
 

 

 

University of New 

England 

Domestic Meal Allowances  



Click on Account Statements on the left hand side. 

 

Click on Reimbursements. 

 

Click 

Account 

Statement

s 

 

Click Here 

under 

Statement 

 



To create a new reimbursement click on the link in the top right hand corner. 

 

The reimbursement label is for your own reference, we suggest you type in your TR number. 

 

Click Create 

New 

Reimburseme

nt 

 

Type in 

TR 

Number 

 



The first form is Meal Allowance/Domestic Travel Day Trip. If it is a straight reimbursement the Traveler 

will have to populate the meals box with the amount they are claiming. They cannot exceed the Daily 

Meal Allowance rate, if they do the money has to be recouped from the Traveler. 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Meal 

Allowance  

Domestic 

Travel Day Trip 

 



If the Travel involves an overnight stay they will need to click on Meal Allowance/Domestic Travel 

Overnight. The Traveler will need to click on the Comments Tab which will ask them a question in 

regards to staying overnight. If the answer is Yes, it will than populate a form which is to be filled out by 

the Traveler to determine if they are entitled to a reimbursement. They will than need to populate the 

meals tab with the amount which is shown on the online form. If they have exceeded their daily 

allowance they will need to populate the meals box with a negative amount, this money will have to be 

recouped. 

 

 

Click on Meal 

Allowance 

Domestic Travel 

Overnight 



 

By Clicking Yes it will popualte a form which is located at http://www.une.edu.au/financial-

services/travel/pdfs/meal_allowances.pdf 

 

 

Click 

Comments 

 

Click Yes if 

Overnight 

 

http://www.une.edu.au/financial-services/travel/pdfs/meal_allowances.pdf
http://www.une.edu.au/financial-services/travel/pdfs/meal_allowances.pdf


Once the form is filled out you will need to click on the Allocation tab. The amount which appears in the 

amount claimed columm from the form is than populated in the meals box. Tab through & click on save 

& the coding screen will appear. 

 

 

The coding screen will appear where you will need to popoulate your cost code, TR Number & 

description. When complete click on save & it will ask you to attach an image. The image you attach is 

the Domestic Meal Allowance Claim Form. 

 

Type in Amount 

Click 

Save 



 

To upload the Image click on manage receipt images an upload the file to attach to the transaction. 

 

The Receipt Image Module User Guide is located at 

http://www.une.edu.au/finance/finance/forms/recimaguserguide10.pdf 

Click Close 

Click on Manage 

Receipt Images 

 

http://www.une.edu.au/finance/finance/forms/recimaguserguide10.pdf



