How to adjust Expense Report for Per LewisiHcLARK
Diem, Baggage Fees, Hotel,
Conference/Seminar, & Airfare.
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Report Summary
From Date 03/24/2025
To Date 03/28/2025
Business Purpose Trip to Las Vegas for Colleague and Travel conference
Expense Summary

REMAINING (USD) SPENT (USD)
Airfare 675.00 0.00
Baggage Fee 70.00 0.00
Conference / Seminar 150.00 0.00
Hotel 1,000.00 0.00
Meals Per Diem 273.50 0.00
Mileage 51.39 0.00
Total 2,219.89 0.00
Allocations
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5 Select correct AP Type that is associated with Cost Center that is going to be
charged.
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Expenses For Debbie Stellyes
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8 Notice warnings in other areas. This means that items are missing information to
process correctly.
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9 Click on one of the Meals- Per Diem to adjust for all rates.
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11 Check anything where meals are not being paid by Per Diem. Leave unchecked
anything that is being paid by Per Diem (see arrows as example). Once done you
will notice that the rates change. If this whole trip includes overnight stay you can
select Apply and be done.
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12 If this trip doesn't include overnight stay. You must delete all or any lines for Per
Diem where overnight stay is not included and re-enter information on left side of
Per Diem Wizard. Make sure to change drop down, see arrow, to No on "Does this
trip include an overnight stay?" This will ensure non-overnight stays code to the
right object.
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13 If you need to edit Mileage you must place location which is United States (if in the
us)



14 The red triangle indicates that there are errors for Baggage Fees, Hotel,
Conference/Seminar, & Airfare. These items need additional information to get
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15 Baggage Fees: Click on the line and edit on the top right side. You will need to
complete the following;

1- Adjust total Spent if need to

2- Type in Location = United States (if in the US)

3- Attach a receipt by clicking on Add Attachments on the bottom.

4- Click Save on the top right and warning should go away for this line item

If paid by p-card and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time. See step 19.



16

17

Hotel: Click on the line and edit on the top right side. You will need to complete
the following;

1- Adjust total Spent if need to

2- Type in Location = United States (if in the US)

3- Merchant: This is the hotel that you stayed at

4- Location is the City and State the hotel is at

5- Fill out Check in/Check out date.

6 - Attach a receipt by clicking on Add Attachments on the bottom.

7- Click Save on the top right and warning should go away for this line item

If paid by p-card and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time. See step 19.

Conference/Seminar: Click on the line and edit on the top right side. You will
need to complete the following;

1- Adjust total Spent if need to
2- Type in Location = United States (if in the US)

3- Attach agenda and registration receipt for event clicking on Add Attachments
on the bottom

4- Click Save on the top right and warning should go away for this line item

If paid by p-card and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time. See step 19.

10



18 Airfare: Click on the line and edit on the top right side. You will need to complete

the following;

1- Adjust total Spent if need to

2- Type in Location = United States (if in the US)

3- Airline is the airline traveled with

4- Class- Should be Economy/Coach

5- Attach a receipt by clicking on Add Attachments on the bottom

6- Click Save on the top right and warning should go away for this item

If paid by p-card and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time. See step 19.

Notice all warnings are gone. Attach any additional receipts for expenses paid by
19 . .

p-card related to this travel and make a comment regarding those expenses

including the amount of the charge and then review document before submitting.
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22  This verifies that the process is complete and submits the form.
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Subi mation

| hereby certify that all expenses listed here are true and correct o the best of my knowledge and are for legitimate business purposes.

Pre-Approval Applied: Las Vegas 032425 1234567 [Remove]
Available Balance: 2,219.89 USD

Las Vegas 032425 1234567

Report Owner & Debbie Stellyes
Expense Report ID QA0044233173
Business Purpose Trip to Las Vegas for Colleague and Travel conference

Financial Summary
AMOUNT (USD) APPROVED (USD)

Total Expense Reported 237954 0.00






