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Expense: Cash Advance Extract
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

A client uses the Cash Advance extract to track cash advance issuances for accounting or payment purposes. If the company configures a Cash Advance Reimbursement in Setup, a cash advance batch will appear in Payment Manager. When the batch closes, either manually or on a schedule, SAP Concur generates the Cash Advance extract file. 

The cash advance related fields can also be added to existing extract files tied to the reimbursement batches, using File Export Configuration. A client adds these fields as a way to track the application of the advance on an expense report for accounting purposes.

For more information, refer to the Expense: Cash Advance Setup Guide for Concur Standard. 
Section 3:  Why Use the Cash Advance Extract?

You must configure a Cash Advance batch in order to receive the Cash Advance extract. You may create a Cash Advance batch for the following reasons:

· When the customer requires a file containing information about the cash advance issuance, a cash advance batch is required. The batch payment method should be set to Company Check (via Accounts Payable) if the advance is paid to the employee outside of SAP Concur.

· If the cash advance is paid using Concur Expense Pay via direct deposit into the employee’s bank account, a cash advance batch is also required and the batch payment method should be set to Expense Pay. 

Section 4:  Cash Advance Extract – The Basic Process

The basic steps are:

· Step 1: The client creates a Cash Advance Reimbursement on the Employee Reimbursements page of Setup. SAP Concur generates a cash advance batch in Payment Manager. 
· Step 2: The client issues cash advances to users, which appear in the cash advance batch once issued.  

· Step 3: The client or SAP Concur closes the cash advance batch in Payment Manager. This may be on-demand, or on a schedule. SAP Concur generates the cash advance extract file.
· Step 4: The client downloads the extract file in Payment Manager. 

For more information, refer to the Expense: Cash Advance Setup Guide for Concur Standard. 

Section 5:  Extract Data File Details
If the client configures a batch type = CADV then a cash advance issuance accounting file including all the Cash Advance extract fields is generated and available via Payment Manager.
Extract Data File Specifications
The extract data file specifications are as follow:

· Format Type: Comma Separated Value, UTF8

· Default Field Delimiter: Comma

· Enclosing Character: Reserved characters, such as a slash, have enclosing quotation marks, for example: "/"

· Record Delimiter: CRLF
Section 6:  Cash Advance Extract Fields
The following fields are included in the extract. 
	Cash Advance Extract Fields

	Name
	Definition
	Description
	Source (table.column)

	Batch ID
	13 characters maximum
	The batch number, starting at 1 and increasing sequentially. This is a unique identifier for each AP/GL run.
	

	Batch Date
	10 characters maximum

If the date has not been configured, it uses the standard format of MM/DD/YYYY 
	The date the batch was closed. The date format can be configured on the General Settings step of the File Export Configuration wizard. If the date has not been configured, it uses the standard format below.
	

	Employee ID
	48 characters maximum
	The ID of the employee who submitted the expense transaction. Employee ID often also serves as a vendor ID for AP systems or Payroll ID for Payroll integrations.
	CT_EMPLOYEE_EMP_ID

	Employee Last Name
	32 characters maximum
	The last name of the employee who submitted the expense transaction.
	CT_EMPLOYEE_LAST_NAME

	Employee First Name
	32 characters maximum
	The first name of the employee who submitted the expense transaction.
	CT_EMPLOYEE_FIRST_NAME

	Journal Payer Payment Type Name
	64 characters maximum
	Payer payment type name.

One of these:

· Company 

· Employee 

· Tax Authority Label for VAT records. 

Example: UKVAT
	CT_PAYMENT_
TYPE_LANG

	Journal Payer Payment Code Name
	80 characters maximum
	Payment code name for the payer.
	CT_PAYMENT_
CODE_LANG

	Journal Payee Payment Type Name
	64 characters maximum
	Payee payment type.

One of these:

· Company 
· Employee 
	CT_PAYMENT_
TYPE_LANG

	Journal Payee Payment Code Name
	80 characters maximum
	Payment code name for the payee.
	CT_PAYMENT_
CODE_LANG

	Journal Account Code
	48 characters maximum
	Contains the account code associated with the expense type.
	CT_JOURNAL_ACCOUNT_CODE

	Journal Debit or Credit
	2 characters maximum
	
	CT_JOURNAL_DEBIT_OR_CREDIT

	Journal Amount
	23 characters maximum
	
	CT_JOURNAL_AMOUNT

	Cash Advance Request Amount
	23 characters maximum
	For issue journal record, the total amount of the cash advance in the cash advance transaction currency
	CT_CASH_ADVANCE.
REQUEST_AMOUNT

	Cash Advance Request Currency Alpha Code
	3 characters maximum
	Currency code for the transaction currency using ISO alpha code
	CT_CURRENCY.
ALPHA_CODE 

	Cash Advance Request Currency Numeric Code
	3 characters maximum
	Currency code for the transaction currency using ISO number code
	CT_CURRENCY.
NUM_CODE 

	Cash Advance Exchange Rate
	23 characters maximum
	Exchange rate used to convert from the transaction currency to the reimbursement currency
	CT_CASH_ADVANCE.
EXCHANGE_RATE

	Cash Advance Currency Alpha Code
	3 characters maximum
	Reimbursement currency code using ISO alpha code
	CT_CURRENCY.
ALPHA_CODE 

	Cash Advance Currency Numeric Code
	3 characters maximum
	Reimbursement currency code using ISO number code
	CT_CURRENCY.
NUM_CODE 

	Cash Advance Issued Date
	10 characters maximum
	Date of issue
	CT_CASH_ADVANCE.
ISSUED_DATE

	Cash Advance Payment Code Name
	80 characters maximum
	The code for the method of paying the employee for this cash advance.
	CT_PAYMENT_CODE_
LANG.NAME



	Cash Advance Transaction Type
	1 character maximum
	Type of transaction: 

1 = Issue or Return to Administrator

2 = Application, including Cash Advance Return expense within a report

3 = System Cash advance, from balance carry forward
	Calculated: If journal is joined direct to CT_CASH_
ADVANCE table only, then this is either an Issue or a cash advance Return to the CA administrator; if journal is joined to both a report entry and cash advance then it is an Application

	Cash Advance Request Date
	10 characters maximum
	Date of cash advance request from the detailed cash advance record
	CT_CASH_ADVANCE.
REQUEST_DATE

	Cash Advance Key
	13 characters maximum
	Unique system key assigned to the cash advance
	CT_CASH_ADVANCE.
CA_KEY

	Cash Advance Payment Method
	1 character maximum
	The method used, either Expense Pay or Other, used for disbursement of the cash advance.

0 = Non-Expense Pay method used for disbursement

1 = Expense Pay method used for disbursement
	VIRTUAL_CA_EXTRACT_FIELDS.PMT_METHOD


☼
Concur Expense: 


Cash Advance Extract 


User Guide for Standard Edition


� DOCPROPERTY  Keywords  \* MERGEFORMAT �Last Revised: August 22, 2014�





Applies to these SAP Concur solutions:


( Expense�(Professional/Premium edition�( Standard edition


( Travel �( Professional/Premium edition �( Standard edition


( Invoice�( Professional/Premium edition �( Standard edition


( Request�( Professional/Premium edition�( Standard edition








2
List Manager User Guide


Last Revised: August 22, 2014

© 2004 - 2024 SAP Concur All rights reserved.

