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1 ITEMIZE HOTEL BILL 

 

1.  When adding the hotel bill to the expense report, you must itemize the nightly charges.  You will do 
this my selecting the Itemize button within the expense type. 

  

2.  Enter the Check-in Date.  The Check-out Date will default to the transaction date on the expense tab, 
which should also default from the bank transaction that imported into Concur.  The number of nights 
will automatically calculate. 

 

 

 

 

 



 
 

 

  

2 ITEMIZE HOTEL BILL 

3.  Enter the Room Rate and Room Tax amount for each night.  Note:  These amounts should be 
per night amounts.  If nightly amounts differ, choose one of the rates and you will be able to adjust the 
others later in the job aid.  

4.  If you need to add Hotel Parking or another recurring charge, you may select that from the Expense 
Type drop down.  Note:  These amounts should be per night amounts. 

 

 

 

 

 

 

 

5.  Once you have entered all recurring charges, select Save Itemizations. 

 

 

 

 

 

 



 
 

 

  

3 ITEMIZE HOTEL BILL 

6.  If you have not itemized all hotel charges, you will have the option to select an expense type to 
classify the remaining amount. You will be able to add as many expense types as necessary. 

 

 

7.  If you are claiming CONUS rate and inadvertently charged something to your hotel bill, such as a 
meal, you will need to be sure the expense is marked as Personal Expense. 

 

8.  Click Save. 

9.  The itemization should be displayed on the left of the screen with all other expenses claimed. 

 



 
 

 

  

4 ITEMIZE HOTEL BILL 

10.  If the nightly room rate differs from night to night, you can edit the rates from this screen. 

 

11.  To edit the rate, click in the specific line and the itemization will be available for edit on the right of 
the screen. 

 

 

 

 

 

 

12.  Once you have finished making changes, click Save. 


