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1. [image: ]From the Add Expenses window in the applicable expense report, select Create New to access the expense tile mosaic.

2. In the tile mosaic, select Meals
followed by Meals – Per Diem Wizard.

[image: ]

3. Complete the per diem wizard form on the left with the following information:
· Start Date – Enter the first date you are claiming per diem and the time leaving home
· End Date – Enter the last date you are claiming per diem and time you plan on arriving home.
· Days – This will calculate automatically based on the dates entered above
· Location – In-State; Out-of-State; International
· Description – This is optional
· Location – Enter the location in which you will be claiming per diem
· Allocation – Enter the FOAP to which this expense will be charged

   Then Add Entries


Once complete, click Add Entries at the bottom.
[image: ]
4. The system will create an entry for each day, displayed on the right side of the screen.
[image: ]

5. Clicking the arrow next to each entry will open the Deductibles section. Per the University’s travel policy, travelers may claim meal per diem only for meals that were not otherwise provided during travel. If a meal is included in a conference, paid for by another colleague, vendor or other third party, or when traveling a partial day, the full per diem amount should not be claimed. To reduce a daily per diem, select the appropriate date and click the checkbox to indicate any meals that should not be reimbursed. When meals are marked in the Deductibles section, the system will automatically reduce the daily per diem to the appropriate amount
per the University’s Travel Policy.
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6. After making any appropriate deductions, click Add to Report in the bottom right corner.


7. Your report will now have a line item for each day of per diem reimbursement listed on the report summary.

image1.jpeg
= [

@ Recat Gatery




image2.jpg
¢ & i " 60





image3.jpeg
e
s
o )

s e re———r———

e locaton s ssren fo athar n s or utof St cependng o your avel

Search hrs for Fund,Org Progam

Allocation

R pe———r——

=

sy v

==





image4.jpeg
x

e,
o2z

™,
owizan

Saaz0z
s
sz

S,
a0z

on,
om0z
owiazn
wed,

oanser

T,
w0020

Outor st rtematona.,
POu St Unted Sttes

Outor St iematons,
POu Stse Unted Stres

Outof Stte/ ematarsl.
Ot St Unted Sites.

it ot St tarterel
i St Unted Sttes

Outof State et
PO Stote Unted Sttes

Outof Stte et
POu St Unted ttes

Outor St temstons,
POu Stse Unted Sttes

Outof Stte ematarsl.
0t Stse Untd Sires.

Outof St tematons,
i St Unted Sttes




image5.jpeg
DATE LOCATION AMOUNT

x Sun, Orlando, 52.80
09/01/2019 Florida (FL),United States usD
Deductibles
Breakfast D Dinner

[] Lunch [[] Additional Deduction




image6.png




image7.png
DATE

Sun,
09/01/2019

Mon,
09/02/2019

Tue,
09/03/2019

Wed,
09/04/2019

LocaTIoN

Orlando,
Florida (FL),United States

Orlando,
Florida (FL),United States

Orlando,
Florida (FL),United States

Orlando,
Florida (FL),United States

AMOUNT

52.80
Uso

66.00
Uso

66.00
Uso

33.00
Uso

Clear All

Addto Report




image8.png




image9.jpeg
& WebstUR Spider

National Mascot Conference 2019 ©
2 oCommens 80

oaTE EXPENSE SPENT PAYME ¢ B A

U oro & Medls-Per Diem 520 e ~

o oro = Medls-Per Diem sea oo .

o (= Meals -Per Diem 5520 oo .
st .00

ooiowzote (=€ Meals - Per Diem b i &




