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Start Date 01/19/2021 5
End Date 01/19/2021 5
mumber of Days 1
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Step 2: Complete items underlined in blue (the dates listed are an example)

For allocations: if the account you are looking for is not in the drop down box, type SHIFT*
into the box for all accounts to populate in the dropdown menu

Once those are complete, click blue save button at top right



Step 3: Once you have clicked save, this will appear.

Here is where you will choose the object coding for your cash advance.
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Step 4: Once you have selected your appropriate object coding for the cash advance, this will
appeatr.

Complete the items underlined in blue, then click save



Step 5: After clicking save, this screen will appear.

On the left, is the advance and corresponding coding. On the right, you will have the option to
add more if needed.

If all looks correct on the left side, click green submit button at bottom middle of screen.



Step 6: Once you have clicked save, Chromeriver will ask you to double check everything.

Scroll on the right side of screen to make sure all looks ok.
If all is good, click green submit button on upper right.

Once you have submitted, cash advance will be routed to your supervisor for approval.



