Instruction on how to adjust meals provided in TREX Expense Report

In order for the system to make the appropriate adjustments, you must specify the meals provided. Click the
Personal Days and Meals Provided link at the Expense Report Entry screen

Add: | New Expense v 0K| CopySeIectedExpense(s)...| DeIeteSeIectedExpense(s)|

CheckForErrors| Personal Days and Meals Provided | Trip History  Travel Currency Converter  Apply Cash Advance(s)

Expense Report Totals

Employee Expenses: 7.990.71 USD Due Employee: 5,890.71 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 2,100.00 USD Definition of Totals Update Totals|
Cash Advances Applied: 0.00 USD

Save ForLater | SelectApprover | Submit For Certification Printable View

Check all the appropriate boxes when meals were provided.

Click OK
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