Adding Hotel Expenses to your Expense Report — Part 1

Receipt Sample: Concur Expense Summary:

" DATE | REFERENCE [ CHARGES | CREDIS | BAIANCEDUE | | NewExpense

06/04 TELECOMM FREEHSIA 00 |

06 /04 RN CHARG 843, | 168.00 Expense Type Transaction Date = Vendor

gg;gg gﬁch gg, % zz,%g [ Hote v|  [osnero1s B [ empassy sutes v
06/04 TOUR FEE 843: 1 2:37 ftyo:f*\:::::ialifomia izytri:tPZiZt v i\?g‘ur;tzi UsD |wv
06/05 TELECOMM FREEHSIA 00 —— | | .

06/05 RM CHARG ~ 843, 1 158,00 (] Travel Aliowance Comments TofFrom

06/05 0CC TAX 843, ] 22.12 APPENERSIPROC G580

06/05 CA TOUR 843, 1 .38

06/05 TOUR FEE 843, | 2.37

06/06 CCARD- Y3 365,74 Vendor- The hotel brand

VSXXXXXXXXXXXX0475
City of Purchase- The city/state where the hotel is located

Payment Type- If the University paid for your hotel and was
not charged to a corporate travel/ghost card, select
"University Paid." If you paid out-of- pocket, select "Out of
Pocket."

Amount- Enter the total on the hotel receipt.

.00

Then click "ltemize." l
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| ltemize ’ | Allocate ] | Attach Receipt H Cancel ]




Itemize Nightly Lodging Expenses

Receipt Sample: Now enter the itemized hotel charges.

| DATE | REFERENCE [ CHARGES | CREDTS [ BALANCEDUE | B R

06/04 TELECOMM FREEHSIA 00 ) »
06/04 RM CHARG 843’ 1 158'00 Check-in Date Check-out Date _ Number of Nights
06/04 0CC TAX 843, 1 22.12 | osioar01 & |osweros =[N B

gg;gg %UEO%E ggg' % 2'%? Recurring Charges (each night)

06/05 TELECONH FREEHSIA 00 e e

06/05 RM CHARG 843, 1 158,00

05/05 OCC TAX 843, 1 22-12 Other Room Tax 1 Other Room Tax 2
06/05 CA TOUR 843, 1 .38 038 237
06/05 TOUR FEE 843, 1 2.37
06/06 CCARD-VS 365,74
VSXXXXXXXXXXXX0475 Check-In Date - Enter the first date of hotel stay. The system will
00 automatically calculate the Number of Nights.

Room Rate - Enter the bast rate per night.
Room Tax - Enter all taxes separate form the

base rate. Click "Save Itemizations"

!

=

SACRAMENTO STATE
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When all itemized hotel charges are entered, the Expense

Receipt Sample:

Summary should match your receipt

Concur Expense Summary:

DATE REFERENCE CHARGES CREDITS BALANCE DUE Fxpenses
06/04 TELECOMM FREEHSIA 00 dter | ExpenseTyoe
06/04 RM CHARG 843, 1 168.00 s |
O0f/04 OCC TAX 843, 1 22,12 e S
06/04 CA TOLR 843, | 38 (v 06062018 Hotel
06 /04 TOUR FEE 843, 1 2.47 Embassy Suites, Los Angeles, Cal
06/05 TELECOMM FREEHSIA il T oo04Nt3  Ho
06/05 R CHARG 643, 1 158,00 0 o604t HotelTax
06/05 0CC TAX 843, 1 22,12 0 w00 Ho
06/05 CA TOUR 43, ] 38 7 0GOS ol Tax
06/05 TOUR FEE 843, | 0.4
06/06 CCARD-VS 365,74

VSXXKXXKXXXXXXO4TS

.00

Redefine the Possible
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Amount

SHETE

$158.00
92487
$158.00
92487

Viewr «

Requested

ST

$158.00
2487
$158.00
52487



Adding Hotel Expenses — Part 2

Different Rates and Additional Charges

Receipt Sample: Concur Expense Summary:

[LDATE ] REFERENCE | CHARGES | CREDITS |  BALANCEDUE | New Eponse

06/04 TELECOMM FREEHSIA .00

06/04 PARKING #1295781 .00 Expense Type Transaction Date ) Vendor

06/04 RM CHARG 951, 1 158.00 IHoteI v l06/06/2018 =3 IEmbassy Suites v

06/04 OCC TAX 951, 1 22.12 A

06/04 CA TOUR 951’ 1 '38 City of Purchase — Payment Type Amount

ggigg ;2%215‘%[ 0698%"1; 3%%(7) lLos Angeles, California lOut of Pocket v l442.74 USDV v

-h ' [ Travel Allowance Comments To/From Request

06/05 PARKTAX 06.04,17 3.50 e SA———

06;05 PARKING #1295781 .00 ; Jectznia Sham -k |

06/05 TELECOMM FREEHSIA .00

06/05 PARKING 6.5.17 35.00

06/05 PARKTAX 6.5.17 3.50

06/05 R¥ CHARG 951, 1 158.00

06/05 0CC TAX 951, 1 22.12 Vendor- The hotel brand

82;8? %U;‘Jggﬁ gg%: % z.gg City of Purchase- The city/state where the hotel is located

06/06 CCARD-VS 442.74 Payment Type- If the University paid for your hotel and was not charged to a
VSXXXXXKXXXXXXO4TS corporate travel/ghost card, select "University Paid." If you paid out-of- pocket,

.00 select "Out of Pocket."
Amount- Enter the total on the hotel receipt.

Then click "ltemize." l

" ltemize | ‘ Allocate ’ ‘ Attach Receipt | ‘ Cancel ’

SACRAMENTO STATE
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ltemize Nightly Lodging Expenses

Receipt Sample: Concur Expense Summary:
[ DATE | REFERENCE [ cHARGES | creDits | BALANCE DUE | | Expense || Nightly Lodging Expenses
06/08 TELECOMN FRELISTR .00 s S
82;83 ggcwﬁe gg%’ % lgg?g 10&04/2010 = |06/0c~/20‘lo |2
' Recurring Charges (each night)

00704 TOURFEE o1’ 1 2137 o et o T
i -
06/05 PARKING #1295781 :oo Other Room Tax 1 Other Room Tax 2
06/05 TELECOMM FREEHSIA .00 034 23
06/05 PARKING 6.5.17 35.00 ‘ _
05/05 pARKTAX 6.5_ 17 3.50 Room rate and taxes will be shown as separate expenses
06/05 RM CHARG 951, 1 158.00 | Additional Charges (each night)
s wh s
06/05 TOUR FEE 951, 1 2.37 e
06/06 CCARD"VS 442-74 | Expense Type Amount

VSXXXXXXXXXXXX0475 || choose an expense type v

.00 Check-In Date - Enter the first date of hotel stay. The system will automatically

calculate the Number of Nights.
Room Rate - Enter the base rate per night. In this example, the base rate for two
nights is $158.00.

Room Tax - Enter all taxes separate from the base rate. In this example, the taxes
charged with the base rate are $22.12, $0.38, $2.37 per night.

SACRAMENTO STATE
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Adding Additional Charges (Ex: parking, room service,

internet, etc.)

Receipt Sample:

| _DATE | REFERENCE [ CHARGES | CreDITS | BALANCE DUE | Additional Charges (each night)
06/04 TELECOMM FREEHSIA .00 Expense Type Amount
06/04 PARKING #1295781 .00 Choose an expense type v

06/04 RM CHARG 951, 1 158,00

06/04 0CC TAX 951, 1 22.12 Expense Type Ll
06/04 CA TOUR 951, 1 .38 Choose an expense type | v
06/04 TOUR FEE 951, 1 2.37
gg;gg gﬁgﬁxg 82 '82 ' i; 32'%8 Select the appropriate Expense Type. In this example, there are
06/05 PARKING #1ég5531 "00 Parking charges of $35.00 per night & $3.50 parking tax.
06/05 TELECOMM FREEHSIA .00 _ .
06/05 PARKING 6.5.17 35.00 Remember that the system will add the Additional Charges for
06/05 PARKTAX 6.5.17 3.50 each night.
06/05 RM CHARG 951, 1] 158.00
gg;gg ggcTaﬁi{ ggi’ i 22'%% Additional Charges (each night)
06/05 TOUR FEE 951, 1 2.7 poense Type roun
06/06 CCARD-VS 442.74 b - =00

VSXXXXXXXXXXXX0475 e Tyoe ot

. 00 Parking/Tolls v 3.50

SACRAMENTO STATE
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Adding Additional Charges (Ex: parking, room service,

internet, etc.)

Group Name Folio No

Date Description P ~_ Charges  Credits

03-1517 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1789 28.93

03-15-17 Valet Parking 7958 30.00

03-15-17 Accommodation 354.00

03-15-17 Occupancy Tax 12% 4248

03-15-17 Tourism Fee 2.00

3-16-17 - 3SIXTY Market Breakfast Food Room# 6111 ; CHECK# 5291 —a0

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 Roomif 6111 : CHECK¥# 5529 26.58

03-17-17 Valet Parking 7958 30.00

03-17-17 Package Room 195.00

03-17-17 Occupancy Tax 12% 2340

03-17-17 Tourism Fee 2.00

03-18-17 - 38IXTY Bistro Dinner Food Room# 6111 : CHECK# 1417 2893

03-18-17 Valet Parking 7958 30.00

03-18-17 Package Raom 195.00

03-18-17 Occupancy Tax 12% 2340

03-18-17 Tourism Fee 2.00

03-19-17 - 3SIXTY Market Breakfast Food Roomff 6111 : CHECK# 5RR7 21.66

03-1917 Visa 1,314.18
Total 131418 1,314.18

Guest Signature Balance 0.00

§ SACRAMENTO STATE

Redefine the Possible

Additional Charges (each night)

Expense Type Amount
Parking ‘ v 30.00
Expense Type Amount
‘ Breakfast ‘ v 28.00| X

There are also meal expenses for all four nights. In this example, | am
entering a common meal and an average cost, and I'll edit the charges
later.

Remember that the system will add all Additional Charges for each night.

Now that I've added all additional itemized charges on my hotel receipt, I'm
ready to Save Itemizations.

Save Itemizations Cancel



Modify Your Entries

Expenses View: &

Date a Expense Type Amount Requested
v| v 031572017 Hotel $1.314.18 $1,113.60
3 . . . = . Hyatt Hotels, S: , Calif
Now I'm ready to modify my entries. Taking one line item at a time, I'll @ e

compare my entries to the line items on my receipt, and correct any [ The temization amounts do not 2dd up to the expense amount
amounts that are different.

031512017 Hotel Tax $26.40 $25.40
o — 03152017 Hotel $195.00 $195.00
“Date _ Description » ___Charges " Credits_ 031572017 Parking $30.00 $30.00
/15/2017 kfast _
03-16-17 - 3SIXTY Bistro Dinner Food —Lxﬂnﬂ 6111 : CHECK# 1789 2893 — Sl Dreakias $R 00 s
03-15-17 Valet Parking 7958 30.00 031612017 Hotel Tax $25.40 $25.40
03-15-17 Accommodation 354.00 5
gt N s 0311612017 Hotel $195.00 $195.00
03-15-17 Tourism Fee 2.00 03/16/2017 Parking $30.00 $30.00
03-16-17 - 3SIXTY Market Breakfast Food Room# 6111 : CHECK# 5291 = 22.40
g1 Vlot Patdng harh S _ 0311612017  Breakfast $28.00 $28.00
03-16-17 Package Room 195.00 03172017 Hotel Tax $25.40 $25.40
03-16-17 Occupancy Tax 12% 2340
o ppiacbe 200 031712017 Hotel $195.00 $195.00
03-17-17 - 3SIXTY Market Breakfast Food Room# 6111 : CHECK# 5529 26.58 03/17/2017 Parking $30.00 $30.00
03-17-17 Valet Parki 7958 30.00 =
opli 4 Pacicias Rou 195.00 031712017 Breakfast $28.00 $26.00
03-17-17 Occupancy Tax 12% 23.40 03/18/2017 Hotel Tax $25.40 $25.40
03-17-17 Tourism Fee 200
03-18-17 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1417 2893 03/18/2017 Hotel $195.00 $195.00
03-18-17 Valet Parking 7958 30.00 ,
03-18-17 Package Room 195.00 03/18/2017 Parking $30.00 $30.00
03-18-17 Occupancy Tax 12% 23.40 _ 0311812017  Breakfast $28.00 $28.00
03-18-17 Tourism Fee 200
03-19-17 - 3SIXTY Market Breakfast Food Room# 6111 : CHECK# 5RR7 27.66 . N
03-19-17 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
Remczabon
Guest Signature Balance 0.00 Total Amount: §1,314 18 | emized: §
. . . . . . Expense Type Cty of Purchase Payment Type
The first line item on my receipt is not a breakfast, but a Bistro Dinner for (== x|v @
$28.93. et A
| Dinner
Lunch

Redefine the Possible

§ SACRAMENTO STATE



Modify Your Entries

Date Description Charges Credits

ISIXTY Bistro Dener Food Rooms 6111 | CHECKS 1789 2893
it F A -

7958
IXTY :.’;.,...‘ Broakfast Food Room# 6111 | CHECK# 5291 ——
"] 7958 30.00
ge Room 195.00
ancy Tax 12 2340
200
XTY Market Breakfast Food Room# 6111 : CHECKS 5529 20 ;.8
Valet Parking 1958
Package Room
it Mg The next line item that is different on my receipt is the base rate and taxes
TY Bistro Dinner Food Room# 6111 : CHECKS 1417 on 3/1 5/1 7
t Parking 7958 ”
ge Room
cy Tox 12% . . . .
B kit ¥ SO - A 2 Again, by selecting the line item on the Concur Expense Summary, | can
03-19-1 Visi 131418 .
gl L change the base rate to $354.00. The same has to be done with the taxes
Total 1314.18 on 3/15/17.
Guost Sgnature Balance 0.00
Itemization
Exp (iov -
Date » Expense Type Amount Requested
v v 03152017 Hotel $1.314.18 $1.136.10
Hyatt Hotels, Sacramento, Californ Expense Type Transaction Date
Hotel v f 0352017
[ The itemization amounts do not add up to the expense amount
Amount [T] Personal Expense (do
03/152017  Hotel Tax $25.40 $25.40 l 354.00| x G
03/1572017 Hotel _ $195.00 $195.00
03/1572017 Parking $30.00 $30.00
03/15°2017 Dinner $28.93 $28.93
03/16/2017 Hotel Tax §25.40 $25.40
0371672017 Hotel $195.00 $195.00
0371672017 Parking $30.00 $30.00
03/1672017 Breakfast $22.40 $22.40
03/1772017 Hotel Tax $25.40 $25.40
031772017 Hotel $195.00 $195.00
03/1712017 Parking $30.00 $30.00

§ SACRAMENTO STATE
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Modify Your Entries

Receipt Sample: Expenses [Move + | View: «

i Date v Expense Type Amount Requested
Group Name Fobo No ¥ v 031572017 Hotel $1,314.18 $1,286.52
— . o Hyatt Hotels, Sacramento, Californ
Date Description = __Charges _Credits
03-1517 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1789 2883 I The itemization amounts do not add up to the expense amount ]
031517 Vaiot Parking 7958 30.00
03-1517 Accommodation 54.00
03-15-17 Occupancy Tax 12% 4248 Select the Hotel expense on the Concur Expense Summary page.
03-15-17 Tounsm Fee 2
TUEIEAT - 3SIXTY Market Broakfast Food Roomd 6111 : CHECKY 5291 =240 Click Add Itemization on the right side.
03-16-17 Valet Parking 7958 30.00
03-16-17 Package Room 195.00
03-1617 Occupancy Tax 12% 2340
03-16-17 Tourism Fee 200
031717 3SIXTY Market Breakfast Food Room#f 6111 : CHECK# 5529 26.58 )
031717 Valet Parking 7958 30,00 Save [ Add Itemization ] [ Attach Receipt ] [ Cancel J
031717 Package Room 195.00
03.17-17 Occupancy Tax 12% 2340
03-17-17 Tourism Fee 200
0187 3SIXTY Bistro Dinner Food Room# 6111 ; CHECKW 1417 2803 New Itemization
031817 Valet Parking 7958 30.00
03.18-17 Package Room 10500
03-18-17 Occupancy Tax 12% 2340
03-18-17 Tourlsm Fee 200 Expense Type
03 3SIXTY Market Breakfast Food Room#f 6111 ; CHECK# 5RR7 _ 27.66 | ==
03-19-17 Visa 131418
e 03. Meals
Total 131418 1314.18 | Breakfast
pena Dinner
Guest Signature Balance 0.00 Lunch
X : b i Select the appropriate Expense Type. In this example, I'll select
All itemized charges on the hotel receipt have been added, but notice that “Breakfast.”
the hotel charges are still out of balance. Notice that there is a breakfast on e
. Total Amount: $1.314 18 | memized:
the receipt on 3/19 that has not been added to the Expense Report. e — P — -
Broakfast v 03192017 2] - 2766

Parsonal Expensa (do not reemburse) Comment

Redefine the Possible

§ SAC RAME NTO STATE Complete the required fields and Save your entry.



Hotel Expense Completed

Group Name Folio No Expenses View v  «
Date DesEffption 7 o e ___ ‘‘‘‘‘ _ﬁ\grggg :A __C_redE; O Date v Expense Type Amount Requested
031547 - 3SIXTY Blstro Dinner Food Roomi 6111 : CHECK# 1789 2893 fidcg o & panse
03-15-17 Valet Parking 7958 30.00 [] v 0311512017 Hotel ) $1,314.18 $1,314.18
031547  Accommodation 354.00 Hyatt Hotels, Sacramento, Californ
821;1; ?gﬁ:’g;“gga" 12% 45'33 O] 03152017  Hotel $354.00 $354.00
-9~ 1 o
U617 - 3SIXTY Market Breakfast Food Room# 6111 ; CHECK# 5291 240 = BT How T S 40 34445
03-16-17 Valet Parking 7958 30.00 031512017 Parking $30.00 $30.00
03-16-17 Package Room 195.00 O 03/152017  Dinner $28.93 $28.93
03-16-17 Occupancy Tax 12% 2340 . 03/16/2017 Hotel $195.00 $195.00
CarD T;:T;TYFrjem t Breakfast Food Room# 6111 : CHECK# 5529 2222 = et oMK ot — e
1/ =~JIOIA | arket sreaklast Foo 00m: : s :
1 1
031717 Valet Parking 7958 30.00 - LD S St T
031717 Package Room 165.00 | 03/16/2017  Breakfast $22.40 $22.40
03-17-17 Occupancy Tax 12% 2340 O 03/17/2017  Hotel $195.00 $195.00
03-17-17 Tourlsm Fee 2.00 ] 03/17/2017 Hotel Tax $25.40 $25.40
0§~1§-17 - 3SIXTY Bistro Dinner Food Room# 6111 : CHECK# 1417 2893 03/17/2017 Parking $30.00 $30.00
83;2:; :,’:f;;;i’gggm 7958 132 88 0 03172017  Breakfast $26.58 $26.58
03-18-17 Occupancy Tax 12% 2340 » 03162017 Howl $195.00 $195.00
03-18-47 Torem Foa 2,00 O 03/18/2017  Hotel Tax $25.40 $25.40
03-19-17 - 3SIXTY Market Breakfast Food Roomf 6111 : CHECK# 5RR7 217.66 L] 03/18/2017 Parking $30.00 $30.00
03-19-17 Visa 1,314.18 ‘ 03/1872017 Dinner $28.93 $28.93
031192017  Breakfast $27.66 $27.66
Total 1314.18 1,314.18 All hotel expenses are now entered, and itemized charges balance to the
Gues Signature Balance 0.00 total. )

§\ SACRAMENTO STATE
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