit if desired.

· Ensure that the access permissions are set to Modify for the request user. 

· If you set this field to Required, then the request user must add a cash advance to the request.

· On the field just above Cash Advance, consider selecting the Has Line Separator After This Field check box to include a line separator above the cash advance section.

· Employee form: Ensure that the Cash Advance Account Code is available on the employee form. (It is likely already present on the form.)
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Step 3 – Populate the Cash Advance Account Code Field 

Ensure that the Cash Advance Account Code field is populated. If it is not, use the employee import or User Administration to do so.
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Step 4 – Configure for Multiple Cash Advances (Optional) 

The ability to use multiple cash advances in Concur Request is governed by a site setting in Concur Expense. If Concur Request is integrated with Concur Expense, it makes logical sense – if the expense report supports multiple cash advances, then the request supports multiple cash advances; if the expense report is restricted to only one cash advance, then so is the request.

If Concur Request is integrated with Concur Expense, and Concur Expense already allows multiple cash advances on one expense report, no action is necessary – this feature is automatically ON in Concur Request. If Concur Expense does not already allow multiple cash advances on one expense report, the administrator enables multiple cash advances using the Group Configurations page. 
 To enable multiple cash advances on a request:

5. Click Administration > Expense > Group Configurations (left menu).

6. Select the desired group. 

7. Click Modify.

8. In the Cash Advance Configuration section, select (enable) the Allow user to link multiple cash advances to one expense report setting.
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9. Click Save. 
NOTE: This change turns on multiple cash advances (by group) in Concur Expense and Concur Request.

If Concur Request is not integrated with Concur Expense but the client wants to use multiple cash advances, SAP Concur must set this internal setting: CT_EXPENSE_CONFIG.ALLOW_MULTIPLE_CA_ON_RPT.

Step 5 – Configure for Cash Advance Limits – Percentage of Selected Segments and/or Expected Expenses (Optional) 

This section describes the configuration steps for both types of limit management:

· Automatic Adjustment
· Simple Audit Rule

Limit Management – Automatic Adjustment

The basic steps are:

· In Request Policies:

· Enter the percentage.

· Select the "cash advance related" segment types.

· Select the "cash advance related" expected expense types.

· In Forms and Fields, add the Cash Advance Policy Fixed Limit Amount field to the request header form to display the calculated amount. 

· In Audit Rules, activate the rule for the "warning" exception.

· Optional: Add the new field to printed reports.

Request Policies

To set the percentage and define the "cash advance related" segments and expense types:

10. Click Administration > Request.

11. Click Request Policies (left menu).
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12. On the General step, once the Cash Advance Workflow field and the Cash Advance Form field are populated, the Cash Advance Limit field appears. Enter the percentage (as a whole number, without the % symbol).

13. Click Next.

14. On the Segments step, select (enable) the check box in the Cash Advance Related column for each segment type that is to be calculated as part of the percentage. 
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NOTE: The Cash Advance Related column is hidden if cash advance is not activated.

15. Click Next.

16. On the Expense Types step, select (enable) the check box in the Cash Advance Related column for each expense type that is to be calculated as part of the percentage.
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NOTE: The Cash Advance Related column is hidden if cash advance is not activated.

17. On the Print Formats step, click Done.

For more information about request policies, refer to the Concur Request: Policies and Groups Setup Guide.

Forms and Fields

To add the Cash Advance Policy Fixed Limit Amount field to the request header form:

18. Click Administration > Request.
19. Click Forms and Fields (left menu).
20. In the Form Type list, select Request Header.

21. To add the field to the form:

· Click the Forms tab.

· Click the desired form.

· Click Add Fields.

· Click the Cash Advance Policy Fixed Limit Amount field.

[image: image33.png]Add Fields to Forms x

Field Name Site Requi Status
Approval Status No Active
‘Authorized Date No Active (o)
‘Cash Advance Poicy Fxed Lmi > No “Acive
e 2 =
= —
o . —
= . —
o -
= . —
e . —
— -
= . —
Custom 08 No Text Active M





· Click Add Fields.

22. To edit the field (optional):

· Click the Form Fields tab.

· Double-click the Cash Advance Policy Fixed Limit Amount field.
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· Select (enable) the Hidden if empty check box, if desired.

· Click Save.

For more information about Concur Request forms and fields, refer to the Concur Request: Forms and Fields Setup Guide.

Audit Rules

To activate the appropriate audit rule:

23. Click Administration > Request.
24. Click Audit Rules (left menu).

25. Double-click the rule named Cash Advance Warning Limit.
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26. On the Audit Rule step, change the Name, Event, Editable By, and Applies To fields as desired. In the Active field, click Yes.
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27. Click Next.

28. No changes are necessary on the Conditions step.
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NOTE: The system compares the cash advance amount to the amount in the calculated Cash Advance Policy Fixed Amount field as long as the cash advance amount is not zero.

29. Click Next.

30. On the Exception step, you can change the default exception message, level, etc., if desired.
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31. Click Done.

For more information about request audit rules, refer to the Concur Request: Audit Rules Setup Guide.

Optional – Printed Reports

Optionally, you can add the Cash Advance Policy Fixed Limit Amount field to the printed report. To do so, modify the Request Header fields. Add the Cash Advance Policy Fixed Limit Amount field.
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For more information about request printed reports, refer to the Concur Request: Printed Reports Configuration Setup Guide.

Limit Management – Simple Audit Rule

The basic steps are:

· In Request Policies:

· Select the "cash advance related" segment types.

· Select the "cash advance related" expected expense types.

· In Audit Rules, activate the rule for the "warning" exception.

· Optional: Add the new field to printed reports.

Request Policies

To define the cash advance related segments and expense types:

32. Click Administration > Request.

33. Click Request Policies (left menu).
34. On the Segments step, select (enable) the check box in the Cash Advance Related column for each segment type that is to be calculated as part of the percentage. 
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NOTE: The Cash Advance Related column is hidden if cash advance is not activated.

35. Click Next.

36. On the Expense Types step, select (enable) the check box in the Cash Advance Related column for each expense type that is to be calculated as part of the percentage.
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NOTE: The Cash Advance Related column is hidden if cash advance is not activated.

37. On the Print Formats step, click Done.

For more information about request policies, refer to the Concur Request: Policies and Groups Setup Guide.

Audit Rules

To activate the appropriate audit rule:

38. Click Administration > Request.

39. Click Audit Rules (left menu).
40. Double-click the rule named Cash Advance Related Request entries.
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41. On the Audit Rule step, change the Name, Event, Editable By, and Applies To fields as desired. In the Active field, click Yes.
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42. Click Next.

43. On the Conditions step, change the percentage, if desired.
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NOTE: The system tracks the amounts of the "cash advance related" segments and expected expenses and then saves the total to a hidden field named Cash Advance Policy Fixed Amount. The system multiplies the amount in that field by the percentage shown above and compares that amount to the cash advance amount.

44. Click Next.

45. On the Exception step, you can change the default exception message, level, etc., if desired.
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46. Click Done.

For more information about request audit rules, refer to the Concur Request: Audit Rules Setup Guide.

Optional – Printed Reports

As described previously, you can add the Cash Advance Policy Fixed Limit Amount field to the printed report.

For more information about request printed reports, refer to the Concur Request: Printed Reports Configuration Setup Guide.

Step 6 – Configure for Cash Advance Limits – Daily Average (Optional) 

 To create the audit rule:

47. Click Administration > Request.
48. Click Audit Rules (left menu).
49. Add or edit a rule.

50. On the condition page, enter the following (or something similar).
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51. Click Next.

52. Click an existing exception or create a new one.
Step 7 – Complete the Remaining Steps in Concur Request (Optional)
You can optionally configure:

· Rules: Cash advance objects are available in Concur Request audit rules, workflow rules, and email reminders. Create new or edit existing rules and reminders. 

· Refer to the Concur Request: Audit Rules Setup Guide, the Concur Request: Workflow - General Information Setup Guide, and the Concur Request: Email Reminders Setup Guide.

· Printed Reports: Add cash advance information to printed reports, if desired.
· Refer to the Concur Request: Printed Reports Configuration Setup Guide.

Step 8 – Finish Up
The remaining steps depend on the configuration.

Configured as Stand-Alone or Integrated with Concur Travel (but not Concur Expense)

The company completes its own internal processes for providing, tracking, and re-paying the cash advance. Also, the company can use the Standard Accounting Extract to extract cash advance information after the Cash Advance Admin issues the cash advance – whether or not the company uses Concur Expense.
Integrated with Concur Expense (with or without Concur Travel)

Clients may have to contact SAP Concur support for assistance.

Ensure that Concur Expense is configured properly. To do so:

· Group Configurations: Whether or not the Cash Advance feature is enabled in Expense (activated at the Concur Expense group level) – if the request includes a cash advance and if the request is associated with an expense report, the related cash advance is automatically assigned to the expense report. The user can then remove the cash advance or add additional cash advances to the report, if needed.

If you want to configure the Cash Advance feature in Concur Expense, refer to the Concur Expense: Cash Advance Setup Guide.

· Cash Advance Workflow: The cash advance enters its workflow after the request has been approved. Since the request is already approved, the cash advance approval in Concur Expense is likely unnecessary. Consider these configuration options: 

· Modify the cash advance workflow for a better user experience - that is, consider skipping or deleting the approval step for the request cash advance. 

· If the client also uses Cash Advance in Concur Expense, consider creating more than one cash advance workflow. One that is used for Concur Expense cash advance users (with the approval step) and one for Concur Request cash advance users (without the approval step).
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