Settlement of a Cash Advance — Voucher page 1

Settlement of a cash advance also entails creating a voucher that records the actual expenses now incurred (and funded by the advance) with an opposite entry
reversing the original advance. In the cases where actual expenses were lower than the advance, the settlement also entails creating a deposit for the unspent
funds. This markup shows how you prepare the settlement voucher header. The voucher invoice lines follow on the next page.

Invoice Information Payments Youcher Attributes

Business Unit: UMHCCH
Voucher ID: MERT
Voucher Style: RegularYoucher

Vendor ID:
ShontName:
Location:

*Address:

Advanced Wendaor Search

Control Group: a,
Invoice Lines: o.on
currency: UsD
Miscellaneous: I
Freight: =

Total: 0.00 4\

Difference: 0.00

Calculate

pey e

[Initials of person receiving advance] [Voucher ID of Original Advance] “Settlement”

Invoice No:
Invoice Date:
Accounting Date:

Vendor and
Vendor ID is
person who
received the
original advance

Pay Terms:
Basis Date Type:

| e.g. PH 50001234 Settlement ] Action:
[&) v
1000352014 o
Imagenaw Attachments
Carnments(0)
B 30 Met 30
Inv Date
Frint Invoice

If the total expenses = original advance amount, the Total Voucher Amount = $0.

If the total expenses < original advance amount, the Total Voucher Amount = $0.
If the total expenses > original advance amount, the Total Voucher Amount = Excess of expenses.
For example, if total expenses were $450 but the advance was just $400, the Total Voucher Amount = $50.
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The first invoice line represents the recording of actual expenses incurred (i.e. study subject payments).
The second invoice line represents the reversal of the original advance, which relieves the recipient of the obligation for the advance.

Invoice Lines
Actual amount of expenses =
Line: 1 UNC Item ID: QUOM: (could be more or less than
*Digtribute by: Amaunt v Unit Price: Quantity: advance)
Ship To: 201_207A Line Amount: 0.00
SpeedChart: @ Description: e.g. PH 50001234 <4——  [initials of person receiving advance] [original advance voucher ID]
*Category <\
Calculate Actual category of expenses (e.g. study subject payments)
= Distribution Lines
Som  Line Merchandise At Quantity *GLUNt  Fund Source Account Dept hef"™  Projectin Activity Openitern

= 1 0.00 UNCCHQ Q Q Q Q Q Q Q Q
Line: 5 UNC Itesn ID: QUOM: Negative amount of original adva.nce, unless
Distribute by: AU - Unit Price: Quantity: advance was not fully spent. In this case enter

) - the negative of the amounts spent.
Ship To: 201_207A Line Amount: 0.00
SpeedChart: Description: e.g. PH 50001234 <«4—— [initials of person receiving advance] [original advance voucher ID]
g
*Category Q.
Calculate
= Distribution Lines
SO Line Merchandise At Quantity Account Dept hef"™  Projectin Activity Openten  Progra
= 1 0.00 Q Q Q Q Q Q

In Openltem, copy the vendor ID.
This field indicates that the original
advance to the recipient is relieved.

Choose the same category as entered in original advance:
- OSR Cash Advance: UNC00169

- OSR Travel Advance for non-UNC employee: UNC00170
- Non-OSR Cash Advance: UNC00233



