


  Please note the number of commuting miles deducted in the Traveler Comment section of the travel voucher. 

 Train / Airfare – select train or airfare and list the dollar amount to be reimbursed 

 Lodging – list the lodging amount 

 Per diem or Meal Allowance – employees receive per diem in travel status  

 Other – Taxi/Shuttle, Tolls, Parking, and Baggage fees can be selected 

After the Travel Detail and Amounts section is completed,  click on the button “Add to Travel Voucher” 

Repeat the above for additional lines 

The lines entered will show in the box below and can be edited or deleted 

PCard / Direct Billed Totals 

 Travel Date – 



Why do I have to list Pcard charges and Registration Fees  on the Travel Voucher? 

A 


