8/3/2017

Adding Hotel Expenses to your Expense Report — Part 1

Receipt Sample:

Date Description Additional Information Charges Credits

02-27-17 Room Charge T 189.00 T

02-27-17 Taxes Room Tax 10.87

02-27-17 Taxes State Sales Tax 12.95

02-28-17 Room Charge 189.00

02-28-17 Taxes Room Tax 10.87

02-28-17 Taxes State Sales Tax 12.95

03-01-17 Room Charge 189.00

03-01-17 Taxes Room Tax 10.87

03-01.17 Taxes State Sales Tax 12.85

03-02-17 Room Charge 189.00

03-02-17 Taxes Room Tax 10.87

03-02-17 Taxes State Sales Tax 1295

03-03-17 Visa Payment 851.28
Total 851.28 851.28
Balance 0.00

Concur Expense Summary:

New Expenss
Expérse Type Transaction Date Viendor City of Purc hase
I Holed £ I DA T : Be=t] Weslen |memalional L Paittand, Orégon
Payment Type Amnount Comment
Empioyee Paid - lEsl 26 x ||USD |w

Transaction Date — Enter the check-out date.
Vendor — The hotel brand (optional field)
City of Purchase — The city/state where the hotel is located.

Payment Type - If the University paid for your hotel, select “Company
Paid.” If you paid out-of-pocket, select “Employee Paid.”

Amount — Enter the total on the hotel receipt.

L 2

[ ltemize ] [ Allocate ] [ Attach Receipt ][ Cancel ]

Then click “ltemize”




8/3/2017

Itemize Nightly Lodging Expenses

Receipt Sample:

Now enter the itemized hotel charges.

Expense || Mightly Lodging Expenses

Check-in Date i Check-out Date i Number of Mights
Date Description Additional Information Charges Credits I 02/27/2017 l 03032017 I 4
02-27-17 Room Charge 189.00 Racurring CHEI'QB'E [GﬂCh night]
02-27-17 Taxes Room Tax 10.87 Room Rale Room Tax
02-27-17 Taxes State Sales Tax 12.95 I 189.00 10.87
02-28-17 Room Charge 189.00
02-28-17 Taxes Room Tax 10.87 Other Room Tax 1 Other Room Tax 2
02-28-17 Taxes State Sales Tax 12.95 1295
03-01-17 Room Charge 189.00
03-01-17 Taxes Room Tax 10.87 —
03-01-17 Taxes Stat les Tax 12.95 .
030217  Room Cmfgia o . Bj 00 Check-In Date — Enter the first date of hotel stay. The system will
030217 Taxes Room Tax 1087 automatically calculate the Number of Nights.
03-02-17 Taxes State Sales Tax 12.95
03-03-17  Visa Payment 851.28 Room Rate — Enter the base rate per night.
Room Tax — Enter all taxes separate from the base rate.
Total 851.28 851.28
Click “Save ltemizations”
Balance 0.00

Save ltemizations Cancel




When all itemized hotel charges are entered, the Expense Summary 2
should match your receipt

Receipt Sample: Concur Expense Summary:
— . : Expenses Viewr &
Date Description Additional Information Charges Credits
02:27-17  Room Charge - 189.00 i o ‘_'_:_’_a_‘_‘?_'_ ______________ ExpenseType 1. Amount| Requested
02-27-17  Taxes Room Tax 10.87 Adding New Expense i
02-27-17 Taxes State Sales Tax 12.95 i |
02-28-17 Room Charge 189.00 l | Vv 03/03/2017 Hotel $85128 $851 25
02-28-17 Taxes Room Tax 10.87 Best Western International, Portlar
02-28-17 Taxes State Sales Tax L . T |
03-01-17 Room Charge 189.00 [] Q27272017 Hotel $189.00 $189.00
030117  Taxes Room Tax 10.87 A e e e R A e i A A e )
030117  Taxes State Sales Tax 1285 L | Qzzmizofy - HowelTex e 2L
03-0217  Room Charge 189.00 ] 02/28/2017 Hotel $139.00 $139.00
030217  Tuxes Room Tax oer O 02/28/2017 Hotel Tax $23 82 $23 82
|;3_02 1}' Tﬂles St&‘e Sa|es Ta‘ 12 95 g o T T e T o Oy Oy S O P AT R TR SRS PSP "
030317  Visa Payment 851.28 [ Q302017 Hotel JEEL LD
[_| 03/01/2017 Hotel Tax $23.82 $23.82
Total 851.28 851.28 _l | sl e $189'D_D _____________ $189_DI}_
[] 03/02/2017 Hotel Tax $23.82 $23.82
Balance 0.00




Expenses — Part 2

Different Rates and Additional Charges

Receipt Sample:

Group Mame Folio No
Date Description . ___ Charges  Credits
03-1817 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECKS 1769 28.93
031517 WValel Parking 7958 30.00
03-1517F Accammadation 354 .00
03-18-17 Occupancy Tax 12% 4248
03-18-17 Touriam Fee 200
3-16-17 - 3SIXTY Markel Braaktast Food Roam# 6111 : CHECK# 5291 an
03-16-17 Valet Parking Ta58 30,00
03-16-17 Package Room 185.00
03-16-17 Occupancy Tax 12% 2340
03-18-17 Tourism Fee 2,00
1717 - 35IXTY Market Breakfast Food Room# 6111 : CHECK# 5520 26.58
031717 Valat Parking 7958 30.00
03-17-17 Package Room 195.00
031717 Occupancy Tax 12% 23.40
03-17-17 Tourism Fee 2.00
1817 - 35IXTY Bistro Dinner Food Room# 6111 ; CHECKS 1417 28.83
03-18-17 Valet Parking Ta58 30.00
03-18-17 Package Room 185.00
03-18-17 Oceupancy Tax 12% 23.40
03-18-17 Tourtsm Fee 2.00
03-18-17 - ASIXTY Markel Breakfast Food Room# 6111 ; CHECH# 5RAT 27.66
03-19-17 Visa 1.314.18
Total 1,414.18 1.314.18
Guosl Signatune Balance 0.00

Concur Expense Summary:

Expenge || Nightly Lodging Expendes
Expense Type Transaction Date Vendor
Falel w l DAMWINT = Hyatt Hatels w
Payment Type Amount Comment
Irmpk:ryee Paid w l 1.314.18 ¥ [(USD |

Transaction Date — Enter the check-out date.
Vendor — The hotel brand (optional field)

C#ty of Purchase
Sacramento, Califomia

City of Purchase — The city/state where the hotel is located.

Payment Type - If the University paid for your hotel, select “Company

Paid.” If you paid out-of-pocket, select “Employee Paid.”
Amount — Enter the total on the hotel receipt.
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Then click “ltemize”

8/3/2017

[ ltemize ] [ Allocate ] [ Attach Receipt ][ Cancel ]




8/3/2017

Itemize Nightly Lodging Expenses

Receipt Sample:

‘ Expense H Nightly Lodging Expenses

Check-in Date o Check-out Date i Number of Nights
I 03/15/2017 I 03/19/2017 I 4
Group Name Falio No. + —
“Date Description i T Charges ___ Credits_ Recurring Charges (each night)
03-15-17 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1789 28.93 Room Rate RoomTax
03-15-17 Valet Parking 7958 30.00 l 195.00 | 23.40 |
03-15-17 Accommodation 354.00 —_—
03-15-17 Occupancy Tax 12% 4248
03-15-17 Tourism Fee 2.00 Other Room Tax 1 Other Room Tax 2
TUFT6-17 . - 3SIXTY Market Breakfast Food Room# 6111 : CHECK# 5291 —7z40 2.00 | |
03-16-17 Valet Parking 7958 30.00 .
03-16-17 Package Room 195.00
03-16-17 Occupancy Tax 12% 2340 ["] Combine room rate and taxes into a single entry
03-16-17 Tourism Fee 2.00 . )
031717 - 3SIXTY Market Breakfast Food Roomi 6111 : CHECK# 5529 26.58 Additional Charges (each night)
03-17-17 Valet Parking 7958 30.00 Expe
03-17-17 Package Room 195.00 S — oLl
03-17-17 Occupancy Tax 12% 2340 Choose an expense type v | |
03-17-17 Tourism Fee 200 — :
031817 = - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1417 =280 - - Amount
03-18-17 Valet Parking 7958 30.00 PENSE IYPE ATnoun .
03-18-17 Package Room 185.00 Choose an expense type v | |
03-18-17 Occupancy Tax 12% 23.40 | J
03-18-17 Tourism Fee 2,00
03-19-17 - 3SIXTY Market Breakfast Food Roomi# 6111 : CHECK# 5RR7 27 66 .
03-19-17 Visa 1,314.18 Check-In Date — Enter the first date of hotel stay. The system will
automatically calculate the Number of Nights.
- - Tots! 141440 bl Room Rate — Enter the common base rate per night. In this example, the
Guest Signature Balance 0.00 common base rate for three nights is $195.00.

Room Tax — Enter all common taxes separate from the base rate. In this
example, the taxes charged with the common base rate are $23.40 and
$2.00 per night.



8/3/2017

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

Receipt Sample:

Additional Charges (each night)

Group Name Falio No.
el = — Expense Type Amount

Date Description i e ) Charges  Credits T

) T Choose an expense type v | |
03-15-17 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1789 28.83 - - -
03-15-17 Valet Parking 7958 30.00
03-15-17 Accommodation 354.00 Expense Type Amount _
03-15-17 Occupancy Tax 12% 4248
03-15-17 Tourism Fes 2.00 _Cnoos.e an expense type e | |
03-16-17 - 3SIXTY Market Breakfast Food Room# 6111 | CHECK# 5291 = 7240
03-16-17 Valet Parking 7958 30.00
03-16-17 Package Room 195.00 . B
03-16-17 Occupancy Tax 12% 23.40 Select the appropriate Expense Type. In this example, there are valet
03-16-17 Tourism Fee 2.00 . .
03-17-17 - 3SIXTY Market Breakfast Food Roomif 6111 : CHECK# 5529 26.58 parking charges of $30.00 per night.
03-17-17 Valet Parking 7958 30.00 . . .
03-17-17 Package Room 195.00 Remember that the system will add the Additional Charges for each night.
03-17-17 Occupancy Tax 12% 2340
03-17-17 Tourism Fee 200

031817 = - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1417 ST 1 T
03-18-17 Valet Parking 7958 30.00
03-18-17 Package Room 195.00 . .
03-18-17 Occupancy Tax 12% 23.40 Additional Charges (each night)
03-18-17 Tourism Fee 2.00
03-19-17 - 3SIXTY Market Breakfast Food Room# 6111 : CHECK# 5RR7 27.66 Expense Type . Amount .
03-19-17 Visa 1,314.18 ‘ Parking ‘ ~ ‘ ‘ 30.00| ® ‘
Total 1,314.18 1,314.18 Expense Type _ Amount _

Guest Signature Balance 0.00 ‘ Choose an expense type ‘ hd ‘ ‘ ‘




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

Receipt Sample:

D— o Additional Charges (each night)

“Date Description et - ] Charges ___ Credits_ Expense Type : Amount :
03-15-17 - 3SIXTY Bistro Dinner Food Room# 6111 : GHECK# 1789 2893 | Parking | v ‘ ‘ 30.00 ‘
03-15-17 Valet Parking 7958 30.00
03-15-17 Accommodation 354.00
03-15-17 Occupancy Tax 12% 42.48 Expense Type : Amount :
03-15-17 Tourism Fee 2.00 # Breakfast | w 250 e
03-16-17 - 3SIXTY Market Breakfast Food Room# 6111 | CHECK# 5291 - 7240 | ‘ ‘ [ﬂ ‘
03-16-17 Valet Parking 7958 30.00
03-16-17 Package Room 195.00
03-16-17 Occupancy Tax 12% 2340
03-16-17 Tourism Fee 2.00
03-17-17 - 3SIXTY Market Breakfast Food Room# 6111 : CHECK# 5529 26.58 . .
gg:; :; gg‘c':azaa'gggm 7958 132 gg There are also meal expenses for all four nights. In this example, | am
03-17-17 Occupancy Tax 12% 2340 entering a common meal and an average cost, and I'll edit the charges
03-17-17 Tourism Fee 200 | t

031817 ~ - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1417 ST 1 T ater.
03-18-17 Valet Parking 7958 30.00 . . .
03-18-17 Package Room 195.00 Remember that the system will add all Additional Charges for each night.
03-18-17 Occupancy Tax 12% 23.40
-18-17 Tourism F 2.00 . . . .
313;43-17 Z3SIXTY Market Breekiast Food Room# 6111 : CHECK# 5RR7 27.66 Now that I've added all additional itemized charges on my hotel receipt, I'm
03-18-17 e 3118 ready to Save Itemizations.
Total 1,314.18 1,314.18

Guest Signature Balance 0.00 Save ltemizations Cancel




8/3/2017

Modify Your Entries

Expenses = Viewr &

] Date Expense Type Amount Requested
] s 03152017  Hotel e e ' §$1314.18 §1.113.60
. . . . . . Hyatt Hotels, to,
Now I'm ready to modify my entries. Taking one line item at a time, I'll 0 e

compare my entries to the line items on my receipt, and correct any [The itemization amounts do not add up o the expense amount
amounts that are different.

O 03152017 Hotel Tax §25.40 §25.40
e . 0 03H52017  Hotel 519500 5195.00
“Date Description —— ' " _' " o _____' — "'_' :_‘_gl,;m!;__'" :Cj.;dlts__ O 03152017 Parking $30.00 $30.00
O 15/2017 4—)
03-15-17 - 3SIXTY Bistro Dinner Food —mnm 8111 : CHECKS# 1789 28.83 — = . S il i
03-15-17 Valat Parking 7958 30.00 _ 0311612017  Hotel Tax 525.40 $25.40
03-15-17 Accommodaion 364.00 ' 03162017 Hotel $195.00 §195.00
031517 Occupancy Tax 12% 42 48 —
03-15-17 Tourism Fee 2,00 0 03H6/2017  Parking 530,00 $30.00
TE-16-17 - ASIXTY Markel Breaklfast Food Room# 6111 : CHECK# 5291 a0 r 0316/2017 Breakfast $28.00 $26.00
03-16-17 Valet Parking 7958 30,00 = : :
03-1617 Package Room 185.00 O 03INT2017 Hotel Tax §25.40 §25.40
03-16-17 Occupancy Tax 12% 2340 =
a3 1847 Tourism Foe 5 O 031772017 Hotel $195.00 5$195.00
031717 - 3SIXTY Market Breakfast Food Room# 6111 : CHECK# 5529 26.58 __ O3T201T Parking £30.00 $30.00
031717 Valat Park TO58 30.00 —
03-17-17 chm;::éggm 195.00 [ Q372017 Breakfast $28.00 $28.00
031717 Occupancy Tax 12% 2340 0 031182017  Hotel Tax §25.40 525.40
031717 Tourism Fee ,_._._QR.__.ZU =
=oTear - 3SIXTY Bistro Dinner Food Room# 6111 : CHECKS 1417 2893 Ll 031872017 Hotel $195.00 $195.00
03-18-1T7 Valet Parking T958 30.00 | :
gL i1 dheiin O 031812017 Parking £30.00 $30.00
03-18-17 Occupancy Tax 12% 23.40 0 031872017  Breakfast §28.00 $28.00
03-18-17 Tourism Fee 2.00
03-18-17 - 3SIXTY Markel Breakfast Food Room# 6111 | CHECK# SRRT 27.66 . . .
03-18-17 Visa 1314.18 By selecting the line item on the Concur Expense Summary, | can change
the Expense Type to “Dinner,” and change the amount to $28.93.
Total 1,314.18 1,314.18
ma— — S— P
3 Signature
- Salance = Total Amount: $1.314 18 | emized: §'
. . . . . . Expansa Typs Trangacton Dt City of Purchasa FPaymsnt Typa Arount
The first line item on my receipt is not a breakfast, but a Bistro Dinner for = x[v]  [ousaon ul v| [z
$28.93. e P
|| Dinner -
Lunch



8/3/2017

Modity Your Entries

Group Mama Folig Mg
“Dats Description _— — Charges_ _Credits_
031517 - 3SIXTY Bistrs Dinner Food Roomis 6111 : CHECKS 1780 2883
031517 Vsl Parking 7958 30.00
03-15-17 Arcommaodation — 500
031517 Oecupancy Tax 12% 4248
03-15-17 Tourism Feo 2
STEIRTT - 3SINTY Markel Breakfast Food Room#t 6111 | CHECKS 5201 —=a
031617 Walol Pariang Tase 30.00
01617 Package Aoom 185.00
03-16-17 Oecupancy Tax 12% 2340
03-16-17 Touwrssm Fes 200
031717 - ISIKTY Market Breakfasi Food Room# 6111 : CHECHS 5529 20.58
03177 Walat Pariing 1458 30,00
031717 Packags Rioom 12; ﬂg
031717 Occupancy Tax 12% 4 H H H H H H
Q34747 Touram Fee 200 The next line item that is different on my receipt is the base rate and taxes
=0Ear IBIXTY Bisiro Dinner Food Room# 5111 : CHECKS 1417 FEEE]
031817 Valel Parking TG54 30.00 on 31'[1 5;’1 ?_
03-18-1T Package Room 195 00
03-181T Occuparicy Tax 12% 7 ;g . . . .
03-18-17 Tourism Foe 2
EEARAT TN ki P S - por- Again, by selecting the line item on the Concur Expense Summary, | can
031817 Visa 1.314.18

change the base rate to $354.00. The same has to be done with the taxes
Total 1,314.18 1,314.18 on 3/15/17.

Guonl Signature Balance 000

| Itemization
Expenses [ Move + | View * '
: [ Date & Expense Type Amount Requested
= 31:530” n::l:trHulels. Sacramento, Californ e e ity Sy e
: l Hotel | v l 031152017
| The lemization amounts do not add up to the expense amount
Amount . [[] Personal Expense (do
03152017 Hotel Tax 52540 52540 IM—X S0 |~
031572017 Hotel — $195.00 $195.00
] 031572017 Parking £30.00 $30.00
031572017 Dinner $28.93 §2893
01672017 Hotel Tax §25.40 £25.40
[] 0371672017 Hotel $195.00 $195.00
| 0371672017 Parking §30.00 $30.00
03162017 Breakfast §2240 52240
L] 031772017 Holel Tax §25.40 §25.40
031772047 Holel $195.00 $195.00
QWITR201T Parking £30.00 $30.00



Modify Your Entries

Receipt Sample:

Group Name Folio No.
Date Description — e ——— = __ Charges  Credits
031517 - 35IXTY Bistro Dinner Food Room# 6111 : CHECKE 1789 28.83
031517 Valgl Parking 7058 30.00
03-1517 Accommadation 354.00
03-15-17 Occupancy Tax 12% 42 48
03-15-17 Touram Fea 200
T - ASIKTY Markel Broaktast Food Room# 6111 ; CHECHE 5281 40
03-18-17 Valel Pasking 758 30.00
03-16-17 Package Room 185,00
031817 Occupancy Tan 12% 340
03-16-17 Tourism Fae 2.00
03-17-17 ASIXTY Market Ereakiasi Food Roomd §111 : CHECKF 5529 26.58
031717 Valat Parking T958 30.00
031717 Package Room 165.00
031717 Occupancy Tax 12% 2340
03-17-17 Tourism Fee 2 00
b 1 S - ASIXTY Bistro Dinner Food Roomfl 6111 | CHECKS 1417 1]
031817 Vilat Parking 1958 30.00
03-18-17 Package Room 195.00
031817 Oceupancy Tax 12% 23.40
03-18-17 Tourtsm Foo 2000
ik = ASIXTY Markel Breaklast Food Room# 6111 : CHECK# RRRT - 27.66
03-19-17 Visa 1,314, 18
Total 1,314.18 1,314.18
Guest Signature Balance .00

All itemized charges on the hotel receipt have been added, but notice that
the hotel charges are still out of balance. Notice that there is a breakfast on

the receipt on 3/19 that has not been added to the Expense Report.

8/3/2017

Expenses == View r  «

| Date » - Expense Type | Amount | Requested |
[#] v 03152017 Hotel $1,314.18 $1,286.52
0 Hyatt Hotels, Sacramento, Californ

| The itemization amounts do not add up te the expense amount. |

Select the Hotel expense on the Concur Expense Summary page.

\ 4

[ Add ltermization ] [ Attach Receipt ] [ Cancel ]

Click Add ltemization on the right side.

[ New lemization

Expense Type

| - ~

03. Meals
Breakfast
Dinner
Lunch

Select the appropriate Expense Type. In this example, I'll select
“Breakfast.”

New Hemization

Total Arsount: $1.314.16 | Remizad:
Expersa Type Transaction Date Coty of Purchase Panprrani Type o
= v|  [oansamr ] ] [z

[ Parsoral Expeansa jdo not remburss) Comment

Complete the required fields and Save your entry. 10



8/3/2017

Hotel Expense Completed

Expenses View = &
] Date » | Expense Type Amount ' Requested
Adding New Expense
. lio No.
Sty e i []v 03152017  Hotel $1,314.18 $1,314.18
Date  Description e e Charges Credits ' Hyalt Hotels, Sacramento, Californ
03-15-17 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1789 28.83 l
03-15-17 Valet Parking 7058 30.00 0J B2/ Hotel $354.00 $354.00
03-15-17 Accammodation 354.00 O 03152017 Hotel Tax 544 48 T4 43
03-15-17 Occupancy Tax 12% 4248 -
03-15-17 Tourism Fee 2.00 O 03152017 Parking $30.00 $30.00
03-16-17 - 3SIXTY Market Breakfast Food Room# 6111 | CHECK# 5291 7240 [_] 031152017 Dinner £28.93 £28.93
03-16-17 Valet Parking 7958 30.00 " -
03-16-17 Package Room 195.00 ] 031672017 Hotel $195.00 $195.00
03-16-17 Occupancy Tax 12% 2340
03-16-17 Tourisr Fee 2.00 O 031622017 Hotel Tax $25.40 §25.40
03-17-17 - 3SIXTY Market Breakfast Food Roomit 6111 | CHECK# 5520 26.58 O D316/2017 Parking $30.00 30,00
03-17-17 Valet Parking 7958 30.00
03-17-17 Package Room 195.00 L] 03162017 Breakfast $22.40 §2240
03-17-17 Occupancy Tax 12% 2340
091717 Toldem Eop 200 |:| 031772017 Haotel $195.00 $195.00
031817 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1417 2893 ] Q372017 Hotel Tax £25.40 §25.40
03-18-17 Valet Parking 7958 30.00 .
03-18-17 Package Room 195.00 O o3nrr2o17 Parking $30.00 530.00
03-18-17 Occupancy Tax 12% 23.40 [_] 03172017 Breakfast $26.58 §26.58
03-18-17 Tourism Fee 2.00
03-19-17 - 38IXTY Market Breakfast Food Room# 6111 : CHECK# 5RR7 2766 ] anazom? Hotel §195.00 $195.00
03-19-17 Visa LRI N 03182017  Hotel Tax $25.40 $25.40
N 031182017 Parking £30.00 $30.00
7 Total 131418 131413 O 0311872017  Dinner 528 93 $28 93
Guest Signature Balance 0.00 ] 03Mar2017 Breakfast 327 66 32766

All hotel expenses are now entered, and itemized charges balance to the
total.
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