Per the Travel Policy from the State Accounting Office (SAO), employees traveling overnight are generally
eligible for per diem amounts designed to cover the cost of three (3) meals per day for all days on travel
status other than the day of departure and the day of return. Travelers are eligible for 75 percent (75%) of
the total per diem rate on the first and last day of travel. As aresult, the time of departure and time of
return are not considerations for calculating the Meal Per Diem when associated with overnight travel.

Adjustments are also made for meals provided by hotels, meetings, conferences, etc. Employees
traveling for work that are eligible for per diem should select "Emp Meals - Full Day" and identify those
meals provided rather than selecting the specific meal for which they are eligible.

Example 1: if the per-dem rate allows a $50 total reimbursement, $37.50 would be allowable on a travel
departure or return day ($50 x .75 = $37.50).

When meals are provided to an employee in conjunction with travel events on a travel departure or return
day, the full meals per diem reimbursement rate is reduced by the amount of the provided meal(s) after
the 75% proration.

Example 2: if the per diem allows a $50 total reimbursement, and lunch was provided at no coston a
travel departure or return day, the total allowable reimbursement for that day would be $23.50 ($50 x .75
=$37.50 less $14 lunch = $23.50).

How to Enter Meals in an Expense Report

1. Selectthe Create Expense Report tile found on your Employee Self Service homepage.

Create Expense Report

Y4

2. Enterall applicable information on the first page as normal.

Rev 7/25



3. Select Add Expense Lines from the Expense Report Action menu

General Information

‘Business Purpose | Alend Mestings -

5." Altach Fecspt El
‘Description | Meslng
&4 Accounting Dedauks »
Dasfination Lecaticn 4+
Creation Cate 08242023 Brookiyn Davis
Reference Q

Updated on  0&24)2023

Expense Delails

Expanss Repart Action | w

A Expense Lines
A0 TN LGk ki
Copy Expanse Repont

4. Enter an expense.
a. Date
b. For*Expense Type, select Emp Meals - Full Day. The system will populate the full day’s
per diem amount for the Destination Location you entered on the Expense Report header.

o Additional full day meal types — Interntl Emp Meals and Recruiting Emp Meals
c. Select a *Payment Type.

Total (1 fem) 50.00 USD Emp Meals - Full Day - 08/24/2023
+ i T *Date | 0842023 E|
2 s P foern *Expense Type  Emp Meals - Full Dey =}
= Thursday, August 24, 2023
Emp Weals - Full Doy 50100 Dwscription .
ush
Payment Details
“Paymani  Cradil Card b
“amound | 53,00 UED &
Additional Informaticn
“Billing Type | Inssmal +
“Expanka Locaticn  ATLANTA Q
(=] Firet or Larst Cay of Trave) ¥
£ Accouniing 13
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5. Apply the first or last day travel deduction by selecting the Per Diem Deductions link.

Additional Information

*Billing Type ‘ Internal ~

*Expense Location ‘ATLANTA

Per Diem Deductions

4 Accounting

6. The Per Diem deductions window will display. Check the deduction flag. Click Done and the
amount will update to reflect 75% of the per-diem rate.

Cancel Deductions for First or Last Day of Travel

Date 07/11/2025
Expense Type Emp Meals - Full Day

Per Diem Amount 50.00 USD
Deduction Details

Expense Type Deduction Percentage

[0  Emp Meals - Full Day 25.00

7. Add another expense line.

Deduction Amount Deduction C

Total Deductions

Total Amount

a. Selectthe *Expense Type for the meal that was provided. For this example, we will select
“Emp Lunch Provided.” The Amount will populate with the negative per diem amount for

the Destination Location you entered.
b. Select a *Payment Type.

Tetal (2 Hems) 23,50 USD Emp Lunch Provided - DB/24/2023
+ i - “Date |DEZ4Z023 =
e i Faar e "Exponse Type Emp Lunch Provided o
 Thursday, August 24, 2023
Prow &
Emp Lunch ided «14.00 De=cription N
= UED &
Tulih
Emp Meals - Full Day — Fayment Delails
usn *Payment | Credt Cand w
“amount |-14.00 usno @
Additional Information
*Billing Type | Intemal
“Expense Location | ATLANTA =1
=] First ar Last Day of Travel
B8 Actunting
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8. The system will require a credit reference by showing an exception comment icon next to the new
expense line as well as a red flag in the exception comment link.

Totsl (2 Hems) 23,50 USD

+ L T
i Dbt Fatw [res
= Thursday, Aequst 24, 2021
Ermp Lunch Provided e

z

Emp Meals - Full Day Paymani Details

758
L1

HAclditiznal Infonmaticn

Exceptions

Excepton Commanis

Emp Lurnch Provided . 08243023

"Cinte

‘Expiisa Typs

Dwecrigian

*FPaymant

"Amount

“Blline Ty

"Expanse Location

Kan Rambursabi

MO RECHL

DEZLZI fi=l
Emp Luach Prov ded a
B

i
Cradr Card A
-0 uso 0
Imemsl w
ATLAMTA a

[4 First o7 Last Cay of Trawel

5 Accaunting

Coredit Ralarenc Raquirgd

BE Receisl Epst

9. Click on the Credit Reference Required link - Enter “Lunch Provided.” Then click Done.

Cance

Exception Comment

Date 08/24/2023

Expense Amount -1400 USD

Credit Reference Comment

Expense Type Emp Lunch Provided

Ezpense amoeunt is negative. Provide credit reference information.

ILurch Frovided
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10. The total reimbursable amount on the Expense Report should now be reduced to account for
the credit line you entered for the meal provided.

+ L] ki
e e raw [
= Thursday, August 24, 2023
Emp Lunch Prewidsd

1408

B WS
Enig Maals - Full Day s
=0

Ermg Meals - Full Day - 08242023

Paymant Details

Al Infoam et

Excaptioes

‘Tl | (RQHIEY

"Expanisa Type | Erp Maals - Fal Day

CHSCTIlo8

"Paymest | Crade Card
amousi )
“BINIng Type | mismal v

Hof-Sembersalle |

K Recaipt |

“Expansa Location | ATLAKTA

a

=
&
uso 9
[
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Ho

Mo

B Racapt S

129 U

Rev 7/25



