


Adding Travel Allowances on 
Overlapping Travel Dates



Complete the Expense Report Header.

Notice the Start & 
End dates overlap 
the Meals & 
Incidentals policies. 
If any of your trip 
dates are on 1/1/24 
or after, select the 
“Yes, I require Travel 
Allowance” button.



For Travel Allowance, enter only the dates and destination for trip dates 1/1/24 and after.

For this trip, travel 
allowance begins on 
1/1/24 when the 
traveler is in 
Bakersfield.



Enter Adjustments to Travel Allowance

Exclude any meals provided to you during your trip. If you have nothing to exclude, click “Finish.”



For trip dates before 1/1/24, add the actual cost of your breakfast, lunch, or dinner and upload 
your itemized payment receipt as normal.
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