
Cash Advance Expense Reports



Chrome River Expense Report–Cash Advances

Travelers are reminded that cash advances are 
only available under 2 circumstances:

• Travel with students, domestic or international 
• International travel



To create a New Cash Advance Expense Report
• Click “+ Create” on the Expenses Ribbon



Creating an Expense/Cash Advance Report in
Chrome River

Before beginning, it is suggested to make a .PDF of your pre-approval (PA)
(this information is found on the pre-approval slides) An electronic PA should 
not need to be imported for Cash Advances – you may attach a PDF copy.

Start to build the Header Page of the Cash Advance Expense Report with the 
information contained in the Pre-Approval (PA) report.

• “Report name” should be the same as the PA and should start with the year 
and indicate that it is a cash advance.  For example, 2023 UNC Conference –
Cash Advance or CAR (cash adv report)

• “Business Purpose” field is a dropdown box. The “Other” field may be used, 
if needed.

• Enter the “Travel Start” and “Travel End” Dates along with the “Departure” 
and “Arrival/Return” Times. Remember that these are estimates as the actual 
travel has yet to occur.

• Travel Type” field, select  “Domestic” or “International”. 

Do not import pre-approval for cash advances. Attach a PDF copy. Report Name: use similar name as PA – Cash Advance



Creating an Expense/Cash Advance Report in 
Chrome River

• “City, State” - populate. 
• “International City Destination(s) Complete if applicable
• “Country” field: populate as appropriate. 
• “Student Group Travel” field; complete if students will accompany traveler.
• “Status” field: populate as appropriate. 
• Citizenship” field: populate as appropriate. 
• “Report type”: populate as appropriate. 

• Has prior approval been obtained?: select the appropriate option from the 
dropdown box. If a cash advance is being requested, answer yes and attach 
the PDF of the approved PA to the report.

• “Does the contract authorize federal rates?: If you select “yes” attach the 
agency’s documented authorization.

• Promissory Note Disclaimer: Place “X” in the checkbox to agree to terms.

• IMPORTANT: Review your selections, BEFORE you click “save” – You may not 
be able to correct the header after you have saved.



Creating an Expense/Cash Advance Report in 
Chrome River

Click on cash advance tile



Creating an Expense/Cash Advance Report in 
Chrome River

Click on cash advance tile again 



Creating an Expense/Cash Advance Report in 
Chrome River

Fill in appropriate details.  Cash 
advances cannot be less than $100



Creating an Expense/Cash Advance Report in 
Chrome River

Fill in date, amount, 
description and fund 
charged.



Creating an Expense/Cash Advance Report in 
Chrome River

Upload a pdf version of the 
pre-approval and any other 
supporting documentation,
then click on save.



Creating an Expense/Cash Advance Report in 
Chrome River

Click on submit, you will then submit 
again when another screen pops up 
asking you for submit confirmation!
You are finished with the request for 
cash advance



WHAT HAPPENS NEXT?

Your request will be reviewed and processed in 
the Travel Office.  If approved, you will receive a 
check for the amount requested.  After the trip, 

you MUST promptly reconcile the cash advance 
(within 10 days) of the completion of travel.  See 

the following slides regarding cash advance 
reconciliation.



CASH ADVANCE 
RECONCILIATION



To start a Cash Advance reconciliation Expense 
Report
• Click “+ Create” on the Expenses Ribbon



Cash Advance Reconciliation

Fill out report name, business purpose, travel 
dates and times, etc.  Save when finished.



Cash Advance Reconciliation

You will now arrive at this screen.  
You have to retrieve the cash advance 
from your “wallet”.  The green 
‘button’ denotes that you have an 
unreconciled cash advance in your 
wallet.  Click on cash advance.



Cash Advance Reconciliation

The cash advance amount 
will display as a negative 
number.  Check the small 
square box and click on add.
The ‘add’ box will be visible 
after you click on the small 
box above the amount.



Cash Advance Reconciliation

Fill out all applicable 
information and upload 
a pdf copy of the pre 
approval and save



Cash Advance Reconciliation

The cash advance is now added to your reconciliation report.  
Now you must indicate how you spent the funds. Let’s 
assume you used $900 for student per diem. For per diem, 
you would use the Miscellaneous tile (Remember the meal 
tiles are intended for the report owner, cash advances are 
dispersed to students.)



Cash Advance Reconciliation

Add all information and upload 
documentation that supports the 
expenditure. Click on ‘Save’. 
Use the appropriate travel code 
for the Miscellaneous tile.
For per diem, affidavits from 
students confirming receipt of 
per diem must be attached. 



Cash Advance Reconciliation

You have now added all the expenditures 
for which cash advance was used.  
However, the report shows a negative 
amount which indicates that the full 
amount was not reconciled.



Cash Advance Reconciliation

You should deposit the $100 
that you did not use.  Deposit 
the cash at the Treasurer’s 
office using your fund and 
account number 73103.



Cash Advance Reconciliation

In addition, you have to 
include the excess cash on 
the report.
Click on Cash Advance, 
then Cash Advance Return



Cash Advance Reconciliation

Populate all necessary information. Attach 
the receipt to this line item by clicking on 
‘Upload Attachments’.  (Reminder: Deposit 
on transmittal form should be coded to 
account 73103.) Click ‘save’ when finished.



Cash Advance Reconciliation

The report total is now zero.  You received a $1,000 cash 
advance, you used $900 for student per diem and the difference 
of $100 which was not used was deposited into your fund and 
account 73103 via the Treasurer’s Office.
The CASH ADVANCE RETURN tile is ONLY used for funds that are 
returned to the University. You may submit your report.
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