Adding in Travel Allowances (Meal Per Diem)

To add travel allowances to the travel request:

Select Manage Travel Allowance
Select Add Travel Allowance from the
drop-down menu
Review the Travel Allowance Itinerary
*  Most information will already be
filled in
Enter the Start and End Times
* Estimated times are okay if exact
times are unknown, such as 8:00
AM and 5:00 PM
Click Next.

®
-

[

e /

EYY Concur

Home / Requests / Manage Requests / Chicago Conference

Chicago Conference

Not Submitted | Request ID: 33XJ | 11/09/2026 - 11/13/2026

Request Details v Print/Share v Attachments v hanage Travel Allowance Vv

Expected expenses

Travel Allowance

Itinerary

Itinerary Name *

‘ Add Travel Allowance

* Required
Chicago Conference | D Detailed Itinerary @ D Day trip past midnight (no avernight
‘ . stay)
Start Location * Start Date * o Start Time *
El Paso, Texas, UNITED STATES v 11/09/2026 B h:mm AM/PM ®
Add Destination
Arrival Location *
Chicago, Illinois, UNITED STATES v
Add Destination
End Location * End Date * End Time *
El Paso, Texas, UNITED STATES v 11/13/2026 8 h:mm AM/PM ®©
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Adding in Travel Allowances (Meal Per Diem)

6. Adjust Your Allowances

Check the box for any
meal or lodging provided
during your trip that you
should not receive an
allowance for

7. Review Your Allowances

Reimbursement Amount
shows your meal per diem
amounts

Allowance Limit shows
the maximum lodging
amount

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

Review the Details and
Select Finish, when per
diems are complete

Next Up: Adding in Expenses to a Travel Request- Learn how to add expected expenses into a Travel Request

View: Adjustments v Show Filters

Lodging e

DatelLocation Exclude Day Breakfast Lunch Dinner Limit ﬂ Amount 0
All Days
Dates: 5 O O O O (]
Mon, 11/09/2026
Chicago, UNITED STATES ) 0J O O [ $232.00 $65.25
Tue, 11/10/2026
Chicago, UNITED STATES O O O dJ O $232.00 $87.00
Wed, 11/11/2026
Chicago, UNITED STATES O ] dJ d 0 $232.00 $87.00
Thu, 11/12/2026
Chicago, UNITED STATES 0 J OdJ dJ 0 $232.00 $87.00
Fri, 11/13/2026
Chicago, UNITED STATES ) 0J dJ dJ [ $0.00 $65.25
Total: $928.00 Total: $391.50
Back Cancel
e Calculated
Date Location Rate Type Information Rate Amount Factor Adjustments Amount
Mon, Chicago, Meals $87.00 0.75000000 ($23.00) $42.25
View: Ad] ustments v Show 11/09/2026 YNITEDSTATES | oqging Over Limit $232.00 1.00000000 $0.00 $232.00
Chicago, Tracking
UNITED STATES
"
\ Tue, Chicago, Meals $87.00 1.00000000 ($61.00) $26.00
. 11/10/2026 UNITED STATES | oqging Over Limit $232.00 1.00000000 $0.00 $232.00
Datel +~ Ad justments Chicago, Tracking
UNITED STATES
Wed, Chicago, Meals $87.00 1.00000000 ($23.00) $64.00
11/11/2026 YNTED STATES | odging Over Limit $232.00 1.00000000 $0.00 $232.00
Chicago, Tracking
UNITED STATES
Thu, Chicago, Meals $87.00 1.00000000 ($23.00) $64.00
11/12/2026 YNITED STATES | o4ging Over Limit $232.00 1.00000000 $0.00 $232.00
Chicago, Tracking
UNITED STATES
Back
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Reimbursement

Allowance Limit  Amount

e

$42.25
$0.00
$42.25

$26.00
$0.00
$26.00

$64.00
$0.00
$64.00

$64.00
$0.00
$64.00
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