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Overview:
	
Supporting documentation, including receipts, may be attached to SMART expense documents.  

The process to add an attachment is similar whether adding an attachment to an expense report (ER), travel authorization (TA), or cash advance (CA).

Documentation can be attached only when the expense document is in Pending status.  An expense document is in Pending status when it is being or has been created but not yet submitted for approval.  An expense document may also be in Pending status when it has been withdrawn or has been sent back for revision.SMART system requirements for attachments: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, Word, 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.


This job aid replaces the following job aids which have been removed from SMART Web:
· Adding attachments to Cash Advances
· Adding attachments to Expense Reports
· Adding attachments to Travel Authorizations









	
Security:
	
Role:  Only individuals with the following roles can add an attachment to an expense document:

· Agency Expense Processor (KAP_Agy_Expense_Processor)
· Agency Expense Proxy (KAP_Agy_Expense_Proxy)

BU:  Agencies can only add attachments to expense documents associated to their agency business unit.




	
Navigation:

	
For ERs:  Expenses > Expense Reports > Create/Modify

For TAs:  Expenses > Travel Authorizations > Create/Modify 

For CAs:  Expenses > Cash Advances > Create/Modify

Note:  Screenshots below are from ER pages.  Pages for TAs and CAs are similar.
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To add an attachment to a new expense document, click Attachments. 





To add an attachment to an existing expense document, click Find an Existing Value, enter the search criteria, and click Search…


















Then…click Attachments.
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To add an attachment to a new or existing expense document, click Add Attachment.

The remaining steps are the same whether adding an attachment to a new or existing expense document.
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Click Browse…, select the file to be attached, and click Upload.

	
[image: ]


	
4
	
Enter a description and click OK.
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The Create Expense Report page or the Modify Expense Report page now reflects the number of attachments.
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To view, add, or delete an attachment, click Attachments.
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