










If  your location is not in the list, add it by completing the T&E Location Form! 





▪ Choose the meal per diem expense type

▪ Enter the location using the        tool.  The location can be the default for the whole 













�‡Shows the Wallet Charge of all employees you 

delegate for.  

�‡Shows the ER created for each charge, or is blank if charge has not been 



https://www.umsystem.edu/ums/policies
https://www.umsystem.edu/ums/fa/finance-support-center/travel_and_expenses

