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Approve a Cash Advance

Use this instruction guide to review how to approve a Cash Advance. To complete these tasks, you must
have the UF_EX_MANAGER security role. To learn more, consider taking PST931 Travel and Expense

Approver.

1. Log in to myUFL

Click the Login button Open an internet browser
Navigate to my.ufl.edu

Click the Access myUFL button

Enter your GatorLink username and password
Click the Login button

2. Navigate to: NavBar > Main Menu > Financials > Travel and Expense > Approve
Transactions > Approve Transactions

3. Select the Transaction ID for the Cash Advance you want to approve.

Qverview

ports | Time Reports | Time Adiustments || Travel Authorizations || CashAdvances | Erors
Search Pending Transactions
Change Sort Order ¢
& sewectal [ cleer Aoprove Send Back Hoie Refresh List Eudget Check
Transactions to Approve (7 Fist 1600 La:
i 5T FE] T e Dae
1000.00 USD Gator, Albert 0472872021 ‘Submitted for Approval  Depar
24700USD  Day, Sonny 34545 Mambership Fess AERA 0001024488 0226/2021  Submitied for Approval  Department blanagar
& 64800 USD  Gator, Albert 0001024846 03262021 Sul
120250 USD Gator, Albert 0001024547 0373072021
0145USD  GatorAlbet 1ZMSET8  DEF Conference 0001024548 03302021
6500 USD  Apple, Candy I NCRAATT I 0000450357 02262021 Sul
Setoct Al I Clear A Approve Send Back Held Relresh List Budget Check

4. Click Attachments to view the traveler’s signed Advance Request.

Aeccountng Template = MDA 0] Created (041232021 Albert Gator
Last Updated (4/2872021 John Jones
sf“ User Dafaulls
Cash Advance 7 & View Printable Varsion 2 Notes
*Source Descrption Amount currency
r v Test 1,000.00| USD

Accounting Details
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5. Select Accounting Details.

ACCoun EII'IQ IE[I'IDh![E = [ANLIARL a

Created 047222021 Albert Gator
Last Updated 04282021 John Jonies
]
o,
7% User Dafaulls
Cash Advance ¢ & View Printable Varsion ) Motes A4 Attachmenis
*Source Description “Amount Currency

1,000.00| 'USD

Accounting Details

6. Review Accounting Details (GL Unit, Account, Source, Fund, Dept, Program, Bud Ref, CRIS,
Project, Dept Flex, EmplID).

Accounting Details

ChartFields  |F==H

GL Unit Account Source Fuird Dapl Program Bud Rel CRIS Project Dapt Fi
LUFLOR 123123 ADDODOD 100 12340000 1100 CRENT PO112601
] 3
7. Select Approve.
Approval History
5 i =
= el f
Submi Expense Manager Prepay Auditor mgm
Albert Gator Jahn Jones Sonny Day
Hole Name Action DiateiTime Comments
Employes Gator, Albert Subimilted 04i23/2021 1:56:00FM
Expense Manager Jones, John FReassigned Q40282021 1:58:03PM @
Comments
’ B2
e
Send Back Hold Diamy Save Changes
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8. Select OK.

Trawel & Expenses - Cash Advance Report
Submit Confirmation
Albert Gator

Totals

Advance Amount {,000.00 USD

“ This repon il be approved
once

Advance ID Q000008325

9. Select OK.

Approva Transactions

Appraval Action Confirmation

April 25, 2021 02:22 PM EST
Approval Transaction Selected
Expense Reports
Time Reports
Time Adjusimenis

Trawel Authorizations

- &am A & o

Cash Advances
Total Transactions

v’ Thes= trarsactions will be Budgst Chedked

Transactions may nod be available immediately if budged checking has nol completed

If you need help with...

e Technical issues, contact the UF Help Desk at 392-HELP or helpdesk@ufl.edu

e Policies and Directives, contact the Travel Office at 392-1241
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