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How to Certify and Approve a Cash Advance (CA) 
 Job Aid 

The creator creates th in PeopleSoft and submits through workflow
PeopleSoft automatically generates e-notification. E-notification is sent to the
employee and the approver requesting immediate action on the request.
The employee certifies the in PeopleSoft (required).
Accessing the certification can be done by:

Direct access link included in e-notification (recommended)
Using the Worklist in PeopleSoft 

methods require logging into PeopleSoft 

How to Use the Direct Access Link (Recommended) 

Below is an example of the email sent from PeopleSoft with the direct access 

link: 

ppp ppp

link: 
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How to Use the Worklist Access 
 

Click the Bell icon in the upper right-hand corner of the PeopleSoft landing page 

 
Click the Financial Approvals tile: 
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Traveler/Employee Certification 

The traveler/employee must review the and certify it by clicking Reviewed  
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Traveler/Employee Certification Promissory Note 

By clicking Reviewed, the traveler/employee certifies the  is correct and 
agrees to  the promissory note: 

Submit confirmation 
Click OK
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Supervisor Approval 

Supervisory access to approve can be done by: 
• Direct access link included in e-notification 

(recommended)
• Using Worklist in PeopleSoft

Both methods require individual logging into PeopleSoft 

Once the employee certifies the  an e-notification is automatically 
generated in PeopleSoft and sent to the next level approver requiring immediate 
action: 

A direct access link is included on the e-notification 



6

Click the Bell icon in the upper right corner of the PeopleSoft landing page. 

Click the Financial Approvals tile: 

The supervisor must review the and supporting documentation (if 
applicable) before approving  
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Click Approve 

Add comments and click Submit: 

DTS Approval Process: 

Once the supervisor approves the  an e-notification is sent to DTS for final
approval.

DTS notifies the travel advance recipient by phone or email when the travel advance is
available for pickup (if check), or when it has been processed (typically four business 
days before the travel start date).  Please plan accordingly.

The traveler and the submitter will receive an e-notification from PeopleSoft when  the
has been approved for payment.


