
1 | Expense Report – Hotel and Lodging Itemization 
 

EXPENSE REPORT: HOTEL/LODGING ITEMIZATION 

 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 | Expense Report – Hotel and Lodging Itemization 
 

 

Itemize – Typical Process 
 

Two new fields are added to the main hotel expense entry page: Check-in Date 
and Check-out Date. You must fill in these fields, which are used in the itemization 
process. Complete the expense and then click Itemizations. 

 

 

If you started the expense with a card charge or e-receipt (from the Available 

Expenses list), the itemizations may have been created automatically, depending on 
the hotel charge details provided by the vendor. If not, follow the steps below. 

 

1. Click Create Itemization. 
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2. Click the desired expense type, in this case, Hotel/Lodging. 

3. Enter the daily room rate and taxes and click Save Itemization. The check-in and 

check-out dates from the main hotel expense are used here to define the dates that 

require a recurring itemization. 

NOTE: This example uses the entry type of Recurring Itemization and the The Same Every Night tab. The 

other options are described later in this section.  
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The itemizations appear along with any remaining balance. 
 

 

4. If there is a remaining balance, click Create Itemization and select the 

expense type for the remaining amount, in this case, Internet (5.97 USD for 
each of the 3 nights). 

 

 

NOTE: Click the Recurring Every Night check box to repeat the itemization, saving 

you from manually creating the same itemization for each night. In this case, 

instead of entering $17.97, the expense is a recurring $5.99 charge. 
 

 

Complete the expense and then click Save Itemization. 
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An alert appears until the entire amount is itemized. A one-time success message 
appears when you clear all the alerts on the expense and the remaining amount is 
0.00). 

 

 

EXPENSE LIST 

 

 Refer to the Additional Information in the Expense List section in this guide to see how 
itemizations appear in the expense list. 
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"Not the Same" Tab 
 

If the nightly rates are different, use the Not the Same tab to define the rates for 

each date of the hotel stay. 
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Use Entry Type 
 

Generally, the entry type is Recurring Itemization, which you use to define 

nightly rates, fees, and taxes. 
 

 

You can use Single 

Itemization to define one-

time charges, like deposit 

amounts, or to enter a 

missed itemization from a 

hotel stay that was 

automatically itemized on 

your behalf from detailed 

e-receipt information. 

 


