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MEALS PER DIEM: This step begins with your Report Header creation.

emburse

— . Marcus Jacob
= E Chromerl\fer @ Andrews University
Expenses Fo ages
6 M;rgﬁs J(e{cob -
San Diego : Chrome River Training Expenses For Marcus Jacob a
Report Name San Diego : Chrome River Training
&~
Person Classification Staff

The Date range mentioned here drives the Per Diem Date Range.

Start Date 10/06/2024

ONLY add Per Diem Expenses to TRIP Expense Reports.
End Date 10/14/2024

Please DO NOT add Per Diem Expenses to a general expense report — fiscivear FY 2425

where the date ranges are not Trip specific. This can often lead to , , - , o
Business Purpose Conducting CR Training for SDA Academies and Universities

errors, rectifications and expense report returns.

Pre-Approval Expense Summary

‘You have not added any expenses

Add Expense @

Import from Pre-Approval

Comments (0)

Attachments (0) =

Expense Report Total Pay Me Amount
010040642355 0.00 usp



MEALS PER DIEM

emburse

= [E) chromeriver

Expenses For

Marcus Jacob

San Diego - Chrome River Training
=

DATE EXPENSE

Step 1

Add
Expenses

B Create New

Select Meal/Entertainment Tab >
Meals - Per Diem Wizard

Expense Report
010040642355

‘You have not added any expenses

Add Expense

Total Pay Me Amount
0.00 usp

All
Trips
Cash Advance
Credit Card

@ Offline
Authorization

Recycle Bin

® Receipt Gallery

LY

@

Marcus Jacob «

Andrews University

1l




MEALS PER DIEM: Per Diem Wizard Opens - Fill in details

= E grﬁ%emeriver @) ‘I'*1(1rcu:,mJ1:c:f:v
Start Date 10/06/2024 E 00:00 -
Step 2
End Date naz2e (3 [ 2359 - Start Date & End Date are preloaded as it has been
entered while creating the Expense Report.
Days
Business Purpose CR Training Sessions

Additional Information

| Step3
University Per Diem Rate is automated. Do Not change
Select the applicable University Per Diem - o o
Per Diem Ra't’goption thls SEICCtlon.
Location Andrews University, Michigan (MI}, United States
Location: ALWAYS select Andrews University, Michigan.
Account Code (9430) Other Trave - DO NOT enter any other Location in this space.
Allocation
Add Account Code & Allocation / FOAPAL Codes as
11-5300-000-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT
heeded.
- Select Activity Code (if applicable)

Click > Add to Preview
q Cancel I I Clear Al




MEALS PER DIEM

emburse

— ) i
= & chromeriver @  Marcushcob

Andrews University

Per Diem Wizard ©

Start Date ‘ 10/15/2024 & ‘ ‘ 00:00 - ‘ Per Diem Rates Preview @
Andrews University,
P “ g
End Date | m | | 2359 v| United States
Andrews University,
> Wlozses Michigan (M1 ©N 8§ s
Days 0 nited States
Andrews University,
> 00002388 Michigan (W1 “N 8§ s
Business Purpose CR Training Sessions
Andrews University,
> fled 1000812024 Michigan (MI). B0 §g oo
p : - United States
Thu 101012024 Andrews Llversiy, 45.00 .
" } " ‘ > 00002359 ichigan (1), e W/
ec_ldllllorlal Information Add Additional Information United States
Optional
. Andrews University,
> Fri1oMI2024 Michigan (MI). 50§ p
£ e United States
Andrews University,
Select the applicable ‘ University Per Diem - > a2z Michigan (MI), S
Per Diem Rate Option e United States o
,  Sun 101132024 fndrews ‘(quil')’ers“% 59 § 4
Location @ | Andrews University, Michigan (M), United States 00:00-23:59 Uniteg States usD 7/
Andrews University,
) Men 01402 e an g,
Account Code (9430) Other Travel - Bl-235 United States UEn

Allocation

| 11-5300-000x-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT | p

| Per Diem Rates Preview Window Opens
In this section, you are to check the meals that ARE
* PROVIDED to you during the Trip.

| - Select Activity Code (if applicable)

© AddAllocaton =y Presets

Cancel



MEALS PER DIEM

_ emburse . M. Jacob
= [ chromeriver @ i

Per Diem Wizard ©

Per Diem Rates Preview @

Start Date ‘ 10/15/2024 m‘ ‘ 00:00 v‘
—_ Andraws University,
| v | Sobo2aes > Michigan (M), Ll
End Date | m| | 3359 v| = ) United States -
@DUCTIBLES
Breakfast Lunch Dinner
Days 0
Andraws University,
N 3109801_(2)5%12024 Mig?higan (M1, 45-.2? . ,\
Business Purpose CR Training Sessions ' ' United States
Andrews University,
> ggﬁ,l,_“;g?;g”“ Michigan (MI), LU g p
P e United States o
Andrews University,
Wed 10/09/2024 Pl : 45.00 o~
i : i i > 002735 Michigan (MI}, =l
,Cngilcdn‘:lllonal Information Add Additional Information 00:00-23:59 United States uso
Andraws University,
Thu 10/10/2024 A '
= > 00:00-2359 Michigan (MI), 50§ g

United States

University Per Diem - , Fri 101172024 Wichiom, iy T 50 § g

Select the applicable A0 Us
00:00-23:59 United States e

Per Diem Rate Option

Andraws University, .
Andrews University, Michigan (M), United States > a2 Miichigan (MI), il

Location
o United States

Andrews University,
Sun 10/13/2024 Py ' 45.00
Account Code ‘ (9430) Other Travel - > 00:00-23:59 m‘fgga&égg' |

Andrews University,
. Mon 10/14/2024 b ' 45.00
> ey Michigan (M), W w s
Allocation 00:00-23:5 United States -

| 11-5300-000:-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT | By Defa u It,

| - Select Activity Code (if applicable) |

© Astocsion = Prosts All .Pgr Diem Rates are set at $45.00
Individual Days need to be edited.
Cancel Indicate which meals were provided during the trip for each day.




MEALS PER DIEM

emburse Mareus Jacob

= [ chromeriver @ s ey

Per Diem Wizard © X

Per Diem Rates Preview @

Andraws University,
é | Sun 10/0612024 Michigan (M) 500§

Travel Days

00:00-23:59 United States

When travelling, your first and last day are considered as Travel Brucrnes
Days [ ] Breakfast [ Lunch [ Dinner
Mon 10/07/2024 Andrews University, 4500 2
In thi | o Uted St I
n this example;
. e Andrews University, .
10/6/24 & 10/14/24 are designated as Travel Days. > 10002350 Michigan (W), S
, o , Wed 10/0972024 Nictigan (). " 4500 :
For this to be indicated on Chrome River, please follow the steps on T United States w B 7
the next few slides. , Thu 10/102024 ndrews Unhersiy 50§ g
"""""" United States o
Click on the Edit Icon [] on your first / last travel day. , Frit0112024 Michgan ) “N g g
Location @ Andrews University, Michigan (M), United States * ?Igli_thll_]{f[gi%ﬂﬂ ﬁﬂl:g:%\:i %mil;r'ersw 45:?9 i /s
"""""" United States
Account Code (9430) Other Travel - > gun 0132024 ichigan ().~ v w7 s

United States o

Andrews University

Mon 10/14/2024 A "
Allocation > 00:00-23:59 Michigan (M1), e | Ve
United States

11-5300-00cx-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT

- Select Activity Code (if applicable)

0 Add Allocation =3 Presets —

Cancel Clear All




MEALS PER DIEM: Travel Day Edit Page

emburse

J— . Marcus Jacob
= @ chromeriver @ "

ndrews University

i1
LS

Travel Days Edit Per Diem
Date 10/06/2024 B
Since 10/6/24 & 10/14/24 are Travel Days. Follow this procedure. St Tve gy | 0000 -
End Time 23:59 -

Under the deductible's header, there should be a check box for
Travel Day- Business Purpose CR Training Sessions
If you see this, please check the box and click Save.

Additional Information

If you do not see it, change the start time to any time.
After this is done, the page will refresh making the Travel Day option
available to select.

Location Andraws University, Michigan (M), United States

This is shown in the next slide. Deductibles

Breakfast Dinner
Lunch

Account Code (9430) Other Travel A

Allocation

11-5300-000-80 FINANCIAL RECORDS OPERATING FUNDHINSTITUTIONAL SUPPORT

- Select Activity Code (if applicabls)

Cancel (i}




MEALS PER DIEM: Travel Day Edit Page

emburse

= [E] chromeriver

Travel Days
Travel Days rate is set at $33.75

10/6/24 & 10/14/24

Start time was changed making the Travel Day option in the
Deductibles appear.

Select the Travel Day option and click Save.
DO NOT Select any other meal option when the Travel Days box is

selected.

Marcus Jacob

@ ndrews University
Edit Per Diem
&
Date 10/06/2024 =2
Start Tine 00-30 - I
End Time 23:59 -
Business Purpose CR Training Sessions
A
Additional Information
7
Location Andrews University, Michigan (M), United States
Deductibles
Breakfast Travel Day
Lunch Additional Deduction
Dinner

Account Code

Allocation

(9430) Other Travel v

11-5300-000¢-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT

- Select Activity Code (if applicable)

Cancel

Li)




MEALS PER DIEM

emburse @ Marcus Jacob

= [E) chromeriver

Andrews University

Per Diem Wizard ©

a
Q o Q Per Diem Rates Preview @
°
Per Diem: When 1 meal is provided
Andrews University,
Sun 10/06/2024 s ' 33.75 *
AN E Michigan (MI), SD
00:30-23:59 Unite Sla(tes) = B
10/07/24 Monda —
/07/ y « Mon 10/072024 s STt B0 § 4
00:00-23:59 United States. usD
. . . DEDUCTIBLES
Select Breakfast if this meal was provided. Amount changes 3 .
Breakfast [ Lunch [ Dinner
accordingly. Amount for one meal provided is set at $35.00
Tue 10/08/2024 Andrews University, 45.00 >
> 00-002359 Michigan (MI}, w B/
: - United States
%
Andrews University,
> Wed 100912024 Michigan (MI), L0 g o
Additional Information Add Additional Information ' ' United States
Optional
Andrews University,
Thu 10/10/2024 s ' 45.00 o~
» 00275 Michigan (M1}, o
p 00-00-2359 Uniite Sla(tes? w W/
. Andrews University,
Fri 10/11/2024 P ’ 45.00 *
Select the applicable ‘ University Per Diem ¥ 00:00-23:59 m‘ﬁg agla(?glg. o B/
Per Diem Rate Option
Andrews University,
> gat 022024 Michigan (MI) e
Location @ | Andrews University, Michigan (MI), United States e United States -
Andrews University,
> un 1071312024 Michigan (MI), B0 § oy
Account Code ‘ — Select — ) - United States
Andrews University,
> pon 19/14/2024 Michigan (MI), B0 g 2
Allocation e United States o
| 11-5300-c00¢-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT |
| - Select Activity Code (if applicable) |
0 Add Allocation =4 Presets
0
Cancel Clear All




MEALS PER DIEM

emburse
= [E chromeriver @ ey

Per Diem Wizard ©

Per Diem Rates Preview @
Andraws University,
g iy N
' ' United States
Andrews University,
i e o g
: : United States
Andrews University,
v Q0902588 Michigan (M), B0 g g
U United States
DEDUCTIELES
Breakfast Lunch [ Dinner
Andraws University,
> 10002550 Nichigan (M) o
Additional Information Add Additional Information United States
Optional
Andrews University,
R Michigan (M). “N 8 s
P : : United States
,  Frit00112024 ﬁg{fgﬁ?ﬁ};’e’sm 5O § g
Select the applicable ‘ University Per Diem - 00:00-23:59 Uniteg States USD
Per Diem Rate Opti
, Sat10/1212024 a‘i‘ng“;ﬁ‘(‘ﬁil‘)"e’sw 50§ g
Location @ | Andrews University, Michigan (MI), United States (0002259 United States
Andrews University,
Sun 10/13/2024 A :
> 00:00.2359 Michigan (MI), . s
Account Code ‘ -- Select - - United States
Mon 10/14/2024 aﬂg:?ws Uﬁil"'e’S“Y- 45.00 R
> 00:00-23.59 ichigan (MI), e B A
Allocation ' ) United States
‘ 11-5300-x00cx-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT ‘
| - Select Activity Code (if applicable) |
@ AddAllocaton = Presets
v
i
Cancel Clear All




MEALS PER DIEM

emburse

— . Marcus Jacob
= Echromerlver ®@ arcus Jacob

Andrews University

Per Diem Wizard @

Per Diem: When 3 meals are provided / Fully STk
Entertained N 35%1_2;:51:55;82024 ﬁn?fr:f\gi %ﬁi;’lersw 55w s

United States

, Mon 100712024 Mo tipversay. B0 § S
00:0 :59 : ’ usD
10/09/24 Wednesday United States
Andrews University,
Tue 10/08/2024 e - 25.00 N
b T Michigan (M), et
00:00-23:55 Unite Sle(ltes? o . 4

Select Breakfast, Lunch & Dinner if all meals were provided.
An;ount changes accordingly. Amount for the whole day meals is set v Wed 10092024 Mo ) LU
at $15.00

DEDUCTIELES
Additional Information Add Additional Information ) e i LoE? o
Optional
Andrews University,
> Thu 101012024 Michigan (MI), 0§ s
P T United States
,  Fri 101112024 \parows %‘Gj;’ersw B0 § o,
Select the applicable University Per Diem - 00:00-23:59 United States’ UsD 7/
Per Diem Rate Option
Andraws University,
> Michigan (MI), s0 g g
Location @ Andrews University. Michigan (MI), United States United States
Andrews University,
> Sun 107132024 Michigan (MI), L0 w s
Account Code - Select - - o - United States
Andraws University,
> D0002nss Michigan (). “N 8§
Allocation o - United States

| 11-5300-00x-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT |

- Select Activity Code (if applicable)

i

o Add Allocation =4 Preset

Cancel Clear All




MEALS PER DIEM

emburse

= & chromeriver

Per Diem Wizard ©

Marcus Jacob

Andrews University

Start Date ‘ 1011512024 E'I‘ ‘ 00:00 v‘
End Date ‘ = ‘ ‘ 2359 v‘
Days 0

Business Purpose CR Training Sessions

Per Diem Rates Preview @

Sun 10/06/2024
00:30-23:59

Mon 10/07/2024

> 00:00-23:59

Tue 10/08/2024
00:00-23:59

Wed 10/09/2024
00:00-23:59

Andrews University,
Michigan (MI),
United States

Andrews University,
Michigan (MI),
United States

Andrews University,
Michigan (MI),
United States

Andrews University,
Michigan (M),
United States

33.75
usD

35.00
usD

25.00
usD

15.00
usD

Per Diem: When NO meals are provided

If no meals were provided during these dates, leave the boxes
unchecked.

The rate is set at $45.00

Account Code ‘ -- Select — -

Allocation

Thu 10/10/2024

¥ 00:00-23:59

DEDUCTIBLES
["] Breakfast

Fri 10/11/2024

> 00:00-2359

Sat 10/12/2024
00:00-23:59

Sun 10/13/2024
00:00-23:59

Andrews University,
Michigan (MI),
United States

[ Lunch

Andrews University,
Michigan (MI),
United States

Andrews University,
Michigan (MI),
United States

Andrews University,
Michigan (MI),
United States

45.00
usD

45.00
usD

45.00
=

45.00
usD

‘ 11-5300-00x-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT

‘ - Select Activity Code (if applicable)

i

0 Add Allocation =t Preset

Cancel

Mon 10/14/2024

> 00:30-2359

Clear Al

Andrews University,
Michigan (MI),
United States

33.75
usD

i/
i/
i/
i 7
| e
i/
i/
i/
i/



MEALS PER DIEM

emburse

= chromeriver

Per Diem Wizard ©

@

Marcus Jacob

Andrews University

Start Date ‘ 101152024 I'i'l‘ ‘ 00:00 v‘
End Date | E’l‘ | 2359 v|
Days 0

Step 6

Once this section is filled in and Per Diem selected for each day of

the trip. Click Apply
|

Select the applicable ‘ University Per Diem -
Per Diem Rate Opti

Location @ | Andrews University, Michigan (MI}, United States
Account Code ‘ -- Select - -
Allocation

‘ 11-5300-:000¢-80 FINANCIAL RECORDS OPERATING FUND-INSTITUTIONAL SUPPORT

| - Select Activity Code (if applicable)

e Add Allocation =3 Presets

Cancel

CREATE PRESET

v

Per Diem Rates Preview @

Andrews University,
Sun 10/06/2024 P ’ 33.75 ]
> 3093 Michigan (M1},
00:30-23:59 Michigan (M1 v B
Andrews University,
Mon 10/07/2024 P ' 35.00 »
> N3 Michigan (M1},
00-00-23:59 Michigan (M) o WA
Andrews University,
Tue 10/08/2024 P ' 25.00 *
> . . Michigan (MI),
00:00-23:59 Unage ey w B/
,  Wed 100912024 s T 50 §
00:00-23:59 United States. uso
Andrews University,
Thu 1011072024 P ’ 45.00 *
> Michigan (M1},
00:00-23:59 Uninded tee = B 7
N Andrews University,
> i 01112024 Michigan (MI), 20 § 7
: : United States
Andrews University,
> pauion2zea Michigan (MI), B0 g
: : United States
Andrews University,
> Sun 10732024 Michigan (M), B0 g g
: : United States
Andrews University,
Mon 10/14/2024 P ’ 33.75 *
> n Michigan (MI), | 4
00:30-23:59 United States uso
Clear All




MEALS PER DIEM: Completed

_ emburse A Marcus Jacob
= E Chromerl\fer @ Andrews University v
6 ﬁ:p 58S Scnl v Add
arcus Jaco Expenses —~
T = A 1

San Diego : Chrome River Training [ Create New

=
DATE EXPENSE SPENT PAY ME (=] A
a
Sun pe (=% Meals - Per Diem B 3375 v Al
| = = = (M1}
35.00 s O
Mon i (=% Meals - Per Diem =00 35.00 v
Cash Advance
Tue r i 25.00
10082024 =% Meals - Per Diem UsD 25.00 W Credit Card
e .
Wed ¢ (=% Meals - Per Diem 1800 15.00 v ® Offline )
T ) q i 3 =
Thu ” i 45.00 Authorization .
1002024 =%£ Meals - Per Diem UisD 4500 o
Recycle Bin
I ogae (=5 Meals - Per Diem =0 25.00 v
Sat ] 15.00
120024 (5% Meals - Per Diem UisD 15.00 v A 3 : A
® Receipt Gallery ® @ 22l ‘ ’ ®
Sun ope (=2 Meals - Per Diem B0 35.00 v
Mon . 33.75
Oiopze (%% Meals - Per Diem Yan 33.75 v

Once Applied, Per Diem Dates for the Trip are added to the report as
separate entries per Trip dates.

Submit
010040642355 262.50 usp



Thank You !!

Contact Marcus Jacob at : ,
trexp@andrews.edu for queries or questions.

i



mailto:trexp@andrews.edu
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