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Entering Hotel Expenses into Concur 

Hotel bill didn’t come in via an E-Receipt?  Enter your bill following the steps below    

Step 1: Add a Hotel Expense 

Add a new expense to your expense report with a Hotel expense type.  Enter the Transaction date which is your checkout date.  In the Amount 

field add the total amount of the hotel bill.  

  

 

 

 

Select Itemize 
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Step 2: Itemize Recurring Expenses on Hotel Bill 

When you select Itemize, the Nightly Lodging Expenses tab opens in the expense window.  Enter the Check-in Date.  The Number of Nights field is 

automatically calculated.  Enter the per-night Room Rate and Taxes 
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Select the Combine room rate and taxes into a single entry box  

In the Additional Charges section, enter any recurring charges that occurred each day of your trip (internet access, parking, etc).  Entering it once 

here will populate an expense for each day of your trip.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Save Itemization 
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Step 3: Itemize Non-Recurring Expenses on Hotel Bill 

The red flag indicates that your itemizations do not total the total hotel bill.  The entire bill must be itemized before you can submit your report. 

 

Select Add Itemization 
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In the New Itemization tab enter the appropriate expense type, date, and amount.  Select Save.  
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Enter any other non-recurring business expenses from hotel bill 
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Step 5: Enter Personal Expenses  

A hotel bill may include charges that are not reimbursable under Planar’s Travel and Expense Policy.  These expenses must be itemized and marked 

as personal expenses in Concur.   

 

 

 


