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User Guide — Itemizing Personal (Non-Reimbursable) Expenses

This guide is intended to walk an employee through the basics of how to itemize an expense to
account for receipts that include both business and personal (non-reimbursable) expenses. The
example in this guide is a meal receipt that includes alcohol.

1. Toitemize an expense, select the expense to open the expense details. In this example, we are itemizing an
Overnight Subsistence expense.

2. Select the Itemizations tab.

Overnight Subsistence $20.48 X o toperse | canca

11/01/2023

buas Receipt

@5 Allocate

Hide Receipt

Expense Type *

Overnight Subsistence X

Transaction Date * Business Purpose

11/01/2023 5]

City of Purchase Payment Type *

v Paid by Employee v

Amount * Currency *

20.48 US, Dollar (USD) X v

Travel Allowance

() Personal Expense (do not reimburse)

3. On the Itemizations tab, select Create Itemization. The expense Amount, the Itemized amount, and the
Remaining amount are listed on the Itemizations tab.

Overnight Subsistence $20.48 X oo operse | cance

11/01/2023

Hide Receipt

Details. Itemizations Receipt

Amount Ite d R ini

$20.48

[ e Jl @ | © ]

Itemizations

No Itemizations.

Create itemizations for the items on your receipt.
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4. Select the Expense Type that applies to the first itemization. The page refreshes, displaying the required and

5.

optional fields for the selected expense type (required fields are marked with a red asterisk).

Overnight Subsistence $20.48 o
11/01/2023
Hide Receipt
Details ltemizations Receipt
Amount Itemized Remaining
$20.48 $0.00 $20.48 L a [ a]
New Itemization

* Required field
© Expense Type *

Search for an expense type v

Cancel

Enter the amount of the reimbursable portion of the expense and click Save Itemization.

Overnight Subsistence $20.48 [ sovetemicaion [N

11/01/2023
Hide Receipt

Details ltemizations Receipt
Amount Itemized B Remaining

$20.48 $8.48 $12.00

New Itemization

@ Allocate
* Required field
Expense Type *

Overnight Subsistence X v

Transaction Date * Business Purpose

11/01/2023 B

City of Purchase

Amount * Currency
8.48 US, Dollar (USD)
Travel Allowance (7] Personal Expense (do not reimburse)

6. Select Create Itemization and select the appropriate Expense Type. Enter the amount of the non-reimbursable
portion of the expense. Uncheck the Travel Allowance box and check the Personal Expense (do not reimburse)

box. Click the Save Itemization button.

Overnight Subsistence $20.48 Cancel
11/01/2023
Hide Receipt

Details Itemizations Receipt
Amount Itemized @ Remaining
$20.48 $20.48 $0.00

New Itemization

@ Allocate
* Required field
Expense Type *

Overnight Subsistence X v

Transaction Date * Business Purpose

11/01/2023 =]

City of Purchase

Amount * Currency
12.00 US, Dollar (USD)
I (7] Travel Atlowance I () personat xpense (do not reimburse)|
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7. Continue itemizing the expense until the Remaining amount is $0.00. Once you have completed itemizing the
expense, a green checkmark appears next to the Remaining amount of $0.00, indicating your have completed
itemizing the expense.

Overnight Subsistence $20.48 Delete Expense | Cancel

11/01/2023
Hide Receipt
Details ltemizations Receipt
Amount Itemized @ Remaining ( @ a a
$20.48 $20.48 $0.00 | ‘ ‘ | { |
(0 Aertslf Date?> Expense TypelT Requested [T
0 11/01/2023 Cionrighs Sibsitence $8.48

$0.00

Personal

O 11/01/2023 QOvemight Subsistence

8. Select Save Expense
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