新差旅费操作指南

一、国内差旅报销：填写出差日期、出差事由等出差信息。点击出差人姓名旁的“+”号进入，填写详细的住宿费信息，图中1-4处的信息会自动生成，不可手动输入。
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Operating instructions.
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点击出差人姓名旁的“+”号进入，填写住宿费信息。
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点击住宿地点的“+”进入填写。输入省、直辖市名称进行检索，不可直接输城市或地区名称，在检索出来的地区后面进行正确勾选后保存并返回上一页。
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填写完整的住宿费信息后保存并返回上一页，出差人姓名、地点、职别、人数、住宿费金额均会自动填充。
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继续填写行程单等其他信息，完成后点击下一步进入支付方式的填写（记得验证电子发票），打印出来的预约单需有如下住宿费信息。

[image: image7.png][T =bRasiRss IRHOHIR PIREN FERE

- EBRHENE CHRRRR] DROSCRTRTRES , TS UEK] | (B WRSRaTasar . [HUSSIER] SO Sming  SesmRnms , SolBumR T RE0E
SRAEUEIR e EBABISHINES , F5 2 DRBMEH NEES ; — : SRIUSETREHNO , SENSSHRE | BRRSHERGANERE ; &% [R5 (XIh2) | SASH UASTE, Six 55
pereing ielon” EEIARSTTENHRAS, HRBRRHECAERFAE  RRSASKTATEA, HEHEIA (s Bk ) MhrrEsTaRmRss  AEaRLEna TSR,

HREEVSES ¢ CL202409140310
-sma || e,

HESH: | 52024-09-01 £2024-09-03 Ib [ : B8R (2010-20-10) ]

=EEac sl 0 : TERETA2T)

s |Hoos (BEFEIISNTER0AEE | T SRS
HEES [@anS A E
smpe ey e e sane s et
- o]
e *= 1 300)
.
w8
AERS AERS o
] ] 6 1500
wEne wEne 0
et susmn
=R =R
1 1800

B3t (X5)




[image: image8.png](5 v ST 5 )% e ) smen )

IEERHIE SIEEN FHESE EERMRE ‘

1B YELIE SEEEEESHSAARER: [MER] . (REEK] . (AT (&, I2%K) 1. [ A7 (PERIFA, A5K) ] ; <& [FEN] ANeSEHERME TOEMR ; S [#8] SETFEsss ; S5
. [HER) EAMERZESHEE, SHZMARNEESHES S 728 R , BREEUSTARES, SHARNNARLER, AFT. NAKSHER ! [MREBTERERE , Bt TAKEINER , I BT

Operting naluctons i | et SISO - 1

A mman®
o i _ (Q e
WSESH - CL202409140310 SIFRHRFH : 1,800.00 7T, \
s SOER EEEIIAS HWAESS A P =@ e B
AT s
e [T Fims mESs =8 WE BB
TRk + o
=UAR  WECTAKEEEEAEE FET10ME) o 185 XIARIT S E R
T v e + fr
=BT e AR BIs = T EES MRS E R
proo v OACHEREAORA +

Z37:1800.00





[image: image9.png]S:/S £ 060031-3207100004 RT3

HlEE P e e
[E2/EE | =1 [ el [ SEEE. sEs ]
= sl
e wers
“EAR A
=ETE BT )
& [on[en| cam | suems [me| sasmw | see
e 300.00) 150009
=@
[oEssen (AS) SFEET ¥1,80000]
Emassen
lenk BEREAET : TERZAES  MEt

[RE=: 25k -
= 5 - % : FiRIE 2R « 15-5(65282880059851981)
TOSEE ¢ 1,800007 FE= : 0000005715

(EESSEE % |2 [macyED) (S
2024-09-01 1000 | 480/570 | ¥1,000.00

R 0 | w0 | wsos0

(EBIEE) : 01-F502-BSTS. $0803--itE SSEREBAR0>FE

5 £ ENE]
= = 2 | = =3 Bh
EEEE EEEE e
2024-00-01 | 2024-05-05 | mE | @E| d=ms—== |00 [1 300.00
Bt SfEE 300.00)

ERiET  hRRERBINSKESEAE , BSNESBYSIMEXHETE,




