Creating an Expense Report — Adding Expense ltemizations

Split one transaction into multiple expense types (account codes).

Itemized your expenses
* Click on the expense you need to itemize, in this example | will do my lodging.

= ET¥ Concur ® BR

< Expense Reports

Expense Testing $535.42 @ View Alerts

Not Submitted Report number: GBAMV1

Report Details ~ Print/Share Manage Receipts v Travel Allowance ~

Expenses (13) | view: Standard w (® Add Expense v || Edit Allocate 4
S Sherat
TR-Lodging eraton Out of Pocket $1,250.00

Dallas, Texas 'y
(m] Alerts [T Date |5 E—— s capme 1ype 3] wenun weans 3 Fayn iy g requEs e g | T,
] 1211812026 TR-Incidentals Dallas, Texas out of Pocket $3.75
] ¥ 12/18/2026 TR-Meal Per Diem Dallas, Texas out of Pocket $36.25
O %) 12/17/2026 TR-Incidentals Dellas, Texas Out of Pocket $5.00
C] ] 1211712026 TR-Meal Per Diem Dallas, Texas out of Pocket $55.00

. Uber

C] 12/16/2026 TR-Transportation ) out of Pocket $50.00

Augusta, Georgia
(! -~ 193 ahnne T Innidantale Fimllr Trermm Pk nf Dnnliad &5 AR

Lodging transactions must be itemized but any other transactions may also be itemized to split between two or more expense types (account codes).




Creating an Expense Report — Adding Expense ltemizations

Split one transaction into multiple expense types (account codes).

Itemize Your Expenses
* Click on Itemization

= [T concur ® BR
< Expense Testing ¢ 120f14 » D Receipt & Hide Receipt Viewer

TR-LOdglng $1,259.00 [<RUEVEEI Rl Save Expense | v

OAOFBABAG... -  50% +
Details Itemizations

DEMO HOTEL FOLIO

Required field *

Sherz_lton Hotel

Expense Type *

HOT A VALID RECEIPT - FOR CONCLR TRAINING DEMO ONLY

TR-Lodging v X
st Mama  Sittany Ramiz Chuckan  Auguet 34, 2026
Confirmation # E456213 ChackOut  August 38, 2026
Rooes Type  Staadard King uights .
Trip T'\,-pe Traveler T\),'pe Travel Purpose Conference | Busivass Travel Dams  Folio Dats August 28, 2036
itemized Charges
In State v X Employee v o X
g 24,2078 . s27s.00
Report/Trip Purpose Date Range * Nights: sug 24, 2058 - - s
g 25, 2036 . srso
TRV-Attend Meeting, Conf, etc. v X 12/14/2026 - 12/18/2026 B 4 g 25, 2028 S —— smrs
un 26, 2036 . 51500
Transaction Date * Business Purpose et = = e
g 27, 2028 s15.00
08/24/2026 = wre s _ S st
Tause & Fase 15800
Cehar Chargas sa00
Vendor * Vendor Location * Total Amount Paid  $1,250.00
Sheraton v Dallas, Texas v X Payment Method Visa sndingin 1234

Payment Status  Faid in Full - Dema Only

Payment Type *

Out of Pocket ~

Amount * Currency *




Creating an Expense Report — Adding Expense ltemizations

Split one transaction into multiple expense types (account codes).
Itemize Your Expenses
* Fill out the expense type, choose your recurrence, and fill in the table below.

= X Concur

< Expense

@ BR

D Receipt & Hide Receipt Viewer

Add ltemization

OAOFBABAG1... 1 & L o
Amount Itemized D Remaining Lty
$1,259.00 $0.00 $1,259.00 B

Sheraton Hotel
Required field * G, DEMG ONLY
* Augus 24,
Expense Type s Sprmes
TR-Lodging v o X te  August 28, 2026
Itemized Charges
Recurrence * @ o oecreiee e |
Same daily amount ~ o
i
£y Nights: 4 .
™
Date Room Rate * Room Tax Tax 2 Tax 3 SHTE
st0a00
& s15a00
12/14/2026 i
Total Amount Paid $1,259.00
1211512026 Paymant Mathod \eza secing in 1734
Paymant Status  Faid in Full - Dama Oy
12/16/2026
12/17/2026
(Amounts in USD) Add Tax Fields




Creating an Expense Report — Adding Expense ltemizations

Split one transaction into multiple expense types (account codes).

Itemize Your Expenses
* Thisis the how it looks when you add in the itemizations.
* Click ‘Save Expense’

EYY Concur ® R

< Expense Testing ¢ 12cf14 lim] Receipt & Hide Receipt Viewer
TR-LOdglng $1,259.00 FYEVLES Save Expense | v
Details ltemizations
Ameunt Itemized & Remaining
$1,259.00 $1,259.00 $0.00
Itemizations (8) (3 Add Itemization Triwel Purpese Conlurnce | Busieacs Trival Dama
Itemized Charges
D Expense Type [T Date 1= Requested Amount [T Actions
D TR-Lodging 12/14/2026 $275.00
] TR-Lodging - Tax 12/14/2026 $39.75
S——— S0
] TR-Lodging 12/15/2026 $275.00 vos Tasas & Foss sisne0
cxner charges sa00
O TR-Lodging - Tax 12/15/2026 $39.75 R
Paymest Status  Fuid inFull -Damo Onty
] TR-Lodging 12/16/2026 $275.00
] TR-Lodging - Tax 12/16/2026 $39.75




	Slide 1
	Slide 2
	Slide 3
	Slide 4

