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1. What does a single line 
itinerary row error mean? 
How do I fix it? 

2. My meals are not 
calculating properly. What 
do I do? 

3. My supervisor doesn’t 
show up in the drop down 
box as my approver. What 
do I do? 

4. How do I account for a 
Cash Advance I received on 
an existing Expense 
Report? 

5. How do  I add an approved 
Request to my Expense 
Report? 
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1. What does a single line itinerary row error mean? How do I correct it? 

This error message means you didn’t complete a Travel Allowance Entry. Each Request 
for meals Per Diem (Travel Request) has at least two lines. If it does not, you will receive 
an error. To fix the problem, edit the incorrect entry. 
 
Inside the Expense Report with the error: 

• Click on the Details tab 
• Select Available Itineraries 

 

• Locate the Travel Allowance in the Assigned Itineraries section with only 1 line 
and select it. 

• Click on Edit. 
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• The Edit Itinerary window will open.  
• Add the missing leg of the trip in New Itinerary Stop. 

o NOTE: If this was a request for Travel Allowance for travel NOT associated with 
an overnight stay, you MUST choose locations that have (Single Day) in the 
location name. 

• Click Save 
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• The Travel Allowance for that day will then have all the necessary components to 
process the Travel Allowance.  

• Click Next 

 

• The Expense and Adjustment window opens 
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• Mark any provided meals if necessary and click Update Expenses to update the 
Expense Report. 
 

2. My meals are not calculating properly. What do I do? 

If meals are not calculating properly, it generally indicates that you have chosen an incorrect 
location type. When requesting meals NOT associated with an overnight stay, all locations 
must have (Single Day) in the location name and must be entered in the Single Day 
Itineraries form; when requesting meals associated with an overnight stay DO NOT choose 
locations with (Single Day) in the name and must be entered in the Standard Itinerary form. 
 
To correct an entry you must edit the existing information. Open the expense report if not 
already open, click on Details and select Available Itineraries.to open Travel Allowance  

 
.. 

To fix  a location error on  an existing Travel Allowance Itinerary item: 
 Select the entry in Assigned Itineraries  

 Click on Edit. 
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 The Standard Itinerary from opens. Travel Allowances for Travel With and 
Without an Overnight Stay are edited on the Standard Itinerary.  

 

 Click on the checkbox next to entry to open it for editing 
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o If a leg is missing enter the information in New Itinerary Stop.  

o When editing meals for a single day, you must select only location 
names containing (Single Day) to calculate the correct allowance.  

 The data for the item you checked will appear in Edit Itinerary Stop. 

 Each Travel Allowance must have at least TWO lines of entry. Travel 
Allowances associated with an overnight stay may have more than two lines. 

 

 Make the necessary corrections. Remember, you may have to correct more 
than one line to fix a location error!  

• For meals NOT ASSOCIATED with an overnight stay ALL Depart 
from and Arrive in locations MUST have (Single Day) in the 
location name. 

• For meals ASSOCIATED with an overnight stay, NO Depart from 
or Arrive in locations can have (Single Day) in the location name 
or the rate will not calculate correctly. 

 Click Save 
 Click Next  
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 Click Next 
 Adjust for provided meals if necessary. 
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• Click Create Expenses or Update Expenses (whichever one appears) 
• The Expense Report will automatically be updated for the changes to the 

Fixed Meals expense entry.   
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3. My supervisor doesn’t show up in the drop down box as my approver. What 
do I do?  

Until your agency makes the supervisor change in Payroll, the system will reflect your 
previous supervisor. If your supervisor doesn’t show up in the drop down list, contact your 
Local Travel Administrator immediately. 
 

4. How do I account for a Cash Advance I received on an existing Expense 
Report? 

•  Open the expense report with the applicable expenses and click on the Details tab 
• Click on Available under Cash Advances to display a list of available Cash Advances 

(Travel Advances) 
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• Click on the checkbox next to the Cash Advance you wish to attach to the Expense 
Report  

• Click on  Assign Cash Advance to Report 

 

o The Cash Advance is attached to the header, but nothing will appear in the body 
of the Expenses  Report 

• Once you have attached a Cash Advance to the expense report, an expense type Cash 
Advance Return appears under Cash Advances. Select it.  
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• The Cash Advance Return expense type opens: 

 

• Review the information in the Cash Advances Assigned to Report section 
o If an amount appears in the Balance column, this needs to be returned to your 

Agency per the OPB Travel Advances Policy. 
• Enter the amount of the balance due in the Amount field. If there is no balance due, 

enter 0.00 in the Amount field. You cannot submit an expense report with an attached 
cash advance without entering this item, even if it is zero 
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• Enter the date you returned any funds due to your Agency or the Expense Report date if 
there is no balance due in the Date field. 

• Attach a copy of any receipt of the returned funds attach it to the item by clicking on 
Attach Receipt. This is the same as attaching a receipt to any item. 

• Click Save  
• The Cash Advance Return now shows on the Expense Report. 

o The Total Amount displayed is the amount of the Cash Advance return plus the 
expenses reported and the Total Requested is the total of the Expenses reported on 
this Expense Report. 
 In our example, there was no cash due back to the Agency so the Total 

Amount and Total Requested are the same. If money had been due back to 
the Agency they would not match. 

 

 

• NOTE: When you create a new expense report, TTE will automatically give you the 
opportunity to attach the unused Cash Advance. 
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5. How do I add an approved  Request to my Expense Report? 

A. When creating a NEW Expense Report. 
• When you create a new Expense Report you will have the opportunity to 

add Requests when the Report Header opens  
• The instructions are the same as for adding a Request to an EXISTING 

expense report in the following section starting at **  in B below 
B. To add a Request to an EXISTING Expense Report 

• Open the Expense Report 
• Click on Details 

 
• Click on Report Header in the drop down menu 
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• The Report header opens ** 
• Click on the blue Add button in the Requests section 
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•  A list of the Available Requests will display 
• Click in the check box to the left of each Request you wish to add to this 

expense Report. 
• Click on the Add button 

 

NOTE: It is possible to have more than one approved Request assigned to an 
expense report. If you do, you will have to identify which Request goes to which 
Expense item when you enter expenses. 
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