
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.



Adding in Travel Allowances / Meal Per Diem

1. Fill in the start time and 
end time.

2. These times can 
be estimates if exact 
times are not known (for 
example, 8am and 
5pm).

3. Click Next.



Adding in Travel Allowances / Meal Per Diem
• 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.

• 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.



Adding in Travel Allowances / Meal Per Diem

• To view the Reimbursement 
Details, click the Adjustment 
link drop-down and select 
Reimbursement Details.

• When per diems are 
complete, select the Save 
button.
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