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Shared Financial System

Queries-in-SFS-to-track-Cash-Advances

There are many queries set-up in Information Central Group 27 for Cash Advances. One of the main

queries is Number 25 (CA’s to reconcile). Run this query to see what outstanding Cash Advances.

Here are the steps for doing that:

1. Click the Expense WorkCenter

2. Scroll down and expand Information Central
3. Click the Information - Central link

Expenses WorkCenter o «
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= Approve Transactions and Reassign
5 Approve Transactions
£ Reassign My Workflow

Reassign Workflow to Me

v Delegate Entry Authority
T Delegate Entry Authority

Welcome to the Expenses WorkCenter

Welcome to the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area”. The "Task
Panel" is on the side displaying the pagelets assigned to the WorkGenter page and the "Work Area”
displays transaction pages such as this page.

Each pagelet may have the following actions depending on its configuration. Hide/Show, Reload,
Personalize.

Wiithin each pagelet there may be "Open the content in a new window”, "Collapses a group of links” and
"Expands a group of links” actions available depending on the pagelet

b Cash Advance (Approval Required)
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@ Information - Central - offgy

= Information Central

“ Process Monitor
& Process Monitor
= Assign Approvers
T Approver Assignment
b View TER's, TA's and CA's
b Employee Data
b Travel Authorization Cancel
b VoidiReissue Payment
b Review Payments
v Google Maps.
9 Google Maps
7 Fleet Management System
& Fleet Management System

4. Enter 27
Information Central Group 27 for Travel Authorizations/Cash Advances

Click
Click number 25 ‘CAs to reconcile’
Enter EX Business Unit

Click View Results
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