
Expense Date: First day of your travel 

Expense item: Per Diem In State or Per Diem Out of State 

Departure date: Date your business travel started 

Departure time: Time your business travel started 

Arrival Date: Date your business travel ended 

Arrival Time: Time your business travel ended 

Destination: City you traveled to 

 

 

 

 

 

 

 

 

 

 

 

 



Click on “view details” under travel journal 

                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  

Fill in departure and arrival times again (same values you entered initially). 

 

 

 

 

 

 

 

 

 



Check the boxes for any meals that were provided by your hotel and/or the conference on a particular day. The date is in 
the upper left corner. 

 

 

 

 

 

 

 

 

 

 

 

 

Click done in the bottom left corner (in blue). Workday will automatically calculate your per-diems based on the 
destination, travel dates/times and meals provided. 

 

 


