Add M&IE /| Deduct Provided

Obijective: This section will go over the steps on how to add M&IE reimbursement expenses, and
deduct any provided meals from reimbursement in accordance to PPPL policy.

1. After completing the Report Header, click Next at the bottom right of the page. This
will bring up a pop up window asking if you will be claiming per diem (lodging and/or
M&IE). Select Yes to create an itinerary.

Travel Allowances

Will this trip include per diem? If this is 8 miscellaneous expense report, please
select No.

2. You will be brought to the Create New ltinerary page. This page is where you will
enter the itinerary for your trip. An itinerary assigned to an expense report is to
calculate the reimbursable per diem rate for the trip.

&
Note: If you have already gone to the expenses page, you can access the
— Travel Allowances page by clicking:

1. Details
2.  New ltinerary

+ MNew Expense Import Expenses Details ] Receipis » Print / Email ~

Report
Report Header

Expenses
O | Date v | Expense Type
Adding New Expense

Totals
Audit Trail Lil

Mo Expenses Found Approval Flow

Comments
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Allocations
Travel Allowances
> New ltinerary
Available ltineraries

Expenszes & Adjustments

Reimbursable Allowances Summary
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3. Enter the Departure City, Date, Time, and Arrival City, Date, Time for the first
business leg of your trip and click Save.

Note: If you booked your travel

- .
arrangements via Concur Travel /
Graycar, click on Import Itinerary to -
elect trips and charges to use to create this itine
select the appropriate itinerary. B = =
= Travel Allowances For Report: Trip to San Diego, Califomia Ox
/‘\ Note: The Itinerary Stop s

information should answer: =

e

+ Where did you leave from? T »

+  When did you leave? -

« When did you arrive at the '
business/lodging destination?

* Where is the location of the

business/lodging destination?

Note: Do NOT include personal locations when filling this out. Use your actual
business destination, NOT the airport location.

.‘ Note: When visiting several cities/states/countries in one trip, there will be several
- itinerary stops — representing the per diem rates for each of those business locations.

#  Note: An itinerary stop is not required for every leg of the flight (unless per diem will be
) claimed for reimbursement). At least 2 itinerary stops are required.

., Note: Only indicate the dates of the business portion of your trip. If your trip includes
) personal/non-PPPL business time either before or after the business portion of the trip,
exclude those days from the itinerary.

4. Repeat step 3 for each leg of the trip. Each entry will be added to the list on the left.
When finished, click Next.
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5. You are now on the Available Itineraries page. Review your itinerary, and make
changes if necessary.

*  Note: If changes are required, select the displayed Itinerary lines and click Edit.

Travel Allowances For Report: Ft. Lauderdale, FL =x

1) Create New Hinerary o Available Itineraries 3 Expenses & Adjustments

Assigned ltineraries

‘ Departure City Date and Time « Arrival City Date and Time Arrival Rate Location

@ ltinerary: Ft. Lauderdale, FL
Newark, New Jersey 10/20/2019 08:59 AM Fort Lauderdale, Florida 10/20/2019 12:09 PM BROWARD COUNTY, US-FL, US
Fort Lauderdale, Fiorida 10/25/2019 06:45 PM Newark, New Jersey 10/25/2019 09:52 PM ESSEX COUNTY, US-MJ, US

Available Itineraries

[ Current Itineraries | ~ ]

‘ Departure City ‘ Date and Time » Arrival City Date and Time Arrival Rate Location ‘

Mo Available Hineraries Found

4

e

e e

6. Expenses and Adjustments displays the published per diem rate based on the
business/lodging location. 75% of the travel allowance on the first and last day of
travel is automatically calculated. Indicate the complimentary meals that were
provided on your trip by selecting the appropriate boxes.

7. Click the Create Expenses button to Continue. Your M&IE expenses is now
imported to the Expense Report.

Travel Allowances For Report: PRINCETON, NJ 0Ox
4) Create New liinerary (@) Available lfineraries  (E]) Expenses & Adjustments
Show dales from | || o] |]
Exclude | All D | | DatelLocation & | Breakfast Provided | Lunch Provided | Dinner Provided | Allowance
g:ﬂcﬁeﬂlourj‘gNew Jersey $45.75
E’?\ﬂcagonr:‘BNew Jersey 61.00
g:ﬂc?eﬂlourj‘gNew Jersey 61.00
E’?\"r:sgonr:‘BNew Jersey 61.00
g:‘:cggour;l‘gNew Jersey 561.00
E’?\fggonr:‘BNew Jersey /54575
o] e | [
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