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Quick Reference

Create Per Diem Expense (Travel)

. 3. Complete the expense tile form
Create Per Diem Expense

. Depariure Date/Time ‘ 05/01/2019 (] | | 07:00 - ‘
1. Select the Meals tile
e End Date/Time: ‘ 05/03/2019 (] | | 17:30 v‘
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e Departure Date/Time: Click the calendar icon
to select the date which represents the actual

SINGLE, DY PER [ MULTIFLE DAY PER departure date for this travel event. Select the
actual departure time from the drop down list
provided.

e End Date/Time: Click the calendar icon to
select the date which represents the actual
return date for this travel event. Select the
actual return time from the drop down list
provided.

e Days: This field is display only

e Business Purpose: Enter a clear, detailed
business purpose for the travel event.

e Description: Provide any additional information
about this expense. This field is optional for
most expense types.
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e Location: Select the City-County, State, Country 5. Clicking the down arrow next to each entry will
of the Hotel. open up the Deductibles section.
e Add Banner Activity and/or Location: Select
this check box if you would like to add a Banner / DATE LocATION AMOUNT
Activity and/or Location code. « Wed, Aladdin, 4125 E
o Activity: Click the drop-down box and 030112019 ¥ oyoming (WY).Undcd =
select the appropriate value from the
list. Deductibles
o Location: Click the drop-down box and [0 Breakfast [0 pinner
select the appropriate value from the =
list. Thu, Aladdin, 55.00
e Funding: Select the proper funding for the ® 50212019 gyﬂ::ing (WY}, United uso
expense type.
e -Select-: Tap anywhere in the field X oeam01s Wooming (WY).United 4125
Stales

labeled -Select- and chose the appropriate
account code.

6. If you were provided a meal as part of the travel
event or conference, select the corresponding
meals check box. Selecting the check box will
reduce the Per Diem amount accordingly.

Once a funding option has been selected,
Chrome River will carry forward the funding
information to each subsequent expense added
to the report.

. . . DATE LOCATION AMOUNT \
4. Click Add Entries at the bottom left side of the /
imae ; Wed, Aladdin, 4125
screen. Notice: The system will create an entry for X e 019 Wooming (WY),United 23,
each day. Stales
- —— Thu, Mladdin, 2750 |
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050372019 Wyoming (WY),United usn
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7. Click the Add to Report button.

DATE LOCATION AMOUNT
w  Wed, Aladdin, 4125 N
050172019 Wyoming (WY),United uso

States
x Thy, Aladdin, 2750
050272019 Wyoming (WY),United usD
States
Deductibles
Breakfast D Dinner
Lunch
x Fri, Aladdin, 4125 N
050372019 Wyoming (WY),United uso
States

\ Clear Al Add to Report /

8. The entries are added to the report.
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Spirit Conference, 5/1/2019-5/3/2019

& 0Comments @ 0
DATE EXPENSE SPENMT FAYME & B A
Maizgie (5 Mesis-Per.. iz 41.25 v
Cozgie (58 Mesls - Per... e 27.50 o
Eﬁmw =5 Meals - Per._. 4L§D5 41.25 e

Expense Report Total Pay Me Amount
010019131820 110.00 uso
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