How to Correct a Manual Hotel Expense Entry
with a “Travel Allowance Itinerary” Error

If you enter a hotel expense manually (select Hotel expense from New Expense and not use
Import Expenses) because the reservation was made outside of TTE Travel, leave the
Travel Allowance box checked, itemize the expense and save it, the expense report
transaction immediately displays an Exceptions message that says “This entry cannot
be submitted until a Travel Allowance Itinerary is created.”

Select the hotel expense.
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Exceptions
Expense Type Date Amount | Exception
Hotel 040572016 $100.00 ﬂ This entry cannat be submitted urtil & Travel Alloweance finerary is created.
Hotel 04062016 $100.00 ﬂ This entry cannot be submitted until a Travel Allowance tinerary is created.
Hrtel NAINT 20 E EA00 00 Ak This sotry cannct he submited uetil s Travel dllonsncs fnsrary iz crastad
Expenses Wisw T ® ) peyw Expense
|:| Date » Expense Type Amount Requested
Adding New Expense Expense Type ||
[] » o4ms2016 Hotel F300.00 F300.00 To credte d new sxpens
0 Embazsy Suites, Savannah, Geol
@ Recently Use
D 040552016 Hatel $100.00 $100.00
Hatel
O 040652016 Hatel $100.00 $100.00
All Expense Typ
O 04/07/2015 Hotel $100.00 $100.00 Business Promotion

Cther Promotional Ex|
Trade Shaws

Communications

e Once the itemizations have been added and saved, the Travel Allowance
check box disappears when the expense is opened.

Expense || Mightly Lociding Expenses Available Receipts

Total Amount: $300.00 | kemized: $300.00 | Remaining: 50.00

Expense Type Transaction Date Purpose of Trip “veneor City Payment Type

I Hatel Iomarzms I Annual conference IEmbassy Sutes I Savannah, Geargia I Compary Paid
Amourt Trip Type Comment
| 300.00 usD Ilnrsiate Travel

0 | 4 temizaton | | ettach Receipt || Cancel |
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e To fix this issue, select each itemization line including hotel, sales tax, occupancy
tax and any other itemized expenses but not the expense total and click on

Delete.
Expenses Wiews T &
r‘ Date ~ Expense Type Amount Requested
F_| S 04082016 Hotel $300.00 $300.00
0 Embassy Suites, Savannah, Geol
This expense has no matching travel reservation. Please import trips and apply the
booking or use the expense report comments to explain why there was no reservation
made for this expense.
Thiz temized ertry has sub-entries with one or mare exceptions.
04052016 Hotel $100.00 $100.00
04062016 Hotel $100.00 $100.00
04072016 Hotel $100.00 $100.00
TOTAL AMOUNT TOTAL REQUESTED
$300.00 $300.00

e Click Yes to confirm the deletion.

Please Confirm x

9 Are you sure you want to delete these iternizations?
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e Uncheck the Travel Allowance box.
e Enter the reason you unchecked the Travel Allowance box in Comment. In
our example, a comment as simple as Direct Billed hotel would suffice.
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Note: If this had been a conference hotel that you could not book in TTE
Travel the explanation might be Conference Hotel or Conference Hotel
rate not in TTE and the payment type would have been Out of Pocket.

Espense || Hightly Lodging Expenses T e
Expense Typs Transaction Date Purpse of Trig erelor city Paymert Tyoe

| Hetsl | 04062015 | Annual conferance IEmbassy Suites ISavar\nah, Georgis | Campany Paid

Amourt Travel Allowance THip Tyse camment

[ z00.00 = I Stats Travel Direct Bl Hotel

| Aftach Receipt || cancel |

e Click on Itemize, re-enter the hotel expense itemizations and Save
Itemizations
e Save the expense.

RESULT: The error condition will be eliminated and expense will process
correctly.
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