UNIVERSITY OF MARYLAND

Job Aid: Daily Meals Per Diem SAP Concur

How to account for meals per diem from a trip

You will have to record expenditures for daily meals from your trip. For lengthy trips, see final note.*

Screenshots are provided to use as visual guides for certain steps.

1. Open the expense report to add per diem meal expenses.
2. Click on the blue Travel Allowance text then click on Manage Travel Allowance

Madrid conference $2,245.15 @

Not Submitted

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

Manage Travel Allowance

REQUEST

Approved

$3,137.50

3. You will be brought to the below window. This window will show two types of itineraries:
a. Anitinerary (if any) associated with the current expense report.
b. Previously created itineraries that could be associated with the report.

Travel Allowances For Report: Trip to Seattle O x

1  Create Mew Hinerary e Available ltineraries 3  Expenses & Adjustments

Assigned ltineraries

Departure City Diate and Time a Arrival City Date and Time Arrival Rate Location

Mo Assigned Hineraries Found

3a

This area will show you what Itinerary is associated with the expense report.

Available Itineraries
Current ltineraries W
Departure City Diate and Time a Arrival City Date and Time Arrival Rate Location

Mo Available ltineraries Found

3b This area will show you what previously created Itineraries exist for you in
Concur that you could associate with a report.
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4. To create a new itinerary, click the blue Create New Itinerary text in the upper left corner.

Travel Allowances For Report: Trip to Seattle

1  Create New Hinerary Awailable ltineraries 3  Expenses & Adjustments

AsSsIgned [Tineraries a4

| Departure City | Date and Time « Arrival City Date and Time

Arrival Rate Location

Mo Assigned Hineraries Found

This area will show you what Itinerary is associated with the expense report.

Available Itineraries

| Current ltineraries | Y |

| Departure City | Date and Time a | Arrival City | Date and Time

| Arrival Rate Location

Mo Available ltineraries Found

This area will show you what previously created Rineraries exist for you in

Concur that you could associate with a report.

5. You will now see the area where you can create the new itinerary.
\

Travel Allowances For Report: Trip to Seattle \

o Create New Hinerary 2 Available ltineraries 3 Expenses & Adjustments

Itinerary Info

ltinerary Name Selection
[ o 1o seattie | [uscsa [~]

.

[ | Departure City a | Departure City

Arrival Rate Location

Mo tinerary Rows Found

Time

@

(]

\ Go to Single Day lineraries Cancel

TIP: If you booked your travel through Concur, you will be able to click the blue Import Itinerary button and you should
see your Airfare itinerary that you can use to help you create this itinerary. If you did not book through Concur, or with

the designated UMD Travel Agency, you will need to manually enter the itinerary.
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6. Under the gray New Itinerary Stop section, enter the outbound information.

Departure City
Date — The day you leave

a.

Arrival City

Date — Auto populated based off the Departure Date
Time — Time you arrived at the hotel/lodging

Click Save at the bottom-right of the gray section

O

Time — This is when you leave the house/office, not when the plane departs

New Itinerary Stop

Departure City
Date Time
Arrival City

Date Time.

7. The departure information is now shown on the left-hand side. The return information will now be input into the

gray section.

a. Departure City
Date — The day you leave
c. Time —This is when you leave the hotel/conference, not when the plane departs
d. Arrival City
e. Date - Auto populated based off the Departure Date
f. Time - Time you arrive home
g. Click Save at the bottom-right of the gray section

Travel Allowances For Report: Trip to Seattle O x
@) Edittiinerary (@) Available ltineraries (@) Expenses & Adjusiments
Itinerary Info
tinerary Name Selection
l Trip to Seattle usasA
Add Stop Import Itinerary New [tinerary Stop
O Departure City Arrival City Arrival Rate Location ije‘:“'mma iy
Seatile, Washington
(] Baltimore, Maryland Seattle, Washington KING COUNTY, US-WA, .. - '
10/25/2021 09:00 AM 10/25/2021 04:30 PM
Date Time
I 1072972021 E I 9:00 AM
Arrival City
I Baltimore, Maryland
Date Time
I 10/29/2021 =] I 11:00 PM

Go to Single Day lfineraries Next == Cancel

8. The outbound and return information is now shown in two rows on the left side of the screen. Click Next at the
bottom-right. If you have additional legs of the trip, continue entering them under the New Itinerary Stop section.

Go to Single Day Hineraries

[ Mext == l Cancel
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9. You will be brought back to the itinerary screen and you’ll notice the newly created itinerary showing in the
Assigned Itineraries section.

Travel Allowances For Report: Trip to Seattle 0 %

1 Create New IIineral‘ o Available ltineraries >3 Expenses & Adjustments

- . :
Assigned Itineraries

Departure City Date and Time & Arrival City Date and Time Arrival Rate Location

® Itinerary: Trip to Seattle

Baltimore, Maryland 102572021 09:00 AM Seattle, Washington 10252021 04:30 PM KING COUNTY, US-WA, US
Seattle, Washington 102872021 09-00 AM Baltimore, Maryland 10/28/2021 11:00 P BALTIMORE (CITY), US-MD, US

Available Itineraries

| Current itineraries | v |

| Departure City | Date and Time a Arrival City Date and Time Arrival Rate Location

Mo Available Itineraries Found

e o

10. If everything looks good, click Next at the bottom-right. =

11. You should now be in the Expenses & Adjustments screen where you will mark off which meals were provided
during the trip. The system automatically calculates the departure and return days at 75% of allowance. All other
travel days are at the full day rate (100%).

Travel Allowances For Report: Trip to Seattle O x

41 Create New Hinerary 2 Available ltineraries o Expenszes & Adjustments

Show dates from | ||E|| to| || m

Exclude | All [ | | Date/Location « | Meals Ra‘le| Breakfast Provided | Lunch Provided | Dinner Provided | Allowance
- ;gfglflzovz\’gshington $57.00 [ = F $57.00
. S anion w0 @ m n
- ;gjgglzovz\fgshington $76.00 = = = $76.00
- 152f.32:120v2\r1asmngmn $76.00 [} = ] $76.00
] 1072972021 557.00 - - - 55700

Seattle, Washington

m Create Expenses Cancel
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12. As you check the boxes to identify which meals were provided, the Allowance column will be automatically adjusted
to deduct from the meals allowance being reimbursed.

Travel Allowances For Report: Trip to Seattle

1 Create New Hinerary 2 Available ltineraries o Expenses & Adjustments

Show dates from | ||—|| fo |[—|| m

Exclude | All O | | Datel/Location « Meals Ra‘le| Breakfast Provided | Lunch Provided | Dinner Provided ‘Allmnce ,
S——

10/25/2021
Seattle, Washington $57.00 [ 0o [ $57.00

1002672021

Seattle, Washington $76.00 5$23.00

102772021

Seattle, Washington $76.00 $5.00

1042872021

Seattle, Washington $76.00 $23.00

1002872021

Seattle, Washington $57.00 $39.00

Create Expenses Cancel

13. Once you check off all the meals provided to you, click Create Expenses to add the Meals Per Diem to your expense

report.
e This will add multiple lines in your expense report for Daily Meals Per Diem according to the number of days in
the trip.

*Final note: For lengthy trips of longer than several weeks, users should submit more frequent/periodic reports, but still
associating the single itinerary to each report. Concur will generate the entries for each day. It will not do a lump sum.
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