
Verifying the Remaining Balance of an Advance 

Introduction A Request for an Advance is unique in that it creates a One Time Positive 
Input (OTPI) which establishes the Advance payment and an Element 
Assignment By Payee (EABP) which liquidates it.  
This guide provides procedures for how to find the remaining balance 
owed on an advance. 

Procedure See Below. 

Step Action 
1 Click the One Time (Positive Input) link in the Pay Processing Shortcuts pagelet. 

2 Type in the Empl ID and hit Search. 

Continued on next page 



Verifying the Remaining Balance of an Advance, Continued 
Procedure, 
continued 

Step Action 
3 Locate the appropriate OTPI with the advance information. 

4 Click the expand all icon. 

5 Make note of the amount and the instance number. 

6 Click the Element Assignment By Payee link in the Pay Processing Shortcuts 
pagelet. 

Continued on next page 



Verifying the Remaining Balance of an Advance, Continued 

Procedure, 
continued 

Step Action 
7 Type in the Empl ID and hit Search. 

8 Scroll down until you find ADVANCE PYBK. Make note of the payback Begin 
Date and the Instance Number. Click on the ADVANCE PYBK link. 

Continued on next page 



Verifying the Remaining Balance of an Advance, Continued 

  
Procedure, 
continued 

 

 

Step Action 
9 Additional details will display. Take note of the Amount Value in the Calculations 

Information Section and the Advance Type in the Required Fields Section. 

 
 

10 Click the Pay Calculations Results link in the Pay Processing Shortcuts pagelet. 

 
 

  

 Continued on next page 
  



Verifying the Remaining Balance of an Advance, Continued 

  
Procedure, 
continued 

 

 

Step Action 
11 Type in the Empl ID and hit Search. 

 
 

12 Select the most recent Calendar Group. 

 
 

13 Select the Accumulators Tab. 

 
 

  

 Continued on next page 



Verifying the Remaining Balance of an Advance, Continued 

  
Procedure, 
continued 

 

 

Step Action 
14 Click Last, View All and the Expand All icon. 

 
 

15 Scroll to the bottom of the Accumulators Results to find the CG AC Advance or the 
Advance Balance in the Custom Period Section. Make sure you are looking at the 
correct Instance number (if more than one) located in the User Key 2 column. 

 
 
The amount shown in the Amount column is the remaining balance owed by the 
member. If they want to know when it will be collected in full, take this remaining 
balance and divide by the bi-monthly deduction amount. 
$208.36 / $83.33 = 2.5 calendars or one and a half months 

16 Once the Advance has been paid in full, the EABP will have an End Date and the 
Advance will not show up in the following month Accumulator since the amount is 
zero. This is unlike In-Service Debts which will remain in the Accumulator Custom 
Section with the total amount paid toward that debt. 
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