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How To Reconcile Falcon Exchange
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.

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=ZMW&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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1 Click this icon.

2 Click "Me"
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3 Click "Expenses"

4 Click on this icon.
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5 Click "Create Report"

6 Click the "Purpose" field.
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7 Type your purpose. Start with the words "Cash Advance"

8 Click "Create Item"
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9 Select the date of the expense.

10 Select the relevant expense type from the drop down.
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11 Click the "Amount" field and enter the amount for the expense.

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



8

13 Click "Drag files here or click to add attachment"

14 Click "Add File" and select the file for the relevant receipt.



9

15 Click this icon.

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.

18 Click "OK"
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19 If you are missing a receipt click "Receipt missing"

20 Click the "Justification" field and type "MR" to justify your missing receipt.
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21 Click "Create Another" and repeat steps 9 through 20 for each expense made
using the cash from the cash advance.

22 Select the "Return Excess Cash" option.
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23 Click the "Amount" field and enter the amount of excess cash you will be returning
to the Falcon Exchange.

24 Click the "Description" field and write "Returning Excess Cash".
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25 Click "Receipt missing" and make sure to write "MR" in the justification box that
pops up.

26 Click here.
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27 Change the Cost Center to "00000".

28 Click "OK"
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29 When all of your expenses have been added, click "Save and Close"

30 Make sure your report total equals the amount of your Falcon Exchange cash
advance and then click here.
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31 Click "Submit"

32 Click "Yes" if this warning pops up.
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33 Check the box next to the cash advance for the trip.

34 Click "Apply and Submit"
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35 Click "Yes"

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


