Reconciling Cash Advance in Oracle:

1. Log into Oracle using your Messiah log in and select the Navigator in the top left corner
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2. Click on “Me” and then select “Expenses”

a
&« Show More
() Home
0w P Q
Me ~
5%“ Directory %o Connections @) Joumeys
Tal 2 &
@ Pay () Time and Absences ﬁﬁ. Career and Performance
(o
o I = ; 2
(7] Personal Information & My Activity Center () Leaming
o 5
&) Personal Brand ‘63 Web Clock ™| Roles and Delegations
@ @ & >
oo .
E Expenses 7 Hiring E@J PlanSource Benefits
[
My Team ~
Sales v
Receivables v ﬁ
Budgetary Control v | Ik £l
Expenses A

My Enterprise ~ ﬂ

3. Click on “Create Report”
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4. Click on “Create Item” You will need to create an expense item for each purchase made
with the cash advance.
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6. Select an appropriate expense type from the drop down menu.
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7. Fillin all required fields and attach receipts. Click on the blue search icon next to the
account.
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8. Make sure the cost center is the appropriate one for your trip and the account number is
correct.
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9. Select “Ok” and then “Save and Close” or “Create Another” if you have another expense
to report.



10. If returning cash to the Falcon Exchange, choose “Return Excess Cash” as the expense
type and change the cost center to all Os.
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11. Press “Ok” and then “Save and Close”

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