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Section 1: Permissions

Cash Advance Admin

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 Concur. In this case, the client must initiate a
service request with SAP Concur Customer support.

Section 2: Overview

Cash Advance Process

The Cash Advance Administrator oversees 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 Details page to receive a cash advance.

Once the Cash Advance administrator issues the cash advance in Expense, the
company pays the actual cash to the employee. Eventually, the employee must
create an expense report to account for the cash.

NOTE: If using Expense Pay, the approved cash advance is distributed from the
payer (the employee’s employer) to the payee (the employee) using an
Electronic Funds Transfer (EFT) process.

L Refer to the Expense Pay User Guide and the Payment Manager User Guide
for more information on managing the Expense Pay service.

User Experience

Reviewing Issued Cash Advances
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Section 2: Overview

To access the Cash Advances page to review currently issued advances the user
clicks Cash Advances:

SAP Concur Expense ~ New Theme  On 1

Manage Expenses Cash Advances
I

Manage Expenses

Report Library View:

The Cash Advances page opens. This page includes a View menu that lets the user
filter the view of their cash advances based on the status (Active; Pending; All; etc.):

SAP Concur [¢]  Expense ~ NewTheme On :.

Manage Expenses Cash Advances

Cash Advances
/ﬁew: Active Cash Advances v \

i Active Cash Advances N

. Pending Cash Advances
[ Approved Cash Advances

Cash Sent Back Cash Advances

Issued Cash Advances
Amo|

$100

\-

Cancelled Cash Advances

Completed Cash Advances

All Cash Advances ¥

'/

Clicking a cash advance tile opens the cash advance where details entered by the
Cash Advance admin can be reviewed:

Cash Advance for Palo Alto Cancel
Trip
08/24/2022

Cash Advance Timeline  Audit Trail

Details Expenses
* Required field
Cash Advance Request Name Amount Currency
Cash Advance for Palo Alto Trip | 100.00 ‘ | US, Dollar ‘
3
Purpose

For Sales and hooth at classic motorcycle convention.

Comment
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Section 2: Overview

Using the options on this page the user can:
¢ Review the details of the cash advance on the Details tab
e Click the Expenses tab to see which expenses are linked the cash advance
e Click Cash Advance Timeline to see the approval flow and comments

¢ Click Audit Trail to see the authorization and dates of the cash advance issue

Adding or Removing One or More Cash Advances

When the expense report is open, the cash advance associated with the report can
be managed (Add; Remove) in the Cash Advances page by either:

e Clicking Report Details > Manage Cash Advances:

Trip to Palo Alto Conv

Not Submitted

Report Details ™ | Print/Share v  Manage Receipt

. Report Header i
Report Totals
Report Tjmeline Remaining
. $0.00
Audit Trall

Allocatior| Summary
Report Payments
Linked Add-ons
Manage Cash AdvanceL] Sl

Cash Advance

¢ C(Clicking the Cash Advance tile:

Report Details v Print/Share v Manage Receipts v

CASH ADVANCE: 1

Amount

$100.00

Add Expense

O AlertsT) CommentsT, ReceiptTl Payment Type Tl

Remaining

$16.57 ¥
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Section 2: Overview

Selecting a cash advance allows the user to either add or remove (if previously
added) a cash advance to or from the expense report:

Cash Advances X

Available: 0

Cash Advancg Name = Foreign Amount Tl Exchange Rate T, Amount T} Balance T}

Cash Advanck for Palo Alto Trip $100.00 $1.00000000 $100.00 $0.00

Receiving Email Notifications

The user can choose to receive email notifications when the cash advance amount
changes (such as when a returned amount is added to it by the Cash Advance
administrator). The user sets this preference on the Expense Preferences page of
Profile.

SAP Concur Profile ~ New Theme On‘_:. ©)] 8

Profile  Personal Information ~ Change Password ~ System Settings  Concur Mobile Registration ~ Travel Vacation Reassignment

Your Information
| Expense Preferences
Personal Information
Company Information
Contact Information
Email Addresses Select the options that define when you receive email notifications. Prompts are pages that appear when you
Emergency Contact select a certain action, such as Submit or Print.
Credit Cards

. Send email when...
Travel Settings —
The status of a cash advance changes
v

Travel Preferences
International Travel
Frequent-Traveler Programs

. A cash advance is submitted for approval

The status of an expense report changes

AssistantslArrangers New company card transactions arrive
Faxed receipts are successfully received

Expense Settings An expense report is submitted for approval

Expense Information

Expense Delegates Prompt...

O Foran approver when an expense report is submitted

Expense Approvers

Favorite Attendees

: Sign me up for...
Expense Credit Cards

Cash Advance Admin Tool
The Cash Advance Admin tool is used by a client user/administrator with the Can
Issue Cash Advances role. With the Cash Advance Admin tool, the administrator can:
e Search for employees to view their cash advances and history
e Search for a cash advance

e Review cash advance details
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Issue cash advances

Section 3: Procedures

Accessing Cash Advance Admin

» To access Cash Advance Admin:

Section 3: Procedures

Record manually returned cash amounts from an employee

Click Administration > Tools > Cash Advance Admin.

Administration |~

SAP Concur

) | Travel Bettings
Expense & Invoice Settj

New Theme On ‘:.

Request User Experience Settings

Tools

¥

Payment Manager Web Services

Monitor Batches
Monitor Payees

Change Log

Capture Admin Settings
Tools
Company Card Authentication Admin
Cash Advance Admin

Request User Experience Settings

Company Card
ge payments Manage Company Cards
vendors for

invoices.

The Employee Balance tab of the Cash Advance Admin page appears.

Tools

Payment Manager [Emptnyee Balance l Cash Advances }

Cash Advance Admin

Monitor Batches

Mornitor Payees Find employees where

‘ Employee First Name

[v] [Beginswin [ ||

Tools And belong to Group:

Company Card

. ‘ Email Address
Cash Advance Admin

Employee Name =

* All Groups | Can Access V‘

‘
Employee has: | All v|

‘ Employee ID ‘ Oldest Cash Advance... | Cash Advance Balance ‘

| Pagd  1]of1] |

Cash Advances

Cash Advance Name ‘ Reques... | Status

Show Only Active Cash Advances |V ‘

Mo Records Found

‘ Amoum...‘ Exchan... | Starting... ‘ Unsub... ‘ Availab... | Fl Slatus‘ Ca... ‘

Use the Employee Balance tab to search for employees with cash advances - with

or without outstanding balances - and to

create and issue a cash advance.
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Section 3: Procedures

Searching for Employees

You can search for employees using the following parameters:
o Specific employee information (name; email; address; ID)
e Oldest Cash Advance Date
e Cash Advance Balance
Employees that match these parameters will appear in the search results, regardless
of whether they have an outstanding cash advance balance.
You can also include the following search parameters to narrow the search:
e The user’s group (either country or Policy group)

e Whether the employee has submitted cash advances, or an outstanding
balance

Cash Advance Admin

Employee Balance H Cash Advances \

Find employees where Employee First Name | v | Begins with ‘ v
Employee First Name ll
And belong to Group Employee has: | All v
Employee Last Name
Email Address
Employee Name = Em ID | Oldest Cash Advance... | Cash Advance Balance |
Employee ID

QOldest Cash Advance Date

Cash Advance Balance I

Page| 1|ofl o No Records Found
Cash Advances

Show Only:f Active Cash Advances  |v

NOTE: Employees must have a Cash Advance Account Code configured on the User
Details page to appear in the search results.

Searching for Cash Advances
The Cash Advance admin can search for cash advances on the Cash Advances tab
by:
e (Cash advance name
e Employee first or last name
e Employee ID
e Request date
e Amount requested
e Requested disbursement date
e Start and End date

6 Concur Expense: Cash Advance Admin User Guide
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e Account code
e Cash advance key

Section 3: Procedures

NOTE: Some of the search options on this page are not used by the Standard Edition

of Expense.

P To search for and view a cash advance:

1. On the Cash Advances tab, enter search criteria.

1. Click Search. The search results appear in the bottom pane.

Cash Advance Admin

Employee Balance ” Cash Advances I

Find employees where: | Employee First Name |v | | Begins with ‘ v‘ | expense

|

And belong to Group: | * All Groups | Can Access | ~ | Employee has: | All

~]

Employee Name = | Email Address | Employee ID

| Oldest Cash Advance DA/Cash Advance Balance

IExpenseUser,ExpenseUser ExpenseUser@Debs_5Sta... ExpenseUser@Debs_Sta... 08/24/2022

<~ $100.00 |

~

| Page|I| of 1| | &
Cash Advances: ExpenseUser, ExpenseUser

Show 0nly:| Active Cash Advances ‘ V‘

| Requested ... | Status

Cash Advance Name

| Starting Bal... | Unsubmitte... | Available B... |

Displaying 1- 1 of 1

Fl Status| Cash... |

I Cash Advance for Palo Alto ... Issued $100.00 $100.00

$100.00 Pending 13FC... I

2. Click the name of the desired cash advance. The Details tab appears.

Cash Advance for Palo Alto Trip X
Employee Name:  ExpenseUser, ExpenseUser 100.00UsD
I Details ]‘ Comments History ” Expenses ” Audit Trail I
Cash Acdvance Request Name Amount o Purpose
‘ Cash Advance for Palo Alto Trip H 100.00 V‘ For Sales and booth at classic
motorcycle convention.
Cancel
Concur Expense: Cash Advance Admin User Guide 7
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Section 3: Procedures

Viewing Cash Advance Details
P To view cash advance details:
1. On the Employee Balance tab, search for an employee.

2. Click the name of the employee. The employee's active cash advances appear
at the bottom of the page.

Cash Advance Admin
Employee Balance " Cash Advances \
Find employees where: | Employee First Name ‘ v ‘ Begins with v | | Expense
And belong to Group: | “ All Groups | Can Access |V Employee has: | All v
Employee Name = ‘ Email Address | Employee ID Oldest Cash Advance Date | Cash Advance Balance
ExpenseUser, ExpenseUser ExpenseUser@Debs_Standard... ExpenseUser@Debs_Standard... 08/24/2022 $100.00
Page 1| ofl e Displaying 1 - 1 of 1
Cash Advances: ExpenseUser, ExpenseUser
Show Only:| Active Cash Advances [
Cash Advance Name | Requested Dis... | Status | Starting Balancel Unsubmitted U... | Available Bala... Fl Status = | CashA... |
Cash Advance for Palo Alto Trip Issued $100.00 $0.00 $100.00 Pending 13FC35...

3. Use the Show Only area to change the results.

u

Page 1| of1 ()
Cash Advances: ExpenseUser, ExpenseUser

Show Only: Active Cash Advances

Approved Cash Advances
Cash Advance Name Issued Cash Advances ptus | Starting Balancel Unsubmitted U... | Ava

Cash Advance for Palo Alto Trif Cancelled Cash Advances ued $100.00 $0.00

Completed Cash Advances
All Cash Advances

Failed Cash Advances

Option ‘ Description

Active Cash Advances All cash advances that are not Cancelled or Completed

Approved Cash Advances All cash advances with the status of Approved

Issued Cash Advances Cash advances that have been Issued

Cancelled Cash Advances All cash advances which you have chosen not to issue

NOTE: This search option is not used in Standard
Edition.

Completed Cash Advances | All cash advances which have been issued, fully
utilized, or returned

8 Concur Expense: Cash Advance Admin User Guide
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Section 3: Procedures

Option ‘ Description

All Cash Advances All cash advances

Failed Cash Advances All cash advances with the status of Failed

4. To view the details, click the desired cash advance name. The Details tab
appears.

Cash Advance for Palo Alto Trip X

Employee Name:  ExpenseUser, ExpenseUser 100.00UsD

l Details ]‘ Comments History || Expenses ” Audit Trail

Cash Acdvance Request Name Amount Purpose
| Cash Advance for Pala Alto Trip H 100.00 v

For Sales and booth at classic

motorcycle convention.

Cancel

The Cash Advance Details page displays the following fields:

Field Description

Employee Name The name of the employee who owns the cash advance.

Cash Advance The name of the cash advance.
Request Name

Amount / The amount of the cash advance. If the advance was issued
<currency> in a currency other than the user’s reimbursement currency,
two amount fields will display- one showing the amount in
the advance currency, and one showing the amount in the
user’s reimbursement currency.

Exchange Rate The exchange rate at which the cash advance was issued if
the amount requested was in a currency other than the
employee's reimbursement currency.

Purpose The purpose of the cash advance.

5. View the tabs:

¢+ Comments History: The admin can add comments to a cash advance
when they issue it, however, once issued the comments are read-only.

+ Expenses: Expenses (if any) associated with this cash advance.

+ Audit Trail: Activity associated with this cash advance.

6. Click Cancel to close the window.

Concur Expense: Cash Advance Admin User Guide 9
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Section 3: Procedures

Issuing a Cash Advance

A Cash Advance administrator enters and issues the cash advance directly to the
user.

P To issue a cash advance:

NOTE: If there is more than one user with the Can Administer Cash Advance role,
the admin will not be allowed to issue cash advances on their behalf.

1. Use the Employee Balance tab to search for the desired employee.

Cash Advance Admin

[Employee Balance ]| Cash Advances |

Find employees where: ‘ Employee First Name | v | | Begins with |v | ‘
) Search
v v

And belong to Group: ‘ * All Groups | Can Access | ~ | Employee has: | All
Employee Name = | Email Address | Employee ID | Oldest Cash Advance... | Cash Advance Balance|
| Page| 1| of 1| | & Mo Records Found

NOTE: Employees must have a Cash Advance Account Code configured on the
User Details page to appear in the search results.

2. Select the employee. Their cash advance list appears in the bottom pane.
3. Click Create & Issue.

Cash Advance Admin

Employee Balance ” Cash Advances \

Find employees where: | Employee First Name | v | | Begins with |v | | Expense |

#And belong to Group: | * All Groups | Can Access | ~ | Employee has: | All | v ‘

| Employee ID | Oldest Cash Advance D... Cash Advance Balance ‘

Employee Name = | Email Address
$0.00

ExpenseUser, ExpenseUser ExpenseUser@Deb... ExpenseUser@D...

| Page| 1| of 1| s Displaying 1- 1 of 1

Cash Advances: ExpenseUser, ExpenseUser

I Show Only:‘ Active Cash Advances |V‘

Cash Advance Name | Requested... ‘ Status

| Starting B... ‘ Unsubmitt... | Available ... Fl Status ‘ Cas... |

The Create a New Cash Advance page appears.

10 Concur Expense: Cash Advance Admin User Guide
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Section 3: Procedures

New Cash Advance

Employee Name: ExpenseUser, ExpenseUser

| Details |

Cash Advance Request Name Amount
I Cash Advance for Palo Alto Trip I 100.00

Purpose Comment
For Sales and hooth at classic Please return unused within
motorcycle convention. expense report.

Issue l  Cancel

4. Fill in the fields:
Field

Cash Advance Request Name

‘ Description

The descriptive name of the cash
advance.

Amount / <currency>

The amount and the currency of the cash
advance.

Purpose

The purpose of the cash advance.

Comment

Any additional comments about the cash
advance.

5. Click Issue.

Recording Cash Returned Manually by the Employee

If all or part of a cash advance is turned in to the cash advance administrator by the
employee, this information can be recorded against the cash advance. The
outstanding balance of the cash advance is immediately updated to reflect this return
of funds. This is done using the Record Return Amount button.

The cash advance must be in the following state to use this feature:

e The cash advance is in an Issued state

e The cash advance balance is above a balance of zero

Once the cash advance return amount is recorded:

e The user receives an email notification (if configured) when the system notes
the change in cash advance balance due to the returned cash amount.

e This data is recorded with a status of Reverse Issuance in the transaction

export file

» To record a cash advance returned amount:

1. On the Employee Balance tab, search for the desired user.

2. Select the employee name. The list of cash advances for that user appears in

the bottom pane.

Concur Expense: Cash Advance Admin User Guide
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Section 3: Procedures

3. Select the desired cash advance.

4. Click Record Return Amount.

Cash Advances: ExpenseUser, ExpenseUser

[ Create & Issue | Show Only Active Cash Advances | v | Record Retum Amount
Cash Advance Name | Requested Disbu... ‘ Status ‘ Starting Balance 23 e

Unsubmitted Us... Available Balance | FI'Statos=
Cash Advance for Palo Alto Trip Issued $100.00 $0.00 $16.57

Pending 13FC351...

The Cash Advance Details window appears.

Cash Advance Details: Wynham x
Employee Name: Miller, Chris Comment:
Amount Requested: 5200.00

Exchange Rate:

Available Balance 5200.00
Gount Returned: )
Date lssuad: 061772015

Comments History | Expenses || Audit Trail

Date Entered By Comment Text

Save Cancel

5. Enter the amount returned in the Amount Returned field and add a
comment if desired. If the cash advance was originally issued in a currency

other than the user's reimbursement currency, the amount returned may be
recorded in either currency.

6. Click Save.
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