Adding in Travel Allowances / Meal Per Diem

To add meal per diem expenses, click the Manage Travel Allowance link with drop down menu and select Add Travel Allowance.
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Home / Requests / Manage Requests / Testing & Trip

a Testing 5 Tri p Copy Request | Delete Request

Mot Submitted | Request ID: 33KH | 08/25/2026 - 08/28/2026
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Request Details ~  Print/Share ~  Attachments ~fl Manage Travel Allowance ~

>

Add Travel Allowance

EXPECTED EXPENSES ® Add

\?Q%

No Expected Expenses

Add expected expenses and/or travel plans to this request to
submit for approval.




Adding in Travel Allowances / Meal Per Diem

r
Travel Allowance

Itinerary

Itinerary Name *

| Testing & Trip|

| (] Detailed Itinerary @

D Day trip past midnight (no overnight stay) @

* Required

@—+—@—+—0

Start Location * Start Date ™ Start Time *
El Paso, Texas, UNITED STATES v 08/25/2026 (=] h:mm AM/PM ®
|
Add Destination
Arrival Location *
Dallas, Texas, UNITED STATES hd
Add Destination
End Location * End Date * End Time *
El Paso, Texas, UNITED STATES N 08/28/2026 B h:mm AM/PM ©
| |

Mext: Adjust your travel allowar

Cancel

>1.

Fillin the start time and
end time.

These times can

be estimates if exact
times are not known (for
example, 8am and
Spm).

Click Next.
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Travel Allowance

Adjustments

We can add more directions on this screen if you like to communicate to the end users. Again you have 512 characters.

View: Adjustments v

Show Filters

Date/Location

All Days
Dates: 5

Mon, 10/12/2026
Dallas, UNITED STATES @

Tue, 10/13/2026
Dallas, UNITED STATES @

Wed, 10/14/2026
Dallas, UNITED STATES @

Thu, 10/15/2026
Dallas, UNITED STATES @

Fri, 10/16/2026
Dallas, UNITED STATES @

Exclude Day

U

0O 0O 0 0o g

Breakfast

O

0O 0 0 o0 0d

Lunch

0O 0 0 0 g

Dinner

0O 0 0 0 g

Lodging

O

0O 0 0 0 g

* Reimbursement Amount lists
the meal per diems amounts per
travel date and location with
total at the bottom.

* Allowance Limit lists the
lodging max limit per travel date
and location with total at the

|

bottom.

A
Allowance Limit @ Reimbursement Amount @
$170.00 $60.00
$170.00 $80.00
$170.00 $80.00
$170.00 $80.00
$0.00 $60.00
Total: $680.00 Total: $360.00

* Check boxes provided allow for meal per diems to be removed for specific
meals on specific days or for the full day or for lodging to be removed for a
specific day.

* This should be used in the case when meals or lodging are provided by a
third party during the travel.

Back

Cancel

A
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Travel Allowance

* Toview the Reimbursement
Details, click the Adjustment

Adjustments

Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed ovemight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer

li n k d ro p _d Own a n d Se le Ct to your company policy guidelines.
Reimbursement Details. Vo (e b ¥
Reimbursement
° Wh e n p e r d I e m S a re Date Location Rate Type Information Rate Amount Factor Adjustments Calculated Amount Allowance Limit Amount

Mon, 09/14/2026 Dallas, UNITED STATES ~ Meals $75.00 0.75000000 ($53.00) $3.25 $0.00 $3.25
com p lete 9 Se l.e Ct t h e S ave Dallas, UNITED STATES  Lodging Over Limit Tracking $170.00 1.00000000 $0.00 $170.00 $170.00 $0.00
$170.00 $3.25
b utton. Tue, 09/15/2026  Dallas, UNITED STATES  Meals $75.00 1.00000000 (853.00) $22.00 $0.00 $22.00
Dallas, UNITED STATES ~ Lodging Over Limit Tracking $170.00 1.00000000 $0.00 $170.00 $170.00 $0.00
$170.00 $22.00
Adjustments Wed, 09/16/2026  Dallas, UNITED STATES  Meals $75.00 0.75000000 (53.00) $3.25 50.00 $3.25
$0.00 $3.25
Here you can declare any free meals received to reduce Total: $340.00 Total: $28.50

to your company policy guidelines.

View: Adjustments ~ Show Filters

Datehl + Adjustments I Exclude Day

AllD
Reimbursement Details D

Dallas, UNITED STATES @

Dallas, UNITED STATES @

UJ
Tue, 09/15/2026 0
UJ

Wed, 09/16/2026
Dallas, UNITED STATES @

ancel

b




	Slide 1
	Slide 2
	Slide 3
	Slide 4

