
Before reconciling in Oracle you must complete the International Reconciliation Form: 

1. Go to FalconLink 
2. Search “International Travel Reconciliation” and click on link 
3. Select “Create Report” 
4. Select your Supervisors name under “First Approver” 

a. For Cross-Cultural travelers put Paula Holtzinger as your First Approver 
b. If expenses are more than $200 per day up to 5 days of travel or more than 

$1,000 select Vice President or Dean’s name under “Second Approver”  
5. Select your Departure and Return Dates 
6. Type the name and description of your trip 
7. Select the Organization/Org Number for your trip 
8. Fill out how much cash you  

a. Received from the Falcon Exchange  
b. Took out at ATM machines 
c. Returned to the Falcon Exchange 

9. Select “Create Report” 
10. Click on the pencil next to your report 
11. Scroll to the bottom and click on “Add New Expense” 
12. Select the expense date 
13. Choose which currency was used, the amount used in this currency, and the 

exchange rate  
o If Currency = USD input EXCH RATE = 1 
o Other exchange rates can be found at https://www.oanda.com/currency-

converter/en/?from=EUR&to=USD&amount=1  
• Choose the foreign currency on the left 
• Choose USD on the right 
• Foreign currency = 1 
• Select a date within the dates that you traveled 
• Number that is calculated under USD is your exchange rate 

14. If you are missing a receipt, add “MR” before your description 
15. If there is a difference after you input all your expenses, add an expense labeled as 

“Difference due to exchange rate” to balance your total (difference must be less 
than $5 of total amount to account for) use USD as the currency and choose an 
account that you already used 

16. Press “Save/Refresh” 
17. Select “Yes” next to Finalize then press “Save/Refresh” again (this option will only 

appear once you are balanced) 
 

Reconciling Cash Advance in Oracle: 

https://apex.messiah.edu/apex/f?p=419:2
https://www.oanda.com/currency-converter/en/?from=EUR&to=USD&amount=1
https://www.oanda.com/currency-converter/en/?from=EUR&to=USD&amount=1


1. Log into Oracle using your Messiah log in and select the Navigator in the top left corner 

 

2. Click on “Me” and then select “Expenses” 

 

3. Click on “Create Report” 



 

4. Click on “Create Item” 

 

5. Use the details from the “Summary Report” on the International Travel Reconciliation 
form to add one item for each expense account. For example, if you selected honorariums 
and student travel as your expense accounts on the reconciliation form, then you need to 
add two expense items in Oracle. 



 

 

 

 

6. Select an appropriate expense type from the drop down menu. 

Use the amounts 
and accounts from 
this section. Use the account 

numbers from this 
section. 



 

7. Fill in all required fields and attach receipts. Click on the blue search icon next to the 
account. 

 

8. Make sure the cost center is the appropriate one for your trip and the account number 
matches the account numbers from the Expense Reconciliation Form. 



 

9. Select “Ok” and then “Save and Close” or “Create Another” if you have another expense 
account to report on. 

10. If returning cash to the Falcon Exchange, choose “Return Excess Cash” as the expense 
type and change the cost center to all 0s. 

 



 

11. Press “Ok” and then “Save and Close” 

12. Fill in the Purpose box, check the box next to “I have read and accept the corporate 
travel and expense policies.” Then press “Submit” 

 


