
   

Itemize Expenses 

1. When you are ready to itemize the expense on the bill, enter the total amount of 

the hotel bill and tap ITEMIZE. 

 
A variety of hotel expense types on the Add Itemization screen appear. The total 

amount of the bill appears in gray in the upper right-hand corner of the screen. The 

amount remaining to be itemized appears in red. 



 
 

 

2. Tap the desired tile to add an expense. To add the cost of the hotel room, tap 

LODGING. 

 



 
 

The Expense Entry screen for hotel items is similar to that of other expense types, 

except that it displays a running total of hotel expense allocation at the top. 

 

 

 



 
 

Personal Expenses 

The Personal Charge checkbox is used to itemize expenses that are on the total hotel 
bill but were personal charges that should not be reimbursed by the University. 

 

As you save hotel expenses, the red Remaining total will update to reflect how much of 

the bill remains to be allocated. 



 
 

 

You may delete any individual hotel expense, including lodging, without removing the 

"parent" hotel expense from the report. To delete all the hotel expenses, select the 

parent hotel expense from the grid and tap DELETE. 

 


