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Reimbursing the Remaining Balance of a Cash Advance ‘

Once you have acquitted your transactions made from the Cash

Advance, if there is a remaining balance, you will need to 0 =

reimburse the University for that amount. This will be deducted New Actions

from Payroll.

Step 1. N _ (:@ate Expense )#
Note the amount remaining to be acquitted on the Home Page,

under New Actions. In this case the remaining balance is $12.50 ] Create Document Control
Step 2. q Cash Balance AUD 12.50

Select Create Expense.

Step 3.
Select Claim as the Account Type.

pense Header
[ Cash Acquittal?

Step 4.
Ensure that the Cash Acquittal box is selected. Expense Types
Step 5 MANUAILY CODED Fo‘rha.nyklrlenot covered

== MEMBERSHIPS Subscriptions - Staff Profy
HNONFHSINESS B repayment to the Univers|
smﬁﬂ—mmﬁkmcﬂ:uod & Drink During Sem
STAFF SUPPLIES Kitchen & First Aid Suppli
STATIONERY Stationery and Office Pro

In the Purpose cell type “Surplus Cash”.

Step 6.

Segment? Segmentd Item Code

In the Merchant and Description cells type “Repayment”. = Segme
Step 7. Total foso
Place you cursor in the Expense Type box to display the most v | e | v | e |

frequently used expense types in the window on the right. Select
“NONBUSINESS” for Repayment to the University.

Step 8.
An Expense Breakdown wizard will pop up. Enter the amount of
the repayment to be made to the University.

Repa ent to the Universi MNONBUSINESS

Step 9 Please open the attached document, complete and forward In:.| the Central Finance Unit.
Select Document which will open the Authority to Recover BreabZown for ri.~e
Credit Card Non-Business Expense Money Owed form. Non Business Expenses

Currency AUD | Rate |1.00

Step 10. "
Print and Complete the Authority to Recover Credit Card @lon GstA Dpanas

Non-Business Expense Money Owed form. @ﬁ

Step 11. ——— -
Select Next on the Expense Breakdown window.

General Ledger Breakdown

Participal ype ax Code Nef ax Gross
Step 12. Non Business Exp - Non Business Expense Group Totals 12.50 0.00 12.50
This screen shows the General Ledger Breakdown. Review the Employee F 12.50 0.00 12.50
information on this screen to ensure all the details are correct. Sub-Ledger Segment1 Item Code

AD 599200 7698

If not correct, click <<Back to make changes.
If correct, select Update.

12.50 0.00 12.50

Expense Header

Account Type Claim [~] Cash Acquittal?
Purpose Surplus Cash
i Waiting Accountholder

Step 13. Item Details

The Expense Breakdown window closes, and takes you back to neHo— Date uercid

the Create Expense sheet. Check that all details are correct and 1 21022010 |Repayment |Repayment . o o

I t Submlt Expense Type Currency Rate Price Tax Code Invoice No. Net Tax Gross
selec : noweusmess GRS [ |zsgo00a ]

Sub-Ledger Segment1 Segment2 Segment3 Item Code

Total 12.50
%
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Step 14.
Click OK to have this amount deducted from your Corporate
Card Cash Advance balance.

f Windeswsnternel ks E ﬂ

2 This Expense Claim has the Cash Acquittal checkbox: ticked,
‘-'/ This meeres i will be cecuocted from any Corporate Card Carsh Advanice balance and NOT paid o you & a Cash Resmbursement.
1F yiows inkendad to kdge this a5 2 Cach Rembursement to be paid to you, ek the CANCEL button, remcwe the Cash Acoustta tick, and then

Step 15.
Select Document Control along the top Menu bar.

Step 16.

Run the Document Control Report for your acquitted
transactions. For further information on this step, please see
Quick Reference Guide: Printing a Document Control Report

Step 16.

Attach the completed Authority to Recover Credit Card Non-
Business Expense Money Owed form to the Document
Control Report and forward to your Admin Centre Reviewer.

Step 17.

The Admin Centre Reviewer should then forward the completed
Authority to Recover Credit Card Non-Business Expense
Money Owed form to Payroll.

Ui the expente a0,
1f you wish to scquit this claim aganst your Corporate Card Cash Advance, cick Ok
W o ) [ e
\
|Q PROMASTER Expense Details & ouick vinks: [l Help
15
Danicta Kuckhahn | Account Holder = ‘,._..-q'ol South Austraka-TEST
Accoant Type B caim Furchase Date Z2-01-2000 Referenon Td HODDOOOOD0MO0003FHA
Expense Group General Date Croated 2-01-2000
Amount AUD 12.50 Account Holder Danils Kuckhahn
Purposs Surplus Cash Status (0 Private AR
Document Control Number Files Attached o
Cash Acquettal? Yes
Item Details
- W ¥  nceipt Do n Al
1 22-01-2010 Repayment Repayment e
Expense Type Currency  Hate Quantity Price Tax Code Irvoice Mo. Ml Tax Gross
NONILSISS D 1 1000 12500 2001 1250 000 1250
@ Non Business Expenses
Breakdown Detals
Mon Dusiness Lapenses 12,50 Category Nen usness Lpense
ull e Participant Type Employes B Mo
Kuckhahn, Daniels Employee 121077 1
Breakdown for Price - Partidpant Type Tax Code et Tax  Gross Gl Cones
e Bumness Lepenses - Hun Dusiness Dgense Lnplayes L 1290 0 1L AD |, S59200 , TG00 , ADSFIN0
e e R
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Need further help? Please contact the STARS Team on

Ph: (08) 830 21482 or (08) 830 21481 or via email promaster@unisa.edu.au

Last modified: 29/09/2010



http://www.unisa.edu.au/fin/systems/promaster/quickguides/printing_a_documentcontrolreport.pdf

