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Expenses (EX) Attachments – Adding, Viewing, Deleting

Statewide Management, Accounting and Reporting Tool







	
Date 
	
08/08/2024 – The last update of this job aid was 02/24/2023.

If you find errors or omissions or have other suggestions for this job aid, log a Kansas Service Desk ticket with Expense as the Category.
	

	
Purpose

	
This job aid discusses:

· Supporting documents required to be attached to expense documents.

· System requirements for attachments. 

· Adding an attachment to an expense document.

· Viewing an attachment to an expense document.

· Deleting an attachment to an expense document.

An expense document may be a cash advance (CA), travel authorization (TA), or an expense report (ER).  
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Per Informational Circular 20-A-010 Attachments in SMART:
Supporting Documents Required to be Attached to Expense Documents

· Prior authorization for travel not captured by a SMART Travel Authorization.

· Required receipts which support Travel & Expense (T&E) reimbursements.

· Conference rate verification, i.e., conference materials.

· Information that is not available in SMART.





System Requirements for Attachments

· The recommended size limit for a file being attached is 1 MB—recommend black & white scans only, as color significantly increases the document size.

· Agencies should not attach CAD (Computer Aided Design) files or picture files (examples: .jpg, .tif, .png, or .gif).

· Excel, Work, PDF, or similar files are appropriate.

· Multiple attachments are allowed (larger files may be broken down into multiple attachments if necessary).

· Avoid attaching documents that do not add value to the transaction.

· System retention for attachment files is expected to be 3 years.  This period may be reduced if storage space becomes an issue.

· Agencies should not rely on SMART as the method for meeting record retention policies.








	
Adding an Attachment

An attachment can be added to an expense document when the expense document is in Pending status. 

Screenshots below are for a TA Summary page, the same Attachments link shows on the TA Details page.  

Screenshots for ERs and CAs are similar, ERs have the same Attachments link on the ER Details page.  CAs have only a page similar to a Summary page.


	
1

	
Create or navigate to the expense document.  

If finding an existing value, enter search criteria.

	
Navigation for a CA:  Expenses > Cash Advances > Create/Modify Cash Advance > Add a New Value or Find an Existing Value.

Navigation for a TA:  Expenses > Travel Authorizations > Create/Modify > Add a New Value or Find an Existing Value.

Navigation for an ER:  Expenses > Expense Reports > Create/Modify > Add a New Value or Find an Existing Value.


	
2

	
Click Attachments.  
	
[image: the Create Travel Authorization page with Attachments link called out with a box.]

[image: the Modify Travel Authorization page with Attachments link called out with a box.]
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Click Add Attachment.
	
[image: the Travel Auth Attachments page with Add Attachment button called out with a box.]


	
4

	
Click Choose File.

Select the file to be attached.

Click Upload.


	
[image: the File Attachment page with Choose File button called out with a box and Upload button called out with a box.]


	
5

	
Enter a Description.

Click OK.
	
[image: the Travel Auth Attachments page with Description field called out with a box and OK button called out with a box.]




	
Viewing an Attachment

An attachment can be viewed when the expense document to which it is attached is in any status.

Screenshots below are for a TA Summary page, the same Attachments link shows on the TA Details page.  

Screenshots for ERs and CAs are similar, ERs have the same Attachments link on the ER Details page.  CAs have only have a page similar to a Summary page.


	
1
	
Navigate to the expense document with the attachment. 
	
Navigation for a CA:  Expenses > Cash Advances > View.

Navigation for a TA:  Expenses > Travel Authorizations > View.

Navigation for an ER:  Expenses > Expense Reports > View.


	
2
	
Click Attachments.

	
[image: the Travel Authorization page with Attachments link called out with a box.]

On Attachments, the count of attachments shows in the parentheses.


	
3

	
Click File Name.







	
[image: the Travel Auth Attachments page with File Name link called out with a box.]




	
Deleting an Attachment

An attachment can be deleted when the expense document to which it is attached is in Pending status.

Screenshots below are for a TA Summary page, the same Attachments link shows on the TA Details page.  

Screenshots for ERs and CAs are similar, ERs have the same Attachments link on the ER Details page.  CAs have only a page similar to a Summary page.


	
1
	
Navigate to the expense document with the attachment. 

	
Navigation for a CA:  Expenses > Cash Advances > Create/Modify Cash Advance > Find an Existing Value.

Navigation for a TA:  Expenses > Travel Authorizations > Create/Modify > Find an Existing Value.

Navigation for an ER:  Expenses > Expense Reports > Create/Modify > Find an Existing Value.


	
2
	
Click Attachments.

	
[image: the Modify Travel Authorization page with Attachments link called out with a box.]


	
3
	
Click – (minus sign).

	
[image: the Travel Auth Attachments page with minus sign button called out with a box.]


	
4
	
Click OK.

	
[image: a pop up message the reads "Delete current/selected rows from this page? The delete will occur when the transaction is saved" with OK button called out with a box.]


	
5

	
Click OK.

	
[image: the Travel Auth Attachments page with OK button called out with a box.]
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