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	Adding Attachments to Travel Authorizations
	This job aid will help you attach a receipt or other documentation to a Travel Authorization. 
Things to consider with attachments:

· Recommended file size is 1 MB per attachment

· Please do not attach CAD or picture files (.jpg, .tif, .png, .gif)

· Excel, Word, PDF or similar files are appropriate

· Multiple attachments are allowed

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

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

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


	1.1
	Navigate to Travel and Expenses > Travel and Expense Center > Travel Authorization > Create/Modify 

Enter the Employee ID and click Add.

On the Travel Authorization Entry page, click Attachments.
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	1.2
	Click Add Attachment.
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	1.3

	Browse your files to select the document you want to attach to the Travel Authorization.
	[image: image3.png]File Attachment x







	1.4

	Click Upload to add the attachment to the Travel Authorization.
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	1.5
	Enter a description of the file and click OK.
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	1.6
	On the Travel Authorization Entry page, the Attachments hyperlink has been updated to include the number of attachments.
To review the attachment, click the Attachments hyperlink to re-open the Travel Auth Attachments screen.

Complete and submit the Travel Authorization as normal.
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	End of job aid.
	For more information on creating a Travel Authorization, please see the Creating a Travel Authorization job aid.


� EMBED Visio.Drawing.11 ���









Page 1 of 2

_1361247636.vsd

