Meals and Incidentals Per Diem Expense

This expense is one example of other expenses that may be included in a Travel Expense
Report. Please refer to the following Quick Guides for more detailed information on adding
other expenses:

+ Personal Mileage (Ul Upgrade
+ Hotel Itemization (Ul Upgrade

@ If you would like assistance with logging into Concur, please click on Logging into Concur.

Meals and Incidentals Per Diem Expense

You are responsible for adhering to the Meal policy as noted on the Travel website. For
more information regarding the meal policy, please review the Travel Operations website
at https://adminfin.fullerton.edu/travel/.

Step 1: To add your meal and incidental expenses to your travel expense report, click on the
Travel Allowance button.
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SAP Concur Requests Expense Approvals App Center

Manage Expensas Card Transactions

Home » Expense > Manage Expr.s>..%-l:‘::' > JAN 2024 Las Vegas, NV
JAN 2024 Las Vegas, NV $0.00
Mot Submitted | Report Number: 1DBEX2
Report Details ~  Print’Share ~  Manage Receipts

Mo Expenses

Add expenses 10 this report 1o submil for reimburs

Step 2: A drop-down menu will appear, and you will click on Manage Travel Allowance link.

SAP Concur Requests Expansa Approvals App Center

Manage Expenses Card Wnsacl ons

Home » Expense : Manage Expenses > JAN 2024 Las Vegas NV

JAN 2024 Las Vegas, NV $0.00

Not Submitted | Report Number: 1D6EX2

Report Details ~  Print/Share ~  Manage Receipts ~  Travel Allowance v

Add Expense

I Manage Travel Allowance ]

No Expenses

Add expensas ta this raport to submit for reimbursemant

Step 3: When the Travel Allowance pop-up appears, please click on Create New Itinerary.
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Travel Allowances For Report: JAN 2024 Las Vegas, NV

1) Creale New Itinerary

b =4 e ) e | ) L

Departure City {rJ

NOo Assigned Itingranes Found

Avdallable Itineraries
Current Itineraries w

Departure City

No Available Itineraries Found

Available ltineraries = Expenses & Adjustments

Arrival City

Arrival City

Step 4: When the page refreshes, please add your travel details under the New Itinerary Stop
area. You will include the city you departed from, the date you departed that city and the time you
departed that city. You will also include the city you arrived in, the date you arrived in that city and

the time you arrived in that city.
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New [tinerary Stop ‘\

Departure City

Date k— Time
Amrival City
Date Time

Step 5: Next, click the Save button.

New [tinerary Stop
Departure City
I Santa Ana, California
Date Time
|r:-=.2z-z--:2.- = |ac-“m,
Amval City
I Las Viegas, Nevada
Date Time
Ir:s_zz-:-::z; = |1: 00 AM
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Step 6: The information you saved will be added to your itinerary and the New Itinerary Stop box
will update with the information for your return trip.

Al Faq et Hinerary

Depanune City « Arral Cmy Armneal Rask Locanon I

Step 7: Fill in the details for your return trip and click the Save button.

Please note: If your trip had multiple destinations, you will enter each leg, one at at time,
clicking Save after each entry until you have entered in the final leg which would be your

return trip.
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New ltinerary 5top
Departure City
[

Date
I 01/26/2024

45 Vegas, Nevada

Arrival City
I Santa Ana, California

Date
| 01/26/2024

Time

Step 8: The information you saved will be added to your itinerary. When you are finished entering

in the itinerary information, click the Next button.

= -
[ s | =
=3
—
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Step 9: The page will refresh and you will see the Expenses and Adjustments page. Here, you will
see each date of your trip and the location you were in based on your itinerary. You can also view
the meals rate for the city that you were in each day.

ol | Al T LAar e Viekd Mils  Dredafid Pogoomid Luseh Presid =1 Cirmge Pa-aden

Travel Allowances For Report: JAN 2024 Las Vegas, NV

~reate New ltinerary | Avallable ltineranas Expenses & Adjustiments

[y
Show dates from FE| to : kil m

JPEEE———
Exclude | Al | Date/Location a Meals Kate ll‘E!:I
01/22/2024 o

Las Vegas, Mevada

0172372024 e
e -
Las Vegas, Mevada $69.00
012472024 "
=0
Las Vegas, Mevada $59.00
01/25r2024 -
Las Vegas, Mevada 369.00
0172672024 —
Las Vegas, Mevada 321,43
I —_—

If the day listed was a personal day, you can click on the check box under the Exclude heading that
corresponds to the personal day.
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Travel Allowances For Report: JAN 2024 Las Vegas, NV

Create New [tinerany | Avallable Itineranes Expenses & Adjustiments

s
Show dates from EE| to ‘ [ m

Exclude IAII L] Date/Location « Meals Rate  Brea

.

0172272024 -
Las Vegas, Nevada 0
01/2352024

Las Vegas, Mevada

0112472024
Las Vegas, Nevada
0112572024
Las Vegas, Nevada

01/26/2024
Las Vegas, Nevada

Otherwise, you can check the boxes for each day indicating that a meal was provided by the
conference. If no meals were provided, please leave the check boxes blank.

Meals Rate § Breakfast Provided Lunch Provided Dinner Provided

£51.75

$55.00

$69.00

$69.00

551.75
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Please Note: The Allowance section includes the meals and incidentals rates in addition
to the per diem lodging rate for the city that is listed. The CSU does not use the per diem
lodging rate, so please disregard this section.

T
Lunch Provided Dinner Provided Allowance

Step 10: Once all of the appropriate boxes are checked, please click the Create Expenses Button.
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Step 11: The page will refresh and the meals and incidentals will be added to your expense report.
The per diem lodging will also be added to your expense report. Please click the check boxes next
to each per diem lodging expense and then click the Delete button.

You will enter lodging through the Lodging Expense. If you need assistance with this,
please refer to the How to Add a Lodging Expense quick guide.
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Add Expende
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back to top

Travel Expense Report Checklist

9 If you would like to use a checklist, click on the Travel Expense Report Checklist.

Need more help?

Contact Concur Support at concur@fullerton.edu.
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