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Adding Business Meal Attendees and Gift
Card Recipients

1 Select "Business Meals" and fill out all required fields.

https://scribehow.com
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2 Edit the number of persons to reflect how many people attended the meal.

3 Because this is Sophie's expense report, her name automatically populates.
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4 For any internal guests (Guest Services employees), you can type their name(s)
into the attendees box to search for them.

5 For any external (non-Guest Services employees), click "Create Guest"
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6 Enter the information for the external guest, then click "OK"

7 Gift card recipients need to be added the same way as meal guests.



5

8 Click the "Attendee(s)" field and search for the employee(s) who received the gift
card. For the expense type "Gift Card," "attendee" means "recipient."


