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1.

3.

Itemization means to assign a transaction to multiple Expense Types, e.g. Hotel and Meals.

To itemize an expense, click on the expense and select the Itemizations tab.

(e

Hotel $950.00

03/18/2022 Marriott Hotels

Details | Itemizations I

® Allocate

Expense Type *

Hotel

* Required field

Transaction Date *

03/18/2022 =)

Additional Information

Vendor *

Marriott Hotels v

City of Purchase *

Orlando, Florida XN

Payment Type *

Cash/Personal Card v

Amount *

950.00

Currency *

US, Dollar M

Request *

Click Create Itemization.

(<) Hotel $950.00

03/18/2022

Marriott Hotels

Details Itemizations ‘

Hide Receipt

$950.00

Amount ‘

Create Itemization

Itemized Remaining

$0.00 $950.00

No Itemizations.

Create itemizations for the items on your receipt.

Illustration

Only

e

Select the first itemization and assign it a dollar value then click Save Itemization.

Details Itemizations

Amount

$950.00

Itemized

$0.00

New ltemization
@ Allocate

Remaining

$950.00

* Required field

Expense Type *

Hotel

Transaction Date *

03/18/2022 B

Additional Information

Enter Viendor Name

City of Purchase

Marriott Hotels Orlando, Florida
[Amount * Currency

925.00 US, Dallar
Request *

03/14/2022, $1,500.00 - Concur Fusion 202...

Comment

Save [temization Cancel




4. To add another itemization click Create Itemization again and complete the required fields. Do this until you
have itemized the entire transaction. Then click Save Expense.

< Hotel $950.00

03/18/2022 Marriott Hotels

Delete Expense  Save Expense

Details Itemizations Hide Receipt
Amount Itemized @ Remaining
$950.00 $950.00 $0.00 [ @ | e |
e,
[J Dater= Expense Typelf Requested [T =
O o3ns2022 Hotel $925.00 e
O  o3sz022 Meals-Daily $25.00

5. Once you have itemized an expense the word “ltemized” will be present under the amount.

Report Details v Print/Share v Manage Receipts v/

Add Expense

View Available Receipts

(]  Alertsit Commentll Receipt{l Payment TypelT Expense TypelT Vendor Details )T Date l* Requested|f v
$45.00
Cash/Personal Card T 0311872022
o) = aspersonalCar
= Marriott Hotel 950.00
O Cash/Personal Card Hotel arrioft Rotets 03/18/2022 S

frense oren
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