
How to Itemize 
Hotel/Lodging 

Expenses in 
Concur



Itemizing Hotel/Lodging 
Expenses

Step 1: Are there any other 
charges on the receipt?

 ex: meals, parking, personal 
expenses etc.

This receipt does not have any additional expenses.

Receipt with no additional expenses: 



Step 1: Enter date range as one 
day (even if it is more than one)

Receipt with no additional expenses: 



Step 2: Select ‘Hotel’ for 
Expense Type 

Receipt with no additional expenses: 



Step 3: Change Entry Type from Recurring 
Itemization to Single Itemization. Then 
Save.

Receipt with no additional expenses: 



Step 4: Enter the total amount 
to be itemized. Then Save.

Receipt with no additional expenses: 



Step 5: The amount remaining 
should be $0.00. Then save 
again.

Receipt with no additional expenses: 



Step 6: Completed. 

If you used your NMU credit card the payment type will be Travel Card.



Itemizing Hotel/Lodging 
Expenses

Step 1: Are there any other 
charges on the receipt?

 ex: meals, parking, personal 
expenses etc.

This receipt does have additional expenses.

Receipt with additional expenses: 



Step 1: Enter date range as one 
day (even if it is more than one)

Receipt with additional expenses: 



Step 2: Select ‘Parking’ for Expense 
Type (or Meals, Personal Expense, etc.)

Enter amount and 
date. Then save.

Receipt with additional expenses: 



Step 2 continued: Create new 
itemization. Select ‘Hotel’ for Expense 
Type 

Receipt with additional expenses: 



Step 3: Change Entry Type from Recurring 
Itemization to Single Itemization. Then 
Save.

Receipt with additional expenses: 



Step 4: Enter the total amount 
to be itemized. Then Save.

Receipt with additional expenses: 



Step 5: The amount remaining 
should be $0.00. Then save 
again.

Receipt with additional expenses: 



Step 6: Completed. 

If you used your NMU credit card the payment type will be Travel Card.



Any questions?

reach out to 
Vendor Payables 

at venpay@nmu.edu
or ext 2339


