
Adding Hotel Expenses to your Expense Report – Part 1

Receipt Sample: Concur Expense Summary:

8/3/2017
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Itemize Nightly Lodging Expenses

Receipt Sample:

8/3/2017
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When all itemized hotel charges are entered, the Expense Summary 
should match your receipt

Receipt Sample: Concur Expense Summary:

8/3/2017
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Adding Hotel Expenses – Part 2 
Different Rates and Additional Charges

Receipt Sample: Concur Expense Summary:
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Itemize Nightly Lodging Expenses

Receipt Sample:
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Adding Additional Charges (Ex: parking, room service, internet, etc.)

Receipt Sample:

8/3/2017
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Adding Additional Charges (Ex: parking, room service, internet, etc.)

Receipt Sample:

8/3/2017
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Modify Your Entries
8/3/2017
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Modify Your Entries
8/3/2017
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Modify Your Entries

Receipt Sample:

8/3/2017
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Hotel Expense Completed
8/3/2017
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