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Travel Reimbursement Request Entry in LEO 
 
To initiate a travel reimbursement request in LEO, go to My Travel tab and click Create New 
Expense Report.   
Please note that LEO will display different functions based on your profile and administrative 
roles.            

 
 
Click on drop down arrow to select Schema. Most trips will be DOMESTIC, but when you have an 
international trip, you will need to change the SCHEMA to international (See page 13 for 
instructions). Once you have the correct Schema selected, click the Start button above that. 
 

 
Enter traveled dates.                                                   
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In the Destination section, click the match box in the region code field to open a search window. 
 

 
 
In the Country/Group/Region Field, enter the state abbreviation followed by /* (LA/*) then 
select Go, or hit the Enter Key. 
 

 For in state trip destinations not listed on the GSA website, the standard rate should be 
used. Use Region Code LA/LA for the GSA Standard rate.   

 For out of state trip destinations not listed on the GSA website, the standard rate should 
be used. Use Region Code YY/CS for the GSA Standard rate.  

 
 
In the scenario below, the destination point is Lake Charles, LA.  A standard rate was used. 
 

 
 
Based on the traveled dates, LEO will determine the reimbursement rates. 
 

 If travel dates are between July 1, 2022 and September 30, 2022 the four tier state  
rates will be applied per the July 1, 2022 PPM49 -Travel guide  

 If travel dates start with October 1, 2022 and forward the GSA rates will be applied per 
the October 1, 2022 PPM –Travel Guide. 

 
Enter Destination point.  Enter Additional Destinations if you traveled to more than one city. 
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When selecting Additional Destinations, you will be prompted to enter the specific date in each 
location. To save the entry (s), select Accept or Accept and Add Additional Destination.  Click 
Exit to General Data (on the top of the screen) to get back to the general data tab.   
 

 
 
 
The next section to complete is Additional Information.  Select Trip Type in the drop down list. 
If expenditures are to be charges to a grant, always choose GRANT/PROJECT (OC).  
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In the example below a conference was attended. You must enter the reason for the travel and 
add any comments if needed.  The expenditure coding defaults to the home code assigned by 
HR for the traveler. If you need to change the expenditure coding, click on Change Cost 
Assignment.   

 
 
Fill out the populated form and click Accept or Accept and New Entry if more than one line of 
coding is needed (split coding/cost assignment).   Once correct coding is entered, select Accept 
and select Accept again. 
 

 
 
Select Exit to General Data to go to the main page. 
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The next section is Mileage. Select Enter Mileage Details. 
 
  

 
 
Enter mileage data into the populated form identified in the below image. You must either 
upload MapQuest navigation for the travel points or enter odometer reading in the Comment 
field.  Always follow the PPM49 policy.  Without prior approval from you department head only 
99 miles per round trip will be reimbursed. 
 
Select Accept and Accept again to get to the General Data tab. 
 
In this example mileage was not claimed, so each entry was deleted and selected Accept.  
     

 
 
 
Click Safe Draft after entry to prevent loss of data. 
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Go to the next tab, Enter Receipts. Select New Entry. 

 
 
In the Expense Type drop down select the type for your expense. Always remember to follow 
PPM49 policy. 

 
 
For meal reimbursement, you can enter daily Per Diem – first day, full day, or last day. 
 
In the example, Per Diem was claimed  – First Day and clicked Accept and New Entry. 
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If your full days were paid at your expense, chose Per Diem – Full Day.  Manually enter the total 
amount ($59 x 4 days = $236), leave a comment for your entry, and click Accept and New Entry. 
 

 
 
In this scenario, the conference host provided breakfast and lunch.  Those meals were a part of 
the registration fee that the state paid to attend the conference. Make sure to change the date.  
Only dinner was selected, the total amount and comment was manually and then clicked Accept 
and New Entry. 
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Per October 1, 2022 PPM49 Travel policy, Per Diem – daily allowance covers meals and 
incidentals (fees and tips given to porters, baggage carriers, hotel staff, and staff on ships) while 
on official state business. Incidentals are listed in the Expense Type drop down.  If you are 
claiming a partial reimbursement you are eligible to receive a $5.00 incidental reimbursement 
for each day.  The system doesn’t allow you to change the dollar amount for multiple days.  You 
would have to enter each day individually orr you can chose Miscellaneous type, enter the total 
amount, add a description and a comment, and click Accept and New Entry. 
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For the last day of travel, select Per Diem – Last Day, and if you do not need to enter any other 
expenditures for reimbursement, click Accept.  Always refer to PPM49 & LaCarte policy, not all 
options in the Expense Type drop down list are allowed by the state and DPS. 
 

 
 
Per Diem expense types are not available for trip dates prior to 10/01/22. Please use meal types 
(Breakfast, Lunch, Dinner) for trip dates 07/01/2022 through 09/30/2022. 
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Entry for meals provided on the first/last day 

 

 Lunch provided on the last day of a conference in Lake Charles. 

Total First/Last Day of Travel is $44.25. 

Lunch rate is $15.00. 

Total amount for the last day is $29.25 ($44.25 - $15.00 = $29.25) 

 

 
 Manually enter the final figure, selecting First/Last Day Reduced Rate in the Expense 

Type drop down. 
 

 

 
 
You can save the entry in progress by selecting Save Draft and close the document. 
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To go back to the document, go to My Travel module and highlight the trip you need to 
complete the entry, (Hint: the entry status is In Processing).  

  
 
You are required to upload all supporting documentation: receipts, conference agenda, 
registration/invitation letters or emails, travel authorization (must be in Final Approval status), 
etc.  As a rule, upload each attachment you included on your travel authorization request. 
 
Click Add for attachments and upload all required files. 
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Select travel you want to submit and click Change.  
 
 
 

 
 
 
 
 
 
Go to the 3rd tab – Review and Send. A warning might pop-up to confirm your entry. Click 
Proceed. 
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In the Review and Send tab, select Save and Send for Approval under Final Action, if you are 
ready to assign the travel reimbursement request to your approver. Click Yes to certify your 
travel reimbursement entry. Click Safe and Send for Approval. 
 
 

 
 
The system will generate Work-Flow emails to you and your approver with the travel 
reimbursement request entry. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Travel Reimbursement Request in LEO  14 
 

 
 

For International Travel 
 
Start the entry by selecting Create New Expense Report. 
 

 
 
Select International Trip for Schema drop down and click Start.  
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After you entered traveled dates, select a country in the Destination Section. 
 

 
 
Follow below example for the entry and go to Enter Receipts. 
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Start a New Entry. 
 

 
 
Follow the PPM49 policy for international travels.  You must enter international rates taken 
from GSA website. 

 
 
Below is a break down by meal type.  Up to $27 is allowed for incidentals for single day.  Per 
PPM49, incidentals exceeding $5 require receipts and/or supporting documentation. (Not to 
exceed U.S. Department of State Allowance). 
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Manually enter dollar amount for each day and leave a comment on how you came up with the 
amount you claimed.  Following the same steps to attach all required receipts. 

 

 
 

 
 
To complete the process for international travel complete the instructions beginning on Page 11 
(Review and Send) and ending on Page 12. 


