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How To Reconcile Falcon Exchange 0 UNIVERSITY

Cash Advance

Learn how to reconcile a cash advance. This is for cash advances handed out at the
Falcon Exchange and is not the process for p-card cash advances. Cash taken out at
an ATM should be reconciled separately.

A PLEASE READ FIRST: This is relevant only to cash advances
dispersed at the Falcon Exchange window. This is not the
process for p-card cash advances made at an ATM. All purchases
reconciled through this process must be made in cash, receipts
showing the use of card will not be accepted. Please be accurate
and as detailed as possible.

If you need help converting your expenses from foreign
currency into USD, use this site: https://www.oanda.com/curre
ncy-converter/en/?from=2ZMW&to=USD&amount=1

For further questions reach out to
falconexchange@messiah.edu


https://www.messiah.edu/
https://www.oanda.com/currency-converter/en/?from=ZMW&to=USD&amount=1
https://www.oanda.com/currency-converter/en/?from=ZMW&to=USD&amount=1
mailto:falconexchange@messiah.edu
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3 Click "Expenses"
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4  Click on this icon.




5  Click "Create Report"

Il UNIVERSITY

Travel and Expenses

@ Expense Reports

2 MESSIAH

Creat Report

Available Expense Iltems

= Create item

6  Click the "Purpose" field.

_ @ MESSIAH
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Create Expense Report &

Purpossifiust Siact with Peard, DECard, Reimbursement or Cash
Advagice followed By a description of the expenses

* Purpose

Attachments  None =

Expense ltems
Actions v | 4 Create llem

Mo data to display.

Nothing here yet
Create expense item

Report Total

0.00usD

[T] | have read and accent the corparate travel 2nd expense poliies.



7  Type your purpose. Start with the words "Cash Advance"

8  Click "Create Item"
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Create Expense Report &

Purpose must start with Peard, DECard, Reimbursement or Cash Report Total
Advance followed by a description of the expensas O 00 RS

“ Purpase | Gash Advance for international travel to Zambia

[T] | have read and accent the corparate travel 2nd expense poliies.

Attachments Mone ==
Expense ltems#"
Actions v | { 4 Create ltem §

Mo data to display



9  Select the date of the expense.

_ 2 MESSIAH
=M UNIVERSITY

Create Expense ltem @

If this is for a grantiproject, please select “Grants sz;,m""m,g:r the template dropdown and add the project number and task number. Acoount should be updated to reflect the related grantiproject fund, cost center

.
L

* Dalp [ osioamozs | [Ty
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* Template [Sapgloyes oense Tempiate v|

Type

= w
* Amount [ USD ~

Reimbursable Amount 0.00 USD

10  Select the relevant expense type from the drop down.
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Create Expense ltem &

If this is for a grantiproject, please select “Grants Template” under the template dropdown and add the project number and task number. Account should be updated to reflect the related grant/project fund, cost center

* Date |os.':|arzoza [y

* Template | Eroloyes Expenze Tefrolat;v&‘"\'rdl'“ka%é

* Type |Meais | v
. . F,
Amount | USD \ 4
- ..v':ffp',

Reimbursable Amount  0.00 USD

e



11  Click the "Amount" field and enter the amount for the expense.
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Create Expense ltem @

* Date | 0510872023 g Attachments
* Template | Employes Expense Template v | t

e

P, WS |

* Expense Location | Zambia

* Amount | USD I
! ']
Reimbursable Amount 0.00USD % 4
o
]

[] Receiptr

* Description

Account | 100000-202

Merchant Name

Employee Attendees o=

=
Name

Mykayta D. Glagfetter

12  Click the "Description” field and type a brief description of the expense.

= WURIVERSITY

Create Expense Item @

* Date | 050872028 [y Aftzchments
* Template | Employes Expense Tempiate W | t
* Type | Meals v
é Example format: ##£0.00;-# #£0.00
* Expense Location | Zambia - | Arresonk
Receiptr
* Amount | USD ~ | 15| ]

Reimbursable Amount 000 USD —
o~ "
* Description i N
a f Y Account | 100000-202
L W B )
Merchant Name | S

Employee Attendees o=

=
Name

MyKayta D. Gladfelter



13 Click "Drag files here or click to add attachment"
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Attachments m
t Drag files hers orllick to add attachibert

[[] Recaipt missing

[l ol 0

Desciption of expense item

] Awmmt| 100000-20220-6200-000000-000000-00 E‘

]

[] Divide amount equslly

Amount {USD}

14  Click "Add File" and select the file for the relevant receipt.
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t Dirag files here or click o agd attashment

Add File
\Add Link
T

[[] Recsipt missing

{0 g e

i| Account | 100000-20220-6200-000000-000000-00 E‘

[ Divide amount equally

Amount (USD}



15 Click this icon.

Qe P @ w
s e

Attachments

1- Drag files here or click to add attachment

[Zl  Receiptdok {13KB) & X

= -

Cost Center 30220 Falcon Exchange
[] Divide amount equally
Account 6200 Travel-General

e Amount {USD}
Activity 000000 Default

2 RAU— I

Future Use 00000 Default

16 Double-click the "Cost Center" field and make sure that the cost center related to
the trip is entered in the box.
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17 Click the "Account" field and enter a different account number when necessary.
The account linked to the expense type may not be the one you wish to use. This is

when you can change it.

Operating Budget
Unrestrictad

s ]

18 Click "OK"

Account
4 Hide Segments.
o [ [ ey s
Cost o orvscrentnd
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- -
i [0 [t
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19 Ifyou are missing a receipt click "Receipt missing"

Qe PR ® w
Lo [ oo Tons B

Attachments

t Drag files here or click to add attachment

[] Reesift missing

[l ol 0

Desciption of expense item

] Au:nunt| 100000-20220-6220-000000-000000-00 ﬁ‘

]

20  Click the "Justification" field and type "MR" to justify your missing receipt.

e
e N
* Amount 1,000.00 o Rereily

Reimbursable Amount 1.000.00 USD

= Lt ‘:
=~ Bl
A

Merchant Name

* Justfication [J
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[y By i

I |

Click "Create Another" and repeat steps 9 through 20 for each expense made
21 .
using the cash from the cash advance.

aaw R ® «

cheate Ancther [| 'Save and Close | ¥

Attachments

t Drag files here or click to add attachment

Receipt.docx (13KB) +, X

[] Receipt missing

Asccount | 100000-22780-6207-000000-000000-00 FEC~

[[] Divide amount equally

Amount {USD}

I

22  Select the "Return Excess Cash" option.
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Create Expense ltem &

If this is for a grantiproject, please select “Grants Template” under the template dropdown and add the project number and task number. Account should be updated to reflect the related grant/project fund, cost center

* Date | 0510872028 Y Attachments

“ Template | Emsloyes Expanse Temg

* Type

* Amount | USD ~
[] Reoeiptr
Reimbursable Amount  0.00 USD

12



23 Click the "Amount" field and enter the amount of excess cash you will be returning
to the Falcon Exchange.
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Create Expense ltem @
* Date | 050872025 g Attachments

* Template | Employes Expense Template v | t

*Type | Retum Excass Cash

* Expense Location | Zambia |
1 [] Receiptr
* Amount | USD |

Reimbursable Amount  0.00 USD

* Description Account | 100000-202
]

Merchant Name

24  Click the "Description" field and write "Returning Excess Cash".
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Creale Expense ltem @
* Date | 050872028 Y Attachments

* Template | Employes Expense Template v | t

“Type | Retum Excess Cash v
TR SRR Y| Example format: #:##0.00;4 ##0.00
* Expense Location IZE?WIE—El Amount
*Amuum|u5D . | 1C0<1|

Reimbursable Amount  0.00 ugal™
Account | 100000-302

* Description

[ Receipte

Merchant Name
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25

26

Click "Receipt missing" and make sure to write "MR" in the justification box that
pops up.
anNw P @ v
o EET )

Attachments

1- Drag files here or click to add attachment

Account | 100000-30220-1082-000000-000000-00 | 55,

Click here.
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27 Change the Cost Center to "00000".
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28 Click "OK"
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29 When all of your expenses have been added, click "Save and Close"

[y By i

Attachments

t Drag files here or click to add attachment

| Recaipt missing

Segment  Value Description

Fund 100000 Operating Budget Unrestricted
Cost Center 72780 Nursing Embedded Course Zambia
Account 8320 Supplies-General Supplies
Activity 000000 Default

Interfund 000000 Default

Future Use 00000 Default

30 Make sure your report total equals the amount of your Falcon Exchange cash

advance and then click here.

1590 @

fith Pcard, DBCard, Reimbursement or Cash
a description of the expenses.

stional fravel to Zambia

Amount w

v 1,000.00 u=o

Report Total
“T,800.00usp

head and acoept the corparate travel and expense polides.

Location w Description w Al

Zambia Returning excess cash i
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31

32

Click "Submit"

Merchant w

Click "Yes" if this warning pops up.

Report Total

1 ¥ Terms and agreement checkbox
E | travel and expense palicies.

Location w

Zambia

[ Warning

Description =

Returning excess cash

This report contains paiicy viciatians. Do yougia

Attachments

~Add attachment
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33 Check the box next to the cash advance for the trip.

34 Click "Apply and Submit"

Apply Cash Advances

Amount Reimbursable to You

Cash Advance Selected

Don't apply 3 cash advance

Apply Cash Advances

Amount Reimbursable fo You

[ Don't apply a cash advance:

1,000.00U 5D

1,000.00UsD

1.000.00 USD available

1,000.00 USD available

Apply and Submit

18



35 Click "Yes"

A Waming

The selected cash advances will b= applied and the report will be submitted. Do yg

36 You can see the status of your Expense Report on the Travel and Expenses page.

Pending Approval

+ EXPO00049541590

Cash Advance for international travel
to Zambia
Create Report

Available Expense Items (2)

| Actions || = Create item |

D Date - Type Amount Merchant Location Description

Cash and Credit Card Expense Items (2)

[x] Missing required fields
A Missing receipt

O os08/2026 Supplies hd 100.00 usD Zambia Supplies for M
] os/0e/2026 Meals e 15.00 UsD Zambia Student meals
1 Attendee
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