SAP Concur

ITEMIZE HOTEL BILL




When keying a hotel reimbursement, a red alert will be visible until the expense is itemized. Either

select the “View” hyperlink next to the alert or click in the expense line in order to open the expense for

more details.

@ liemizations wre required far this ::-|I|

alertaT| Recelpt?l  Paymant Typa Tl Expanes Type 7] andor Detalle T
(P ) Halred FLORIDAYS RESORT ORLAMN
0 VB *ALVISA
| &= 1 T Irlarcn, Flords
Alarts

)

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.

Datals

& Attendees (1)

Expense Type *

Hotel $1,01250 @

A1 Corporate Card

ltemizations

| Huaotal

eck-n Dale *

Ch

Check-out Dale *

| parovzoze

| oaosizozz

Tiil
.

Transaction Dale
02/20/2020

Business Purpose

| FLORID&YS RESORT ORLAN

City of Purchase =

Payment Type

| 8 - |-3ra'1d0. Florida

[ | aLnsa

Amourl
1.012.50

Request *

Curency

US, Dollar

02/12/2022, 51,000.00 - Charlotte...

Comment

dar Mame

FLORIDAYS RESORT ORLAN

Save Expanss Cancel
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Next, click the Itemizations tab and the Create Itemization button.

Hotel $1,012.50 @

0242042020 FLORIDAYE RESORT CRLAN Corporate Card
Details ltemizations
Amount Ibemized @ rema ning
51,012.50 50.00 $1,012.50
Craats lismization

No lHemizations.

izafians for the ilems on YOUr receips

Select the Expense Type associated with the charge on the hotel bill.

Details ltemizations
Amount Iemiized @ rerna ming
51,012.50 50.00 %1.012 .50

New Remization

Expense Type

Hatel | - |

Racently Usad

Habel

Transit Cosls

Renlal Car :I

Kirfare I
M
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If the room rate and tax rates are the same each night, select The Same Every Night. If they differ

each night, select Not the Same. Enter the Room Rate and Room Tax(s) amount for each night. Note:
These amounts should be per night amounts. After entering the nightly amounts, select Save

Itemization.

The Same Every Night

Not the Same

Details ltemizations
Amaunt ltemized @ Rema g
31,012.50 30.00 %1.012.50
[~

Eniry Type:  Recuring liemizatian QBN1T2022 - 0BNS2022 (Nights: 4)

¥our holef room rafe was: |
| The Same Every Might | Mot the Same |
Ruam Rate (per night) * Room Tax [per night) Tax 2 [per night) Tax 3 [per nighl)
(Amounts in LS0)

New [temization

Expenze Type

| Hatel | ~ |
Enlry Type Recuming llemiziatian s 08172022 - DBMS2022 [Mights: 4)

I The Same Every Might I Mot the Same I
Diante Room Rale Roam Tax Tax 2 Tax 3
om0z I || /|

CaMx2022

0472022

(Amouns it USD)
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If there are other amounts that need to be itemized, such as Hotel Parking, there will be a

Remaining Amount visible. Select the Create Itemization button.

Details ltemizations

$1,012.50 5720.00

Create lfsmization

5282.50

Select the appropriate expense type from the available drop-down menu.

Enter the amount per the hotel bill. If the charge is the same each night, click the box next to Recurring

Every Night.

etails Itemizations

51,012.50 5720.00

New ltemization

I ——
5292 50

Eeare

r an expense type

1. Hotel Expensas

Details ltemizations
Inemiized

51,012.50 5720.00

New ltemizafion

Parking - Hotal

Cily of Purchase

Orando, Florida

i

Transactian Date *

DZr2orzozo

FLORIDAYS RESORT ORLAN

US, Dollar

Once you have entered the charges, select Save Itemization.
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Repeat this process until all hotel charges are itemized.

Details ltemizations
Armaunt Ibemized Remaring
51,012.50 51,012 50 T0.00
Create liemization

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.

Details ltemizations

Amouni Ibemized O renaiing

51.012.50 592000 592 50

Newr ltemization
* Reguined field

Expense Type

| Mizcellanzous | v |

Transactan Date *

Recusring Every Nighl

| ozrzorzoz0 | = |
Business Purpase Enter Vendar Name
| FLORIDAYS RESORT ORLAN
Cily of Purchase
Orando, Florida
Amaunt * Currency
92.50 US, Dollar
Persanal Expense (do nol reimburse
Comment
FA

Click Save Itemization.
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The itemizations will display by date, so they should reflect how charges are broken down per the
hotel receipt.

Details ltemizations

Armaunl ‘ Iemiized & Rerna ing

51,012.50 51,012.50 T0.00
Craate liamization
| Date= Expansa Type T| Requaszted 7]
[ 021 &R2020 loies 2200.00
O 21 E2020 loied Tax S50.00
O 21 TR2020 {oaied £200.00
O 21 TR2020 loied Tax S50.00
O 0211 BL2020 {oaied £200.00
O 0211 BL2020 loied Tax S50.00
O 2162020 {aaled £200.00
O 2162020 loled Tax S50.00
[ D202 020 Parking - Hotel 512.50
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