
Per Diem
Adding Per Diem to your Report

& Changing your Itinerary



Adding Per Diem
Once you have filled out your Report Header, Click “Next”. 

You will then be asked “Will this Report include meals per diem?” Click “Yes”.



If you did not click “Yes” to the Per Diem Question, but need to add per diem to your 
report, click “Details” and then “New Itinerary”



You MUST Choose In State or Out of State/International

When you travel in state, you are 
eligible for 100% per diem for 
all travel days

Any other travel outside of GA 
requires you to change to “Out 
of State/International”

If this is not correctly, your 
report will be sent back to you 
for revision. You will need to 
completely redo the per diem 
section of your report.

*Please note, non-overnight 
travel is no longer eligible for 
per diem unless a special waiver 
has been approved by the Travel 
Dept. 



Importing Itinerary
If you booked your airfare in 
Concur, you have the option to click 
the “Import Itinerary” button. This 
will pull in your itinerary for per 
diem (so you do not have to 
manually add it).

Please double check the itinerary, 
to make sure the itinerary is 
correct. 



Create New Itinerary Stop:
Type in the city you departed from, date, time.
Then, the city you arrived in, date, and time. 
Click “Save”. This is the first day of your itinerary.



-Fill out another itinerary stop and “Save”. 
-You should now have your full itinerary (unless you travelled to multiple cities). If you 
travelled to multiple cities, please continue to fill out your itinerary. 

You must have 
at least two lines 

for your 
itinerary. 

(Unless you only 
travelled one 

day).



Click “Expenses and Adjustments” or “Next” twice



Here you will see the per diem calculated.

Indicate which meals you DO NOT want to claim (see Breakfast, Lunch, and Dinner 
provided). The per diem amounts will automatically populate on the right side.



For personal days, click the “Exclude All” box

Next, click “Create Expenses”



Your Per Diem is now added to your Expense Report

*Make sure to include your 
conference at-a-glance schedule to 
your report as backup 
documentation showing whether 
meals were provided to you or not.



Changing Per Diem Itinerary

Go to: 
- Details, Available Itineraries



Next, click on the Itinerary and then select “Unassign”



Select the Itinerary again, then click “Delete”



Now that the itinerary has been deleted, click “Create New 
Itinerary” 



BEFORE you begin plugging in your “New Itinerary Stop” information, change the 
“Selection” to “Out of State/International 75%”
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