
 
 

HOW TO ENTER A BUSINESS MEAL  
 
 
Purchases of food items (Walmart for example) will be entered in Chrome River under 
the Non-Travel Individual Reimbursement Report Type and Report Purpose.  A Business 
Meal not associated with travel (a restaurant receipt) will be entered with the 
instructions that follow. 
 
Select +New and choose New Expense Report 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Enter in a Report Name (The reason for the reimbursement), Report Type (Athletics, 
Domestic, International), Report Purpose (Conference Training, Other, Recruitment, 
Team Travel).  Enter the Type of Traveler to be reimbursed:  Employee, Outside Party or 
Student.  Enter in the Date of the Business Meal and the Number of Business Days.  
Click Save. 
 

 
 
 
The Expense Tiles open up.  Click on Meals/Entertainment and Click Business Meals. 
 

 
 
 
 
 
 
 
 
 



 
 
Enter the Date of your business meal and Click Calculate. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
The per diem Calculate Allowable Total form opens up.  Enter your meal Location, Meal 
Type and number of Attendees.  This provides you with the correct meal per diems.  
Enter the total of the food amount spent in the Food Box.  Click Save. 
 

 
 

 



After clicking the save button you are brought back to the Business Meals Form.  
Notice the Food total carried over from the Calculate Tab.   
 

 
 
Now you need to enter over that total with the entire Food Receipt Total in the Spent 
Box. Enter in the Tax Amount in the box and Tip Amount in the box.  Complete the 
Business Purpose, Click the Receipt Attached Checkbox and Click on Allocation to 
enter your Org number. 
 

 

Change this amount to be the total of the receipt. 
 

 



Click on Add Guests and enter in all parties who attended the Business Meal (internal 
and external).  Upload your receipt.  Click Save.  **See below for entering External 
Guest** 
 

 
 
**To enter an External Guest click the Dropdown Arrow and choose External.  Then 
Click the box Add Guests.  Click the + Add New External Guest? box.  You will need to 
fill in all the information boxes before it will allow you to save the guest.  Click Add.   
 

 
Repeat for every External Guest not already in the list.  Once an External Guest is Saved it remains in your list. 
 

 
 



 
 
If you have multiple External Guests and want to provide a list, you will need to enter 
into all the boxes “See Attached List”.  You will need to upload the list in Upload 
Attachments if you indicated you attached a list.   
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



How to enter Business Meals where the total amount spent is over the Allowable Food 
Total. 
 

 
 
 
  

Any time the Food amount and/or 
Food amount plus Taxes exceeds the 
Allowable Food Total enter the 
Allowable Food Total.  In this case you 
would enter the $103.50 in the Food 
Box. 
 

103.50 



 
 

 
 
 
 
 
 

If your Spent is the Allowable Food 
Total you do not need to complete 
the Tax Amount Box or the Tip 
Amount Box.  Leave them blank.  
Complete the rest of the form and 
Click Save. 
 


