ER - Manually add expense lines for
mileage and in State per diem
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Add the expense lines.
After you've completed the General Information (Header), you're ready to add the expense lines.

From the Expense Report Action drop-down, select Add Expense Lines.

< My Expense Reports Expense Report n Q QO i @
Report 0000172674
Misti Thornton®
General Information
“Business Purpose  Business - In State v & Attach Receipt N
*Description 080 Auditing in Birdseye
& Accounting Defaults 1>
Default Location  Birdseye, IN Q
Reference Q Creation Date 11/18/2022 Misti Thornten
Updated on 11/18/2022
Expense Details
[Expense Report Action ] .. ®
[ ] a
Adjust the date and click the Expense Type Lookup.
The Date will default with the entry date; update it to match the expense date.
In the Expense Type field, click Lookup.
< Expense Report Expense Entry R Q4 ¢ @

080 Auditing in Elirdseye| = ‘ Save Review and Submit

Misti Thornton (+) Last Saved 11/18/2022 7:02AM

Total (1 ltem) 0.000 USD

New Expense - 11/07/2022
+ T v EDate 1110712022 jJ

Add Delete Filter More ['EXPEHSE TYFIE @J

+ Monday, November 07, 2022

New Expense 0.000 Description =
usD 4
Payment Details
*Payment ~
*Amount |0.000 usc Q
Additional Information
“Billing Type = In State-Billable -
& Attach Receipt >

i Accounting
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STEP 3

Select Domestic TR-Mileage.

Click Domestic TR-Mileage from the Expense Type Search pop-up.

STEP 4

Enter the Description.

Cancel

Expense Type Search

[ Frequently Used

Expense Type &

Domestic TR-GroundTransport

Daomestic TR-Mileage

In the Description field, enter an explanation for the mileage being claimed.

080 Auditing in Birds-y-

Misti Thornton &)

Total (1 Item) 0.000 USD

Add Delete

» Monday, November 07, 2022
Demestic TR-Mileage

0 o

Filter

0.000

Domestic TR-Mileage - 11/07/2022

Expense Entry

Review and Subrmit
Last Saved 11/18/2022 7:02AM

*Date | 1110712022

“Expense Type | Domestic TR-hileage Q

trip to Patoka Lake Reservoir for||
!

“Description | [3Ul

Mileage

Starting Point |

W .-

Ending Point |

Calculate GPS Distance Display Map

Miles Calculated 0.00

“Transportation ID ‘ ~

Transportation Type

“Miles | x 0.0000

Payment Details
“Payment | .
“Amount 0000 usp

Additional Information
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Enter the Starting Point.

In the Starting Point field, the address where the trip began must be entered as follows: Street
Address, City, State, US.
For example: 402 West Washington Street, Indianapolis, IN, US

< Expense Report Expense Entry N Q 4 ¢
080 Auditing in Blrdseye‘ = ‘ @]
Misti Jumps © o Last Saved 02/10/2023 11:06AM
Total (1 ltem) 0.000 USD Domestic TR-Mileage - 11/07/2022
(+ E‘ v e | *Date  11/07/2022
s oette Fiter ore *Expense Type Domestic TR-Mileage Q

w Monday, November 07, 2022

) ; = :
Domestic TR-Mileage 1ip (o Patoka Lake Reservoir 5,

0.000 . for audit
Trip to Patoka Lake Reservoir for audit Description
usD y
Mileage

_ 4UZ westwasningion Sueet, S

Starting Point | ingjanapolis, IN, US #

Ending Point v

Calculate GPS Distance Display Map

Miles Calculated 0.00

*Transportation ID v

Transportation Type

*Miles x 0.0000 | %
Payment Details
*Payment v
*Amount 0.000 usD
Additional Information
*Rillin Tuna | In Stata_Rillabla - b
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Enter the Ending Point.

In the Ending Point field, the address where the trip ended must be entered as follows: Street
Address, City, State, US.
For example, 3054 North Dillard Road, Birdseye, IN, US

< Expense Report Expense Entry s
080 Auditing in Birdseye E Review and Submit [
Misti Jumps © o Last Saved 02/10/2023 11:06AM
Total (1 Item) 0.000 USD Domestic TR-Mileage - 11/07/2022
‘i‘ ‘E ‘:‘ ‘ - *Date  11/07/2022
i Do, i v “Expense Type Domestic TR-Mileage Q

w Monday, November 07, 2022

. . Trip to Patoka Lake Reservoir
Domestic TR-Mileage P 34

0.000 E i for audit
Trip to Patoka Lake Reservoir for audit Dascription
usb 4
Mileage

. _ 4UZ WesLWasningon sueer, s

Starting Point  pgjanapolis, IN, US %

Ending Point |yg | T

Calculate GPS Distance ‘ Display Map

Miles Calculated 0.00

*Transportation ID v

Transportation Type

“Miles x 0.0000 | % |
Payment Details
*Payment v
*Amount  0.000 usD
Additional Information
*Rillina Tuna | In State_Rillahla ~ s
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Calculate GPS Distance.
Click Calculate GPS Distance.

< Ex

ise Report
080 Auditing in Eirdseye‘ @ ‘

Misti Thornton ()

Total (1 Item) 0.000 USD
+ |

Add Delete Filter More

~ Monday, November 07, 2022

Domestic TR-Mileage
trip to Patoka Lake for audit

Click the Display Map hyperlink.

Q4

Last Saved 11/18/2022 7-02AM

Domestic TR-Mileage - 11/07/2022

*Date | 11/07/2022

“Expense Type Domestic TR-Mileage Q
trip to Patoka Lake for audit 2

“Description

Mileage

Starting Point | 402 West Washington Street, g

Ending Point | 3084 North Dillard Road, Birdseye, IN

Oty oo
Miles Calculated 000
~Transportation ID v
Transportation Type
“Miles
Payment Details
“Payment ~
“Amount 0000 usb

Additional Information

You can click the Display Map hyperlink.

080 Auditing in Birdseye
Misti Thornton (%)

Total (1 Item) 0.000 USD

Add Delete Filter ore

~ Monday, November 07, 2022

Domestic TR-Mileage
trip to Patoka Lake for audit

Expense Enti

m Review an

Last Saved 11/18/2022 7:02AM
Domestic TR-Mileage - 11/07/2022

*Date  11/07/2022

“Expense Type | Domestic TR-Mileage Q
1rip to Patoka Lake for audit 2
*Description
Mileage
gm.'ﬂp.boim in? West ‘Wazh\qg!\u"n‘ S‘QEH
Ending P! 3084 North Dillard Road, Birdseye, IN

Calculate GPS Distance
L e —
Miles Calculated 11596

*Transportation ID v

Transportation Type

“Miles  115.96 x 0.0000 ‘Tu‘
Payment Details
“Payment v
“Amount 0000 usoD

Additional Information
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STEP9
View the Map and Route pop-up.

Here, you can view the route on a map and the mileage calculation details.

Click the X in the pop-up to close it.

Map and Route

anto RAMP (Going 2 \
South) ‘ =

Turn LEFT onto
Beaver Creek Rd
(Going East)

Turn RIGHT onto
Blanton Rd (Going
South)

Turn SLIGHT LEFT
onto Old Vincennes
Rd (Going South)

Stay STRAIGHT to
go onta N County
Road 910 W (Goeing
Southeast)

Stay STRAIGHT ta
go onto N County
Road 875 W (Going
Southeast)

Stay STRAIGHT to
go onto W County

2
Road 750 N (Geing i 1 K

Eas) . ﬁh .

Turn RIGHT onto N { y

County Road 775 W 4 G 5North Vernen
(Going South) - E

Stay STRAIGHT to
go onto N County
Road 850 W (Going
Southwest)

“Bloamington

Stay STRAIGHT to
go onte N County acennes
Road 810 W (Goaing
South)
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Select the Transportation ID.

In the Miles Calculated field, the number of miles between the starting and ending points will be
auto-generated.

From the Transportation ID drop-down, select IDOA.

< Expense Report Expense Entry QA e
080 Auditing in Birdseye ‘ = m Review and Submit
Misti Thornton () Last Saved 11/182022 7:02AM
Total (1 ltem) 0.000 USD Domestic TR-Mileage - 11/07/2022
m T - _| *Date | 11/07/2022
— Do el ot “Expense Type  Domestic TR-Mileage Q
~ Monday, November 07, 2022
~ ~ trip to Patoka Lake for audit 2
Domestic TR-Mileage 0.000 “Description =
1rip to Patoka Lake for audit
usD V.
Mileage
. . L
gt.'s‘n%Pmm 402 West Washington Street 5
[ ] . 9 5
Ending P ‘t 3084 North Dillard Road, Birdseye, IN 7
] ‘ ‘ Calculate GPS Distance ‘ Display Map

Miles Calculated 115.96

ET{anspnnatianlD IDOA v]

Transportation Type

“Miles | 115.96 x 0.0000 | o ‘

Payment Details
*Payment ~
"Amount 0.000 usb

Additional Information
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Select the Payment Type.

Notice that the current State mileage reimbursement rate has defaulted.

Select the appropriate Payment Type from the drop-down.

< Expense Report

080 Auditing in Birdseye| [#
Misti Thornton (&)

Total (1 ltem) 56.820 USD

-

+] (@]

Add Delete Filter

« Monday, November 07, 2022

Domestic TR-Mileage
trip to Patoka Lake for audit

More

0.000

Expense Entry

Ending Point 3084 North Dillard Road, Birdseye, IN

Calculate GPS Distance Display Map

Miles Calculated 115.96

*Transportation ID | IDOA v

Transportation Type DOA

‘Mites 11595 | x[04900) % |
°
o fore

‘Amcat 56.820 usb

Payment Details

L
o
Additional Information ® .

“Billing Type  In State-Billable
“Originating Location Q

“Destination Location  Birdseye, IN
& Attach Receipt
|53 Accounting

Exceptions

B[ oo onoswom

Last Saved 11/18/2022 7:02AM

v
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Select the Billing Type.

Ifit didn't default correctly, select the appropriate Billing Type from the drop-down based on the

Payment Type chosen.

< Expense Report

080 Auditing in Eirdseye‘ = |
Misti Thornton (&)

Total (1 Item) 56.820 USD

+ T = [~
Add Delete Filter More
« Monday, November 07, 2022
Domestic TR-Mileage 56.820
1rip to Patoka Lake for audit
usD

Payment Details

Expense Entry

“Transportation ID  IDOA

@ QL i

[ Review and Submit ]

Last Saved 11/18/2022 7:02AM

Ending Point | 3084 North Dillard Road, Birdseye, IN

Calculate GPS Distance Display Map

Miles Calculated 11596

Transportation Type [DOA

“Miles  115.96

x 0.4900 ‘ L4

“Payment = Employee Paid +

*Amount  56.820 usD

Additional Information

Exceptions

*Originating Location

“Billing Type| | In State-Billable ~

“Destination Location | Birdseye, IN Q
& Altach Receipt

[ Accounting

Personal Expense () No )
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STEP 13
Look up the Originating Location.

The Originating Location is the city where the travel event began; enter the city name and click
Lookup.

< Expense Report Expense Entry

080 Auditing in Birdseye | [#] Review and Submit
Misti Thornton @ Last Saved 11/18/2022 7-02AM
Total (1 ltem) 56.820 USD Ending Point | 2084 North Dillard Road, Birdseye, IN y
+ ) v Calculate GPS Distance Display Map
Aed petete flier Here Miles Caleulated 11596

~ Monday, November 07, 2022

Domestic TR-Mileage 56.820
trip to Patoka Lake for audit Transportation Type 1DOA

uso
“Miles 11596 x 04900 | %

*Transportation ID | IDOA v

Payment Details

*Payment Employee Paid v

“Amount 56 820 usb
Additional Information

“Billing Type  In State-Billable v

onanangtossson( [ ()

“Destination Location  Birdseye, IN Q
& Attach Receipt >
[53 Accounting 15

Exceptions

STEP 14

Select the Originating Location.

When you've located the city you need, click anywhere on the desired Expense Location row.

Cancel

Search for: Originating Location

Review and Submit

Saved 11/18/2022 T:02AM

080 Auditing in Birdseye
Misti Thornton (&) |

» Search Criteria

w Search Results

E‘ = ) 2 rows

Deseription &

Originating Location <

Indiana, PA

INDNA

(o

Indianapolis, INJ
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Attach the receipt.

If the number in the Miles field wasn't adjusted, no receipt is required. If the number in the Miles field was
adjusted, click Attach Receipt and use the upload process to attach the shortest route driving directions.

If you need to include the printed Rent vs. Reimbursement Calculator information, click Attach Receipt and

use the upload process to attach it.

< Expense Report

080 Auditing in Birdseye| #
Misti Thornton ()

Total (1 Item) 56.820 USD

+ [ & [

Add Delete Filter More

+ Monday, November 07, 2022

Domestic TR-Mileage
1rip to Patoka Lake for audit

® QL i Q9

Review and Submit

Last Saved 11/18/2022 7:02AM

Expense Entry

Ending Point | 3084 North Dillard Road, Birdseye, IN

Calculate GPS Distance Display Map
Miles Calculated 115.96
*Transportation ID | IDOA v
Transportation Type IDOA
“Miles (11596 x 04900 | % |
Payment Details
®e
. “Paymd®t | Employee Paid ~
[ ] [
“Amount | 56820 usb
® [

Additional \nfcrmatiu‘n .
*Billing Type | In State-Billable v

*Originating Location | Indianapolis, IN

*Destination Location |Birdseye, IN

Q
[ & Aftach Receipt >]

[ Accounting 1>

Exceptions

Personal Exoense [ No
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STEP 16
Click Done on the Attachments pop-up.

After all attachments have been uploaded, click Done on the Attachments pop-up.

Attachments

Expense Entry
Date 11/07/2022
Expense Type Domestic TR-Mileage
Amount 56820 USD
Attachments Details

AddAﬂachmenl+| Edit & lCimeIEdilI [ii]

alokamiles docx

patokamiles dacx

No attachments exist. Upload an existing file or capture receipt image:

Add Attachment

STEP 17

Save.

Click Save.

p
Miles calculated

080 Auditing in Birdseye | 7/
Misti Thornton (@

Total (1Item) 56.820 USD Ending Point

7]

Delete. Filter

(-]

More

Add

~ Monday, November 07, 2022
Domestic TR-Mileage

Miles Calculated

“Transportation ID

o : 56,820
ip to Patoka Lake for audit usd Transportation Type
“Miles

Payment Details ‘ .
[ ] “Paymdiht
L
. ’Amolw(

® [ ]
Additional Information ®
“Billing Type
‘Oriqmannq Location

*Destination Location
& Mttach Receipt
[E3 Accounting

Exceptions

] Review and Submit

Last Saved 11/18/2022 7:09AM

3084 North Dilard Road, Birdseye, IN

Calculate GPS Distance

11596

Display Map

IDOA v

-

IDOA

115.96

Employee Paid v
56.820

In State-Billable v
Indianapolis, IN

Birdseye, IN
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Add another row.

Click Add.

080 Auditing in Birdseye | 7]

avi

Review and Submit

Misti Thomton © Last Saved 11/18/2022 7.09AM
Total (1 ltem) 56.820 USD Ending Point 3084 North Dillard Road, Birdseye, N~ *
1) ‘ . | Calculate GPS Distance Display Map
Delete More

Miles Calculated 115.96
~ Monday, November 07, 2022

Domestic TR-Mileage “Transportation ID | IDOA ~

trip to Patoka Lake for audit

56.820
- Transportation Type [DOA

“Miles | 11596 x 0.4900 \T‘

Payment Details

®e
®  Paymdt Employee Paid v
e o
‘Amowl 56.820 usp

Additional informat 8 @ @

“Billing Type | In State-Billable v

*Originating Location | Indianapolis, IN Q
“Destination Location | Birdseye, IN Q
& Attach Receipt 1>
[ Accounting 1>
Exceptions
Personal Expense ( ) No )
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Adjust the date.
The Date will default with the entry date; update it to match the expense date.

< Expense Report Expense Entry QA L0 : @
IPLA Nursing license check[ = ‘ Review and Submit
Toni Herron () Last Saved 11/23/2022 10:46AM

New Expense - 11/23/2022

“Date | | 11/14f2022 A

Total (1 ltem) 0.000 USD

-
H

-+ o wes
Add Delete Filter More “Expense Type Q
w Wednesday, November 23, 2022
4
New Expense 0.000 Description
usp
Payment Details
“Payment ~
*Amount |0.000 usp Q
Additional Information
“Billing Type @ In State-Billable v
& Attach Receipt >
i Accounting 1>

Click the Expense Type Lookup.
Click Lookup inside the Expense Type field.

£ Expense Report Expense Entry

IPLA Nursing license check | [#] ‘ Review and

Toni Herron (&) Last Saved 11/23/2022 10-:46AM

Total (1 Item) 0.000 USD New Expense - 11/14/2022

v ‘ "Date |11/14/2022 [

Add Delete Filter More ["Expense Type Q ﬂ

« Monday, November 14, 2022

R Epnoecs 0.000 Description
usop
Payment Details
“Payment v
*Amount |0.000 usb Q
Additional Information

“Billing Type | In State-Billable ~
& Afttach Receipt »

& Accounting 1>
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STEP 21

Select Domestic TR-Per Diem - In State.

Click Domestic TR-PerDiem - In State from the Expense Type Search pop-up.

-

Expense Type Search

C reewee [ e
“Display Option = Expense Category v

lSearch Expense Type

Expand All | Callapse All

~ Domestic Travel

Expense Type

Domestic TR-Parking & Tolls

Domestic TR-PerDiem - In State
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Enter the Description.

In the Description field, enter a comment if any meals were provided or if no meals were provided.

£ Expense Report

=

IPLA Nursing license check
Toni Herron (2

Total (1 Item) 41.000 USD

-

+ @ :
“dd Delote Fitter More
 Monday, November 14, 2022
Demestic TR-PerDiem - In State 41,000
usp

wa Qi e

A revevanssumt |

Last Saved 11/23/2022 10 46AM

Expense Entry

Domestic TR-PerDiem - In State - 11/14/2022

“Date | 11/14/2022

“Expense Type  Domestic TR-PerDiem - In St Q

breakfast, lunch and dinner. No

“Description meals provided

Payment Details
“Payment v
41.000

*Amount

Additional Information

*Billing Type | In State-Billable  ~

*Originating Location

“Expense Location Anderson, IN
[E] Per Diem Deductions

& Attach Receipt

[&% Accounting

B% Receipt Spiit

17 of 22



Select the Payment Type.

Select the appropriate Payment Type from the drop-down.

< Expense Report

IPLA Nursing license check[
Toni Herron (%)

Total (1 ltem) 41.000 USD

Add Delete Filter

~ Monday, November 14, 2022

Domestic TR-PerDiem - In State 41.000
breakfast, lunch and dinner. No meals :
provided usD

@ QL

B -

Last Saved 11/23/2022 10-46AM

Expense Ent

and Sub

Domestic TR-PerDiem - In State - 11/14/2022
*Date | 11/14/2022

“Expense Type Domestic TR-PerDiem - In St Q,

breakfast, lunch and dinner. No | o,

“Description meals provided =

‘Paymenl:

Payment Details

“Amount | 41.000 usb Q
Additional Information
“Billing Type | In State-Billable v
“Originating Location
“Expense Location | Andersan, IN
[E] Per Diem Deductions >
& Attach Receipt >

[53 Accounting
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Select the Billing Type.

Ifit didn't default correctly, select the appropriate Billing Type from the drop-down based on the

Payment Type chosen.

< Expense Report

IPLA Nursing license check| [
Toni Herron ()

Total (1 Item) 41.000 USD

N =
+ L Y |

~ Monday, November 14, 2022

Domestic TR-PerDiem - In State o
breakfast, lunch and dinner. No meals :
provided usD

Expense Entry

Domestic TR-PerDiem - In State - 11/14/2022

*Date | 11/14/2022

“Expense Type  Domestic TR-PerDiem - In S Q

breakfast, lunch and dinner. No 2

“Description | Meals provided

Payment Details
*Payment = Employee Paid ~
“Amount | 41.000

Additional Information

*Billing Type || In State-Billable ~ ~

*Originating Location

“Expense Location Anderson, IN
[Z] Per Diem Deductions
& Aftach Receipt

[53 Accounting

B% Receipt Split

Usb Q

Review and Submit

Last Saved 11/23/2022 10:46AM
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STEP 25

Look up the Originating Location.

The Originating Location is the city where the travel event began; enter the city name and click

Lookup.

Expense Entry

< Expense Report

IPLA Nursing license check ]
Toni Herron ()

Total (1 Item) 41.000 USD

DU

Add Delete Filter

~ Monday, November 14, 2022

Domestic TR-PerDiem - In State
breakfast, lunch and dinner. No meals
provided

STEP 26

Last Saved 11/23/2022 10:464M

Domestic TR-PerDiem - In State - 11/14/2022
*Date | 11/14/2022
“Expense Type Domestic TR-PerDiem - In St Q

breakfast, lunch and dinner. No 2
meals provided -

“Description
Payment Details
Employee Paid v

“Payment

“Amount | 41.000 usb Q

Additional Information

“Billing Type | In State-Billable v

“Expense Location Anderson, IN Q

[El Per Diem Deductions 5
@ Attach Receipt N
|22 Accounting a5

| BE Receipt Split

Select the Originating Location.

When you've located the city you need, click anywhere on the desired Expense Location row.

Cancel

Search for: Originating Location

» Search Criteria

w Search Results

= EE]

Originating Location <

INDNA

2 rows

Description &

Indiana, PA

Pw

Indianapolis, IN ]
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Attach the receipt(s).

The Expense Location is the destination city; it will auto-populate based on the information entered in the

General Information (Header).

Click Attach Receipt and use the upload process to attach receipts showing the date of expense and the

amount paid. A lodging folio is required to claim meal per diem reimbursement (it only needs to be

attached once to an ER).

< Expense Report

=

IPLA Nursing license check
Toni Herron (&)

Total (1 ltem) 41.000 USD

+| o (7]

Add Delete Filter,

~ Monday, November 14, 2022
Domestic TR-PerDiem -In State

breakfast, lunch and dinner. No meals

provided

Expense Entry

Domestic TR-PerDiem - In State - 11/14/2022

‘Date | 11/14/2022

B revewanasaom

Last Saved 11/23/2022 10:46AM

“Expense Type | Domestic TR-PerDiem - In $tQ

breakfast, lunch and dinner. No 2

“Description meals provided

Payment Details
*Payment | Employee Paid v
“Amount |41.000
Additional Information
“Billing Type | In State-Billable

*Originating Location | Indianapolis, IN

y:

usp Q

[‘Expense Location | Anderson, IN

[E] Per Diem Deductions

[ & Attach Receipt

[543 Accounting

B3 Receipt Split
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Save.

Click Save. See the Review, Submit and find the status guide for the remaining steps.

@ Q Q

< Expense Report

IPLA Nursing license check -l[ Review and Submit ]

Toni Herron Last Saved 11/2312022 10.52AM
“Date | 11/14/2022 -

Total (1 Item) 41.000 USD

“Description
~ Monday, November 14, 2022 4

Domestic TR-PerDiem - In State 41.000 .
breakfast, lunch and dinner. No meals Payment Details
provided usp

@

“Expense Type  Domestic TR-PerDiem - In St Q.

+ T \
= =8 breakfast, lunch and dinner. No o
Add meals provided =

Delete. Filter

“Payment | Employee Paid v
“Amount | 41.000 usD Q
Additional Informa .. ®
o L]

@ 'BilingTyrg  InState-Bilable  ~

"onqﬂ.:gng Luc.ﬂign Indianapolis, IN Q
(]
“Expense Location  Anderson, IN a
=] Per Diem Deductions >
@ Attach Receipt 33
[ Accounting 1>

Exceptions

Personal Expense (_) No
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