Travel Quick
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TRAVEL APPLICATION

Per Diem and Meal Expense Of8Gfurtherdetails.

PROCEDURE

Entertravelinformation on the expense repletiderand click . Select on theTravel Allowancegop-
up window.

Enterand save at least two itinerastops. Click
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CIic. Each travel day is automatically entered with per diem expense type.
® peals (per diemyiill notbe listed as an expense type option.

If the per diem entry needs to be edited, click to open the per diem meal expensé tisofredd are editable,
however the expense type, city of purchase, payment type, and aanelotked.

To update an itewn thedaily allowance, clichshow fixed allowances for 011352021 Thjg gllowshanges to be made the
expenses & adjustments for the specifigfdeeded After changes have been made, diIEE==r,.

Continue to fill out the expense report. When complete, the treneedcliclE .
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