Travel Quick

CREATE AND SUBMIT A ONE-DAY EXPENSE REPORT Reference Guide

Updated November 15, 2022

TRAVEL APPLICATION

Expense

HELPFUL HINTS

e Atravel itinerary needs to be created with a one-day expense report.
* One-day travel meal allowances per the University travel policy include:
» Breakfast: if departure time at or before 6:30 a.m.
» Lunch: reimbursement not allowed
» Dinner: if return time is at or after 7:00 p.m.
» The traveler must qualify for both breakfast and dinner to receive the maximum allowable reimbursement
rate. Incidentals are already included in the calculations.
o0 Maximum reimbursement rate is not calculated by adding breakfast and dinner.
e Calculations are based on GSA full meal deductions.
e Usethe One-Day Trip Meal Calculations quick reference sheetto calculate amounts.

PROCEDURE

From the request library in Concur, click on the approved travel request.
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https://nebraska.edu/-/media/unca/docs/offices-and-policies/policies/policies/university-of-nebraska-travel-policy.pdf
https://nebraska.edu/-/media/unca/docs/concur-help/quick-reference-guide/one-day-trip-meal-calculations.pdf
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If yes, the travel allowances screen appears. From the Create New ltinerary tab, click

The date defaults to the current date. Choose a start date and click BE. Enter the information for the single day
trip. The total hours will automatically populate.
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