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2 Search for the Pre-Approval you are trying to do an expense report and click on
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Amy Bond
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Report Name: |

Ethos_Invoice_NoHold Y
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Start Date

End Date

Business Purpose

Report Type — Select -
AP Type - Select -

Report Summary

From Date

To Date

Business Purpose

Expense Summary

Meals Per Diem

Total

Allocations

904601 Controllers Office - Local
Lewis-Clark State College

05/19/2025

05/19/2025

Scribe how to do a Per Diem with NO OVERNIGHT STAY

REMAINING (USD)

2060

20.60

SPENT (USD)

0.00

0.00
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4 Select correct AP Type that is associated with Cost Center that is going to be
charged.
Appropriated (Fund 10 Only)
Appropriated and Local/Grant
Local and Grant
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Report Name No Ovemight Stay Per Diem Testing
Ethos_Invoice_NoHold Y

Optional

Start Date 05/19/2025 ]

End Date 0511912025 o]

Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT STAY
Report Type Travel -

AP Type - Select - -
APSource

Opsional

Pre-Approval Report Applied
X No Overnight Stay Per Diem Testing

REMAINING (USD) SPENT (USD)
Meals Per Diem 20.60 0.00
Total 20.60 0.00
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SPENT PAYME & B A
= Date 05/19/2025
58.00
usD 58.00 S
Start Time: 07:00
End Time 15:00
Spent 34.80USD
Business Purpose Scribe how 1o do a Per Diem with NO QVERNIGHT STAY
Description
Location @ Orofino-Clearwater County, Idaho (ID), United States

Deductibles
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Alert! ANY NO OVERNIGHT STAY FOR PER DIEM WILL NEED TO BE DELETED AND
RE-ENTERED TO CODE CORRECTLY TO 55353.

8 Information for Date and time of Per Diem.
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9 Information on location on where Per Diem is being paid.
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10 Delete this line item and re-enter on the left hand side of the screen. This will need
to be done for any Per Diem that has no overnight stay
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11 Re-Enter the Start Date/Time & End Date/Time.
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Start Date 05192025 G 15:00 — Per Diem Rates Preview ©
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Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT STAY
2|
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There ar
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12 Type in location where Per Diem is getting paid.
End Date 05/19/2025 B 1500 -
Days 1
Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT STAY
4
Add Description
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4 add at le;
Location Search for Locatign
Does this trip include an -- Select - -

overnight stay?

Cost Center

‘904601 Controllers Office - Local Lewis-Clark State College -

Add To Preview
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13 This is where you will select "NO" for "Does this trip include an overnight stay?"

End Date 05/19/2025 G 15:00 -
Days 1
Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT STAY

Description

There ar

Location QOrofino-Clearwater County, Idaho (ID), United States

Does this trip include an -- Select - -
overnight stay?

Cost Center

904601 Controllers Office - Local Lewis-Clark State College oA
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End Date 05192025 G 15:00 -
Days 1
Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT STAY

Description Add Descriptior

There ar

Location Orofino-Clearwater County, Idaho (ID), United States

Does this trip include an No -
overnight stay?

Cost Center

904601 Controllers Office - Local Lewis-Clark State College -

Cancel Add To Preview Clear All
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Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT STAY
4

Description Add Descr
Location Orofino-Clearwater County, Idaho (ID), United States
Does this trip include an No - P
overnight stay?
Cost Center

904601 Controllers Office - Local Lewis-Clark State College
@ Add Allocation

Cancel Add To Preview Clear All
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& VERY IMPORTANT TO REMEMBER CLICK ON APPLY AND NOT THE EDIT PENCIL.
Clicking on edit pencil will not code this no overnight stay to right object code.
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Sort ~ Group by

DATE EXPENSE SPENT PAY ME ?2 " A eWallet
ca
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@ Cash Advance ]
Credit Card
Offline
Recycle Bin
eReceipts
Receipt Gallery
You can drag and drop eWallet items here
19 Thisis one area that the Expense Report ID is located.
DATE EXPENSE SPENT PAYME ¢ B A
= Date 05/19/2025
‘%n‘rawz:, =# Meals - Per Diem 332‘3 2480 w
Start Time 07.00
End Time 15.00
Spent 34.80USD
Business Purpose Scribe how to do a Per Diem
Description
Location @ Orofino-Clearwater County, Id
Deductibles
[ Breakfast
] wunch
Cost Center
904601 Controllers Office - Local
- Lewis-Clark State College
Expensd Report Total Pay Me Amount
Submit
QAD044635071 34.80 usp

H £ Type here to search
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ISE SPENT PAYME & B A
5 Date 05/19/2025
Meals - Per Diem thg 3480 v
Start Time 07:00
End Time 15.00
Spent 34.80 USD
Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT §°
Description
Location @ Orofino-Clearwater County, Idaho (D), United States
Deductibles
[] Breakfast Dinner
[] Lunch
Cost Center
904601 Controllers Office - Local
- Lewis-Clark State College

3480 w0
ubmi
34.80 usp 10f1
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@ @ Amy Bond

Lewis-Clark State College

Submit Confirmation

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

Pre-Approval Applied: No Ovemight Stay Per Diem Testing [Remove]
Available Balance: 20.60 USD

Submit

No Overnight Stay Per Diem Testing

Report Owner @ Amy Bond
Expense Report ID QA0044685071
Business Purpose Scribe how to do a Per Diem with NO OVERNIGHT STAY

Financial Summary
AMOUNT (USD) APPROVED (USD)

Total Expense Reported 34.80 0.00






