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TRAVEL APPLICATION 

 
Expense 
 
HELPFUL HINTS 

 

 If a traveler has multiple destinations during a trip, the meals per diem calculation can to be adjusted. 
 
PROCEDURE 

 
From within the expense report, open the Meals (Per Diem) expense by clicking anywhere on the row or enter a 
new expense line if needed. 
 

 
 

Click . 
 








