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Per Diem IA workspace in iAccess and WSC
Quick Steps



Per Diem IA workspace 
in iAccess and WSC

Overview of Quick Steps Procedure

Click the numbered circles on the left to move to the 
first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step and sub-step.

Begin

Step 2: Reopen a per diem sheet 
in iAccess.

2

Best viewed in IE or Adobe PDF Reader.

Step 1: Create a per diem sheet 
in iAccess.

1

Step 4: Reopen a per diem sheet 
in the Workspace Client.

4

Step 3: Create a per diem sheet 
in the Workspace Client.

3



Under the Self Service menu, 
go to the Per Diem workspace.

A

Click + New Per Diem Sheet 
to open the Create Per Diem 
window.

B

Per Diem IA workspace 
in iAccess and WSC

Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

3

Follow the steps on the next slide to 
continue creating a per diem sheet.

To create a per diem sheet in iAccess:

2

4

1



Enter a description for the per 
diem.

C

If all lines on the Per Diem 
sheet are for the same job, 
use the job name and 
number search fields to 
locate that job. Otherwise, 
you may leave these fields 
blank.

D

Per Diem IA workspace 
in iAccess and WSC

Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

3

1

Follow the steps on the next slide to 
continue creating a per diem sheet.

2

4

Click Create. 

E

iAccess closes the Create Per Diem Sheet window 
and displays the new per diem on the screen. 



Enter the country 
where the trip 
took place.

G
Click + Add Per Diem 
Sheet Line to start a 
trip entry.

F
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

3

Follow the steps on the next slide to 
continue filling out your trip entry.

2

4

Now, enter individual trip entries in the 
lines under the Registrations tab.

Enter your trip start 
date.

H

Enter the time your 
trip started.

I

1



Enter the time the 
trip ended.

Enter your trip 
end date.

J

Per Diem IA workspace 
in iAccess and WSC

Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

3

Follow the steps on the next slide to 
continue filling out your trip entry.

2

4
In the Breakfast, 
Lunch, and 
Dinner fields, 
specify the 
number of meals 
to be deducted 
from the total 
allowance.

K
In the Nights field, 
specify the 
number of nights 
to be deducted 
from the 
allowance.

L M

1



Once done, click Submit to 
submit your per diem sheet 
for approval.

To save the trip entry line, 
click Save or press 
ENTER.
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

3

2

4
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Repeat steps on slides 5 – 7 for each 
job-country combination for your per 
diem sheet. 

1



Use the search field and 
search filter to look for the 
per diem sheet you want to 
reopen. 

B
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

4

Step 1: Create a per diem sheet 
in iAccess.

2

3

To reopen a per diem sheet in iAccess:

Under the Self Service menu, 
go to the Per Diem workspace.

A

Click Other Actions » 
Reopen. 

C

Click Other Actions » 
Edit to open edit 
mode. Edit the sheet 
as needed.

D

1
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

4

Step 1: Create a per diem sheet 
in iAccess.

2

3
Once done editing, 
click Save to save 
your changes and 
close edit mode. 

E

You can then go on to resubmit the 
per diem sheet for approval. 

1



Go to the Time & Expenses 
workspace and open the Per 
Diem section of the 
workspace.

A

In the List of Per Diem 
Sheets filter list, click + New 
Per Diem Sheet to open the 
Create Per Diem window.

B
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

To create a per diem sheet in the 
Workspace Client:

2

3

4

Follow the steps on the next slide to 
continue creating a per diem sheet.

1



Enter a description of the per 
diem.

C
If all lines on the Per Diem 
sheet are for the same job, 
use the job name and 
number search fields to 
locate that job. Otherwise, 
you may leave these fields 
blank. 

D
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

1

2

3

4

Follow the steps on the next slide to 
enter trip entries for your per diem.

Click Create.

E

The application closes 
the window and displays 
information you entered 
on the Per Diem tab.



Enter the country where the 
trip took place. Enter the time your trip started.

I

Per Diem IA workspace 
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

1

2

3

4

Now, enter individual trip entries in the 
lines under the Registrations sub-tab.

Enter your trip start date.

H

Click on a blank line in the 
sub-tab to start a trip entry.

F

G

Follow the steps on the next slide to 
continue filling out your trip entry.



Enter the time the trip 
ended.

Per Diem IA workspace 
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Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

1

2

3

4
In the Breakfast, Lunch, and Dinner fields, specify 
the number of meals to be deducted from the total 
allowance. 

L
Enter your trip end date.

J K

Follow the steps on the next slide to 
continue filling out your trip entry.



In the Nights field, specify the 
number of nights to be 
deducted from the total 
allowance.

M
Per Diem IA workspace 
in iAccess and WSC

Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

1

2

3

4

Repeat steps on slides 12 
– 14 for each job-country 
combination for your per 
diem sheet. 

To save the trip entry line, click 
Save or press ENTER.

N

Once done, click Submit to 
submit your per diem sheet for 
approval.

O



Per Diem IA workspace 
in iAccess and WSC

Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

1

2

Click Reopen.

B

The per diem sheet opens for 
editing. Edit as needed.

Once done, click Submit to resubmit your 
per diem sheet for approval.

C

In the Time & Expenses 
workspace » Per Diem 
section, use the filter to 
search for the per diem sheet 
you want to reopen.

A

To reopen a per diem sheet in the 
Workspace Client:

3

4



Per Diem IA workspace 
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Step 2: Reopen a per diem sheet 
in iAccess.

Step 1: Create a per diem sheet 
in iAccess.

1

Step 4: Reopen a per diem sheet 
in the Workspace Client.

Step 3: Create a per diem sheet 
in the Workspace Client.

This concludes the 
Per Diem IA workspace in iAccess and 

WSC
Quick Steps Procedure.
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