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 After you have created a invoice with Availability and the flight legs for that day drop down to the 

“Addition Charges “ portion of the invoice.  

 

This will be the screen you see next.  

 

 

When the box pops up pick 

“Overnight” (ON) 

Fill in all the needed Basic Information. 

Click on Per Diem Look up.  When the 

GSA spread sheet pops up Then pick 

the state and city that pertains to what 

you need. 
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Once you pick your State and City, you can go in and edit the Lodging Rate and add taxes as needed or 

“over Perdiem charges”  Add the correct number of popel that the contract allows.  Make sure you put 

documention in the box as required.  

Then click “Add” and it will add this to the invoice.  


