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START - Sign in to PeopleSoft from our EAS Home Page 
 

 

                

 

 

 

 

 

Then under Cash 

Advance click Create  

Click on  
Travel and Expense Center 

 

Enter where and when you’re travelling  

- Toronto-Jul 12-18, 2013.  
The description has limited characters so abbreviate or at the very 
least enter the month/year eg. Toronto-July 2013 

In the comments section enter the full details of the trip  

- Name of conference /workshop - where & when, research and collaboration activities. 

- This is where you enter your BUDGET 
i.e.  Estimated accommodations $, ground transportation $, supplies $, etc. 

Then enter the 

speed code in 

the Reference 

Box 

 

 If you are a student or staff member, you must get our TRAVEL ADVANCE FORM signed off 

by your supervisor, and submit it AND the PDF of your PeopleSoft Report to the EAS 

Office.   

IMPORTANT:  You must ALWAYS submit an expense claim upon your return and apply your 

Advance to your claim.   

http://easweb.eas.ualberta.ca/page/forms_cabinet
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Then choose the 

business purpose

  

Copy and paste your first 

description into this field 

 

Toronto-Jul 12-18, 2013 

 

500.00 

Enter the advance amount 
 

Then click Update Totals 

IMPORTANT!  Please make sure your Department ID is set correctly                            

 

PLEASE be sure this is 360410 
Click “OK” to finish. 

360410 

Toronto-Jul 12-18, 2013 500.00 
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Applying the Advance to your Travel Claim 

 

 

 

Click the 

submit 

button 

A submit confirmation window will 

POP up.  Make sure you click OK 

Notice the Advance ID is now populated

  

Click print detailed report and print the PDF when it opens 

and bring to the EAS Office 

 

Toronto-Jul 12-18, 2013 
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Enter or search for the 
Advance report # 
 

Click to add the Cash Advance.  Be 
sure to enter the FULL AMOUNT of 
the Advance.  Update and “OK”. 
 
If your expenses are less than your 
Advance, enter only the amount 
equal to “Total Employee Expenses” 
to bring the resulting balance to $0.    
 

Note:  If there are unspent funds from your Travel Advance in excess of your expenses, you 

are required to make arrangements at the EAS Office to repay the funds.  Excess Travel 

Advance funds from one trip can’t be “saved up” and applied to another claim. 

IMPORTANT:  You must ALWAYS submit an expense claim and apply your Advance to your 

claim, even if there is no balance owing to you.  


