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Cash Advance 

This page of Product Settings is visible only when enabled by an SAP Concur 

administrator. 

Section 1:  Overview 

Cash advances are a method to provide travelers with money to spend before they 
depart on a trip, or to provide cash before a purchase. 

The Cash Advance Admins page allows the administrator to configure cash 
advance settings for each country, if the company uses cash advance. Users with the 
Can Administer Cash Advance user role or the Can Administer user role can see this 
page in Product Settings. 

 

Cash Advance configuration takes place on multiple pages and is described in detail 

in this guide. 

Cash Advance Admin 

A separate tool - Cash Advance Admin - is used by a client administrator to issue 
cash advances to employees and record cash returned manually by employees. The 
Cash Advance Admin tool is explained briefly in this guide and explained in detail in 
the Cash Advance Admin User Guide. 
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Cash Advance Process 

The Cash Advance Administrator is in charge of creating and issuing cash advances 
to users. Cash Advance administrators use the Cash Advance Admin tool to create 

the cash advance and issue it to the desired user. The user must have a cash 
advance account code assigned on the User Accounts > Users > Edit User page 
to receive a cash advance.  

The Cash Advance administrator issues the cash advance in Concur Expense, and the 
company pays the actual cash to the employee. Eventually, the employee must 
create one or more expense reports (depending on configuration) to account for the 
cash. The employee can also return cash “manually” to the Cash Advance Admin, 
who records the return in the Cash Advance Admin tool. 

Section 2:  User Experience 

The user clicks Cash Advances to view their cash advances: 

 

The Cash Advances page includes a View menu that lets the user filter their view: 
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On the user's expense report, the Report Details menu includes the Manage Cash 
Advances option that opens the Cash Advances page where one or more cash 
advances may be applied to the expense report:  

 

The Cash Advance tile shows the remaining total for the cash advance(s) linked to 
the report, and may be clicked directly to access the Cash Advances page: 

 

The total decreases as expenses that are non-personal and have an appropriate 

payment type are added to the report. Applicable payment types are those 
reimbursed directly to the employee, such as cash or individual credit cards. 
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The Report Totals page (Report > Report Totals) also displays the cash advance 
details if the report has a cash advance associated with it.  

 

Returning or Utilizing Cash Advances 

After the employee uses all or part of the cash (on a trip or for a purchase), the 
employee must account for any used and unused portion of a cash advance in an 
expense report. The system can display both the issued and base amounts (if 
differing currencies) to make this easier for the user. When returning an amount, the 

system will show the amount due back once the advance is assigned to the report. 

The Cash Advance Admin can accept manually returned amounts directly from the 
employee and record them in Concur Expense. The outstanding balance amount of 
the advance immediately reflects this adjustment, reducing the amount that must be 
accounted for by the employee. 

NOTE: Depending on the company's configuration, the employee may be able to use 

more than one expense report.  
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Two Cash Advance Expense Types 

The employee may use one or both of these expense types to account for the cash 
advance: 

• Cash Advance Return: Used to record that the employee returned the 
unused portion of the cash advance to the company. The processor can mark 
the cash advance as returned (similar to marking receipts as received). This 
is typically done when the check or payment arrives in the accounting offices, 
with any physical receipts that are required. 

• Currency Gain/Loss: Used to account for the differences in foreign 

exchange rate conversions. 

Note the following: 

• These expense types do not appear if there is no cash advance associated 
with the report. 

• These expense types do not appear in the Expense – Expense Types page 
(Administration > Expense Settings > Expense Types for Expense). 
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Accounting for the Cash Advance 

The user accounts for their cash advance on their expense report. The user can link 
cash advances to their expense reports two ways: 

1. During report creation using the Report Details > Manage Cash Advances 

option 

2. Clicking the Cash Advances link at the top of the page 

 

The user is automatically prompted to link any issued and outstanding cash advances 
when they create a new report.  
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By clicking the View link the user may link multiple cash advances to a single report. 
The user can also link a cash advance to the report using the Report Details > 
Manage Cash Advances menu – the Cash Advances page appears where the cash 
advance is chosen by clicking Add to open the Available Cash Advances page: 

 

Any expense on the expense report that is non-personal and has a payment type of 
Cash or IBIP (Individually Billed/Individually Paid) is used to offset the cash advance. 
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VIEWING THE CASH ADVANCE DETAILS WITHIN THE EXPENSE REPORT 

The number of cash advances (1) and a running total of the outstanding cash 
advance (Remaining = $39.91) appears in the Cash Advance tile in the expense 

report. Clicking the tile opens the Cash Advances page. 

 

If the cash advance amount is less than the total of the cash/IBIP expenses, then 
the employee is reimbursed for the difference. 

If the cash advance amount is greater than the total of the cash/IBIP expenses, 

depending on the company's configuration: 

• The employee creates an expense using the Cash Advance Return expense 
type for the difference, and then physically returns the remaining cash to the 
proper person in the company (or Cash Advance admin can record this 

information). 

• If the employee is allowed to split the cash advance over multiple expense 
reports, they can "use up" the remaining cash advance balance on future 
expense reports. 

Example: Chris has an outstanding cash advance of 100 USD and their associates 
this cash advance with a report. Assume their expense report has two cash 
expenses: one for Meals in the amount of 50 USD and one for Taxi in the amount of 
20 USD. They would have an outstanding cash advance balance of 30 USD.  

Depending on their company's configuration, Chris will either: 

• Add a Cash Advance Return expense to the expense report for 30 USD and 

then return the 30 USD in cash to the appropriate person in the company. 

• Return the funds to the Cash Advance administrator, who can manually 
record the return in the Cash Advance Admin tool.  

• Use the remaining 30 USD on a future expense report (if allowed). 
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Returning Cash Manually Outside of an Expense Report 

If the employee elects to return part or all of a cash advance to the Cash Advance 
administrator, the Cash Advance administrator can record this using the Cash 

Advance Admin tool. This lets the system create an audit trail of the activity and 
update the remaining amount available to the user when they create their expense 
report.  

 For more information, refer to the Expense: Cash Advance Admin User Guide. 

Foreign Currency and Cash Advances 

Administrators can issue a cash advance in a foreign currency, but it is tracked in the 
user’s reimbursement currency. The Cash Advance administrator is responsible for 
entering an exchange rate for foreign currency cash advances.  

Displaying Different Currency Types to the User 

When working with a cash advance issued in one currency and reimbursed in 

another, the system will automatically display both currencies when the user selects 
the cash advance to associate with the report. 

Three conditions must be met to see the differing currencies: 

1. They must be of differing currency types. 

2. The setting to apply cash advances only to entries with matching currencies 
must be selected. 

 For more information, refer to the Setting Cash Advance Options 
section of this guide. 
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WHAT THE USER SEES 

The user will see both the issued and the base currencies, with the issued currency 
below the base currency the user is familiar with. 

 

Restricting the User to Matching a Cash Advance to Like Currencies Only 

A setting on the Cash Advances page of Product Settings can restrict application of 
cash advances to expense entries that do not match the currency of the cash 

advance. This forces the system to match only expense entries with those cash 
advances that share the same currency. 

 For more information, refer to the Step 2: Setting Cash Advance Options 

section of this guide. 

Currency Gain/Loss Expense Type 

Employees use the Currency Gain/Loss expense type to account for foreign exchange 
rate conversion gains or losses in cases where the total of cash used and cash 
returned does not equal the amount of cash originally issued, such as: 

• When an employee receives a cash advance in a foreign currency and tries to 
return the cash advance later in another currency, the exchange rate at the 
time of return may be different from the exchange rate at the time the cash 
advance was issued. This may cause the cash advance amounts to differ.  

• When a cash advance is issued in one foreign currency and partially or fully 
spent in one or more foreign currencies, the various exchange rates and the 
associated rounding cause a discrepancy in the reimbursement currency 
amount.  
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Example: An employee travels to Europe and requests a cash advance for 100 USD. 
Once there, the employee converts the USD to Euro and, just before coming back, 
converts the remaining Euro back into USD. After calculating the expenses, the 
employee sees a 2 USD difference because of the difference in exchange rates and 

conversion fees. The employee would then add an expense to the expense report 
using the Currency Gain/Loss expense type in the amount of 2 USD.  

Currency Gain/Loss expenses can either be entered as positive (loss) or negative 
(gain) amounts depending on the situation. 

• If the employee has spent and/or returned the entire cash advance but the 

advance still shows a positive balance remaining due to exchange rates, the 
employee can account for the additional money owed to the company with a 

currency gain/loss entry for that remaining amount. In this scenario, the 
entry is a loss and the amount entered by the employee is positive.  

• If the employee has spent and/or returned the cash advance and the 
exchange rate calculations cause the cash advance balance to be negative, 

the employee can bring the cash advance balance to zero with a currency 
gain/loss entry. In this scenario, the entry is a gain and the amount entered 
by the employee is negative. In cases where the cash advance balance is 
negative, the employee will receive an error message when they try to submit 

the associated report. The employee cannot submit the report while the cash 
advance balance is negative. 

WHAT THE USER SEES  

The employee using the Currency Gain/Loss expense type is provided with the 
amount balance when they create their report as shown in the figure below: 
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Section 3:  Configuring the Cash Advance Feature 

The Cash Advance feature requires the following configuration steps, listed briefly 
here and explained in further detail later in the guide: 

1. Enable the Cash Advance feature. This step is performed by SAP Concur 
support.  

2. Set the cash advance settings, on the Cash Advances page. 

3. Enter the Cash Advance Account Codes for all users and assign the Can 
Administer Cash Advance user role, on the Users page. 

4. Add the Cash Advance fields to the File Export configuration for the necessary 
reimbursement methods, on the File Export page. 

5. (Optional) Create a Cash Advance reimbursement method, on the Employee 

Reimbursements page. 

Step 1: Enabling Cash Advance 

Cash Advance is enabled by an SAP Concur administrator. Contact SAP Concur 
support to request this feature. 

NOTE: Cash Advance is not supported with the QuickBooks Connector or IIF 
integration method. These clients can use the feature but the integration will 
not include the Cash Advance issuances or applications explicitly. Instead, the 
amounts due the employee will be adjusted to reflect the cash advance 

application but there will not be a separate transaction accounting for the 
cash advance and related reconciliation. You will need to manually account for 
the cash advance entries outside of the Concur accounting extract or QBs 
Connector integration. 

Step 2: Setting Cash Advance Options 

The administrator can set two cash advance settings for each country:  

• Whether users can split cash advances over multiple reports. 



 Section 3: Configuring the Cash Advance Feature 
 

Concur Expense: Cash Advance Setup Guide for Standard Edition 13 
Last Revised: August 31, 2022 

© 2004 - 2023 SAP Concur All rights reserved. 

 

• Whether users can apply cash advances to all expenses, or just the ones in 

the same currency. 

NOTE: Cash Advance is active for all countries once it is enabled. 

 

Multiple Reports Options 

Users have the option to attach their issued cash advances to their expense report 
when creating a report, or they can attach a cash advance to an existing report. If 
users can split cash advances over multiple reports, they will see all their cash 
advances when attaching a cash advance to a report, even if they have attached the 

advance to a previous report (provided that the advance does not have a zero 
balance). This allows the user to enter expenses against the cash advance in more 
than one report. Concur will display a running total of the amount remaining for the 
cash advance, even across multiple reports.  

Once the cash advance is attached to the report, the expenses on it are applied to 
the cash advance balance until the balance is zero. Any expenses applied to the cash 
advance are not reimbursed to the user. Once the cash advance balance is zero, any 

additional expenses (not marked personal) are treated as regular expenses, 
reimbursable to the user.  

 Currency Options  

The cash advance is issued in a currency, which can be a different currency than the 
user's reimbursement currency. The administrator can configure whether the 
expenses that apply to the cash advance have to be in the issued currency, or can be 

in another currency. If the administrator requires the expenses to be in the same 
currency, only expenses in that currency will be applied to the cash advance balance. 
All other expenses will be treated as regular reimbursable expenses.  
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 To set the cash advance options:  

1. Click Administration > Expense Settings or Expense & Invoice 
Settings. 

2. In the Product list, click Expense. 

 

3. In the Policy section, on the Cash Advances tab, click Edit. 

 

The Cash Advances page appears. 
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4. For each country, select the desired behavior in the Accounted for on 
column.  

 

5. For each country, select the desired behavior in the Apply to column. 

 

6. Click Save. 

Step 3: Entering Cash Advance Account Codes and Assigning User Role 

Users must have a Cash Advance Account Code configured before they can be issued 
cash advances. This allows the system to properly account for the cash advances in 

the export (extract) files. This account code represents the employee clearing 
account that the advance will be attributed to until it is applied to employee 
expenses. 

The administrator must also assign the Can Administer Cash Advance user role to 
at least one user, who will issue the cash advances in Concur.  
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Updating User Account Codes 

The administrator can update the users in these ways: 

• Manually in the Users page 

• Using the User Import 

 To manually update the users: 

1. Click Administration > Expense Settings or Expense & Invoice 
Settings. 

2. Click Expense in the Product list. 

3. In the Access To Concur section, on the User Accounts tab, click Edit. 

 

The Users page appears. 

 

4. Select the desired user. 

5. Click Create New User. 
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6. Enter a Cash Advance Account Code. 

 

NOTE: The field is optional on this page, but must be filled in before the user 
can receive cash advances. 

7. Click Save. 

 To update the users with the User Import: 

1. Click Administration > Expense Settings or Expense & Invoice 
Settings. 

2. In the Product list, click Expense. 

3. In the Access To Concur section, on the User Accounts tab, click Edit. 
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The Users page appears. 

 

4. Click Import Users. 

5. Download the user template spreadsheet. 

6. Enter the user values in the Cash Advance Account Code column. 

7. Import the spreadsheet. 

 For more information, refer to the Shared: Users Setup Guide.  

Assigning the User Role 

The Can Administer Cash Advance permission must be assigned to the user that 
will be issuing and tracking cash advances. Any user with this permission can access 
the Cash Advance Admin tool, to issue cash advances. 

 To assign the user role: 

1. Click Administration > Expense Settings or Expense & Invoice 
Settings. 

2. Click Expense in the Product list. 

3. In the Access To Concur section, click User Accounts. 

 

The Users page appears. 

4. Double-click the desired user. 
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The Edit User page appears. 
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5. In the User Permissions section of the Edit User page, select (enable) Can 
Administer Cash Advance. 

 

6. Click Save. 

 For more information, refer to the Shared: Users Setup Guide. 

Step 4: Adding Cash Advance Fields to the File Export Configuration 

The administrator can add cash advance fields to the transaction file for an employee 
reimbursement method to track the cash advances associated with expenses. Twelve 
new fields are available in File Export for the administrator to add to the desired 
batch files.  

The user’s reimbursement method determines which employee reimbursement file 
the cash advance transactions appear in.  

Example: Chris Miller has a reimbursement method of AP/Check, and is issued a 
cash advance. The expense entries that Chris creates to account for the cash 
advance, once approved, will appear in the AP/Check batch file. The administrator 
should add the desired cash advance fields to the AP/Check export file configuration, 
in order to see the expense entry association. 

 To add the cash advance fields to a batch export file: 

1. Click Administration > Expense Settings or Expense & Invoice 

Settings. 

2. In the Product list, click Expense. 



 Section 3: Configuring the Cash Advance Feature 
 

Concur Expense: Cash Advance Setup Guide for Standard Edition 21 
Last Revised: August 31, 2022 

© 2004 - 2023 SAP Concur All rights reserved. 

 

3. In the Connections section, on the Expense File Export tab, click Edit. 

 

The Select Format tab of the File Export page appears. 

 

4. Select Option 2. 

5. Click Save. 
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6. Click General Settings. 

 

7. Select the desired batch in the Select the payment batch that you wish to 
configure list. 

8. Click Define Details.  

9. Verify the desired batch is selected. 
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10. Select the desired cash advance fields.  

 

 For more information, refer to the Expense: Cash Advance Extract 

User Guide. 

11. Click Add.  

12. Re-arrange the fields if necessary. 

The system saves your changes when you leave the page. 

 For more information, refer to the Expense: File Export Configuration Setup 
Guide. 

Step 5: (Optional) Creating a Cash Advance Reimbursement Method 

Once the Cash Advance feature is enabled, the administrator can optionally create a 
new Cash Advance Reimbursement batch in Employee Reimbursements. This 
batch creates a separate batch file containing only the cash advance issuance 
transactions, and can have its own schedule and accounting information. 
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Based on the client’s requirements and desired system behavior, customers can 
choose: 

• No cash advance batch:  When cash advance issuance is managed and put 
into financial systems by methods outside of Concur, there is no need to 
create a batch for this data. 

• Cash Advance batch with reimbursement method = Expense Pay:  When cash 
advance issuance should be paid via direct deposit into the employee’s bank 

account via Concur, a batch is required. 

• Cash Advance batch with reimbursement method = AP/Company Check: 
When cash advance issuance data needs to be imported into financial systems 
from Concur, a batch is required. 

Whether or not the administrator creates a cash advance batch, the application of 
cash advances will appear in the accounting extract for regular reimbursement 

batches.   

NOTE: The Cash Advance Reimbursement batch transaction file lists the cash 
advances that were issued, but does not contain the information of which 

expenses were associated with the cash advances. Refer to the File Export 
Configuration section of this guide for more information. 

 

 To configure a cash advance reimbursement: 

1. Click Administration > Expense Settings or Expense & Invoice 
Settings. 

2. Click Expense in the Product list. 

3. In the Reimbursements section, on the Employee Reimbursements tab, 
click Edit. 

 

The Employee Reimbursements page appears. 
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4. Click New Cash Advance Reimbursement. 

 

5. Select the desired options. 

NOTE: Cash Advance batches can be configured for AP/Check or Expense Pay.  

ADP Payroll is not an available method for cash advances.  

The system saves your changes when you leave the page. 

 For more information, refer to the Expense: Employee Reimbursements Setup 
Guide. 
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