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TRAVEL CASH ADVANCE

Cash Advances for travel are requested on the header of the Travel Pre-Approval Report (the initial screen that
appears after selecting “New Pre-Approval”) in Chrome River. Advances must be requested no later than 10
business days before the trip departure date. Advances that aren’t requested at least 10 days before departure
will not be approved.

In accordance with State of Montana Travel Policy, travel advances should not exceed $200 or be used for lodging
or car rentals (Montana Operations Manual Policy; Employee Travel; last revised 9/17/19). Particular situations or
exceptions may exist that require more than $200 for a travel advance, so please inquire with your Fiscal Shared
Services team or departmental accountant.

If you are set up to receive travel reimbursements through ACH (separate from payroll direct deposit), your cash
advance will be directly deposited into your account approximately 10 days prior to your scheduled departure
date. If you have not opted in to travel reimbursements via ACH, a check will be mailed to your mailing address on
file. You can visit MylInfo, Personal Information, to ensure your mailing address is up to date.

Requesting a Cash Advance

Report Name Trip to Madison for ABC Conference

. Start Date 05/29/2020 |
1. After selecting New Pre-Approval Report

and filling in applicable information for End Date 06052020 (%)
your trip, enter the desired amount into

. Number of Days 8
the “Cash Advance Amount” field.
Business Purpose Smith ABC Conference
2. Complete the Pre-Approval header and
CIiCk Save Campus-Department BZ-KUSM and MOR hd
Travel Type Out of State -
3. Complete the remainder of the
If ly i
Pre-Approval Report (see “Create a Travel s sosic s
" Seryice Funding (Including
Pre-ApprovaI' if nGEdEd.) NIH), ALL travel sponsored

or paid for by a third party
must be reported. See the
OSP Travel Disclosure
Form. Is this trip being paid
by a 3rd party (include
partial)? In the comments
In the comments, please
specify who is paying for
the frip.

Cash Advance Amount 0 ‘

Click here if this trip will
include personal days
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https://www.montana.edu/myinfo/
https://www.montana.edu/chromeriver/documents/2%20Create%20a%20Pre-Approval2.pdf
https://www.montana.edu/chromeriver/documents/2%20Create%20a%20Pre-Approval2.pdf
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Clearing the Cash Advance

After the trip is complete, follow steps 1-4 below to clear the cash advance, which shows you used all the cash
advance for official travel purposes. If you did NOT use all the cash advance, ensure you complete all steps (1-6).
You will return the unused amount in cash or check to Fiscal Shared Services or your departmental accountant for
processing.

1. After returning from your trip, create a new Travel Expense Report (see “Create a Travel Expense Report
from Pre-Approval” if needed.)

2. After adding the other trip Add

expenses you may have Eypenses 51 = ' kg
incurred (found in the e ——

“Credit Card” section of the W o e kz
eWallet, select “Personal A8

Account” (1) from the Add e

® Credit Card

® Personal Account k

® Offine 1

Recycle Bin

Expenses screen.

3. Select the Cash Advance
for this trip and click
“Add” (2/3)

™

Receipt Gallery

Wl Cash Advance
4. Complete the Cash Advance

form with Business Purpose Dete ozromo20
and Allocation/Index, as required.
Spent -200.00 | USD
NOte: Th e System Wl ” ove rrld e Business Purpose Cash Advance Smith ABC Conf Madison
the allocation/index selection to
U niversity’s Cash Advance clea ring Please use the following protocol as it applies: Vendor Last Name Purpose Logation. E.g. (Travel): United Smith CSA Conf Dallas. E.g. (Non-Travel):
A Staples Smith Paper. Please limit Business Purpose to 35 characters. Do not use punctuation.
index (transparent to the user).

Description

Activity Code?
Please type the Index you would like to search for in the allocation box below. As you type, a drop down list of matching items will be displayed for
selection

Allocation

41F001-41F000-43F001 Fiscal Shared Services Fiscal Shared Services
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https://www.montana.edu/chromeriver/documents/4%20Create%20a%20Travel%20Expense%20Report%20from%20Pre%20Approval.pdf
https://www.montana.edu/chromeriver/documents/4%20Create%20a%20Travel%20Expense%20Report%20from%20Pre%20Approval.pdf
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Add

Expenses - ==
5. If you did not use all of the wE - sl i
Cash Advance, select the
“Cash Advance Return” tile

Create New

All

from the Add Expenses screen. e = (2
Credit Card
Personal Account
Tip: You should have a Cash Advance Offine - B =
Return in the “Pay Me” amount on your Recycle Bin
report as a negative number (bottom Y

left portion of screen.) This is the amount

Receipt Gallery

of the unspent cash advance. Please
return this amount in cash or check to Fiscal Shared Services or your departmental accountant for processing.
Credit card payments for cash advance returns cannot be accepted. Fiscal Shared Services or your departmental
accountant will help process your deposit to the appropriate Cash Advance index and account code (62499A).

Expense Report
QA0020866833

Total Pay Me Amount

-27.50 usp

N Cash Advance Return

6. Complete the Cash Advance Date =
Return form. Enter date
. . Spent 2750 ushD
returned in “Date” field; H
amount retu rned |n ”Spent” Business Purpose CA RETURN Smith ABC Conf Madison

field; update Business Purpose,

if required; add Description

Smith Paper. Please limit Business Purpose to 35 characters. Do not use punctuation.

to help explain return; and

enter an Allocation/Index,

Description Returning unused cash advance. per diem was 172.50 due to change in trip schedule (weather).

if required.

Note: The system will override

Activity Code?

the allocation/index selection to
University’s Cash Advance clearing
index (transparent to the user).

4/15/20

Allocation

41F001-41F000-43F001 Fiscal Shared Services Fiscal Shared Services

.'

.)))

8

Please use the following protocol as it applies: Vendor Last Name Purpose Location. E.g. (Travel): United Smith CSA Conf Dallas. E.g. (Non-Travel): Staples

Please type the Index you would like to search for in the allocation box below. As you type, a drop down list of matching items will be displayed for selection

A After saving the Cash Advance Return, the Total Pay Me Amount for the report should be $0.
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