
Adding Cash Advances

• To add a cash advance, select Request Details and click Add Cash Advance.
• Complete the required fields, then select Save. The cash advance will be added to your travel request.

 Best Practice: 
       Cash advances should be used sparingly and only when necessary. Alternative payment methods are preferred whenever available.



• Once a cash advance is created, you can use the Cash Advance Timeline to track its progress through the approval workflow.
• Any associated cash advances will also appear at the top of the request for easy reference.
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