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From the Create New Itinerary tab, click . 
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Select the Meals One Day Travel expense type. 

 

 
 

Enter the transaction date and amount, then click save. The reimbursable amount is 

dependent on travel status start and end times. Use the One-Day Trip Meal Calculations 

reference sheet to calculate amount. Receipts are not required. 
 

 
 

For this Washington, D.C. example, the traveler qualified for the maximum allowable 

reimbursement rate; therefore, $27.48 should be entered in the amount field. 
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Once all expenses have been entered, the traveler must submit the expense report for 

reimbursement. 

 

EDIT A SINGLE-DAY ITINERARY 

 

To edit the single-day itinerary, from the expense report screen click on Details, then Available 

Itineraries. 

 

 
 

Click on Available Itineraries, select the itinerary, and click . 
 

 


