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Overview:
	
For an agency to reimburse an individual through SMART Expenses (EX), the 
individual must have an EX employee profile. 

If an agency is paying for the employee expenses of another agency - Best practice is for the employee’s agency to reimburse the employee (following normal EX processes, including securing travel authorizations as necessary) and then create an interfund to receive payment from the agency ultimately paying for that employee’s expenses.  Using this method, there is no need for the paying agency to create a unique profile ID. 
 


If an individual has a State of Kansas (SoK) employee ID in SHARP for the agency reimbursing them, they are an employee of that agency and they will have a profile in EX associated to their employee ID for that agency.  The format for a State of Kansas employee ID is an alpha character followed by a 10-digit number:

· K0000012345

If an individual does not have a State of Kansas employee ID in SHARP for the agency reimbursing them, they are a non-employee of that agency and they will not have a profile in EX for that agency. Instead, the agency must add a profile in EX using a unique profile ID which the agency assigns and is for use in EX only.  

The unique profile ID should consist of 11 characters. The first 3 characters should
be the agency number; the remaining 8 characters should be any combination of alphanumeric characters—the ID should not start with an alpha character:

· 17312345678
· 173ABCDEFGH
· 1730000JDoe

This job aid replaces the following job aids which have been removed from SMART Web:
· Adding a Bank Account to an Employee Travel and Expense Profile
· Adding an Expense Payee
· Adding a Non-Employee for Travel and Expenses 11-19-12










	
Security:
	
Role:  Only individuals with the following role can add or update a profile:

· Agency T&E Maintainer (KAP_Agy_T_E_Maintainer)

BU:  Agencies can only access profiles associated to their agency business unit.


	
Navigation:

	
Expenses > Employee Info & Security > Employee Profile > Update Profile

	
1

	
To add a profile, click Add a New Value.

To update a profile, click Find an Existing Value.
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To add a profile, enter a unique profile ID and click Add.










To update a profile, enter either the employee ID or the unique profile ID assigned by the agency, and click Search.
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Employee Data tab 

To add or update a profile, enter or edit the highlighted fields.  

Click Save.
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A – Personnel Status – For an employee, select Employee.  For a non-employee, select Non-Employee.

B – Telephone – For an employee, leave blank.  For a non-employee, if the non-employee has a SoK employee ID in SHARP for another agency, enter the employee ID.  Otherwise, leave blank.
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Organizational Data tab 

To add or update a profile, enter or edit the highlighted fields.

Click Save.
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A – If there are multiple lines, navigate to the line for your GL Unit.  

B – ID – Select the SoK employee ID for the first-level EX document approver.  This is used for EX approval workflow only and may differ from the supervisor the employee actually reports to.  Name auto-populates based on the ID selected.

C – Department - Select the department which sets the second- and third-level EX document approvers.  This is used for EX approval workflow only and may differ from the department the employee actually works for.  The department description that follows the department number auto-populates based on the department selected.

D – GL Unit and Dept auto-populate based on the GL Unit and the Department selected.  Other Default ChartField Values are optional unless creating a cash advance. If creating a cash advance, Fund, Bud Unit, and Program values are required and must be entered.

E – After saving, confirm Valid for Expenses is Yes.  If Valid for Expenses is No, click Validate, then Save, and confirm Valid for Expenses is Yes.If Valid for Expenses is No and the Reason for Status is Invalid Department:

Navigate to the line with the invalid department (it may be another GL Unit).  Click the look up for the Department, select the first valid value, and click Save.  Then click Validate, then Save, and confirm Valid for Expenses is Yes.  

It is acceptable to change the department on lines that are not checked as the Default Profile because transactions are only processed against lines marked as a Default Profile.
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User Defaults tab


To add or update a profile, enter or edit the highlighted fields.

Click Save.
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Default Creation Method values should not be changed.

Expense Defaults (except for Accounting Detail Default View), Expense Tpe Defaults, and Project Defaults for Expenses values are optional. Values entered will default into EX documents but can be edited as needed.
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Bank Accounts tab


To add or update a profile, enter or edit the highlighted fields.
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A – If there are multiple lines, navigate to the line for your GL Unit.  

B – The Default Profile checkbox auto-populates based on the line checked as the Default Profile on the Organizational Data tab.

C – The Payment Method must be Automated Clearing House.  If another payment method is selected, the EX payment will not be picked up by paycycle and will not be paid.  

D – If there are multiple lines, either edit the line with the Default box checked or add a new line and enter the correct bank account info.  If adding a new line, be sure to check the Default box on the new line.

E – For the line with the Default box checked, click the bank account icon to navigate to the Pay to Bank Accounts detail.
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Bank Accounts tab – Pay to Bank Accounts detail


To add or update a profile, enter or edit the highlighted fields.
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Required information (other fields are optional):
· Bank ID Qualifier – 001 (no other value is acceptable)
· Bank ID – routing number for the bank  
· Bank Account Number – payee/employee bank account number (only one bank account can be entered, payments cannot be paid to more than one account)
· DFI Qualifier – 01 (no other value is acceptable)
· Account Type – Check Acct for checking or Time Dep for savings












A – Click OK to return to the Bank Accounts tab and click Save. 
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Corporate Card Information tab
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This information is not used by the State of Kansas.
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