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EX.020.109 - Itemizing a Lodging bill using the Hotel Wizard
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to use the Hotel Wizard to quickly split a Hotel/Lodging expense type into multiple expense lines.

A traveler may return from a multi-day business trip with a hotel bill for $500, which includes room rate, parking, and telephone charges. Because the Expenses module tracks the different types of expenses (not just the total amount of the expense), it is not acceptable to enter the entire amount of the hotel bill for $500 as a lodging expense.

The Hotel Wizard is a convenient, but optional way for travelers to categorize their lodging bills by expense type, amount, and day.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the purpose of using the Hotel Wizard.
- Identify what function launches the Hotel Wizard.
- Itemize a lodging bill using the Hotel Wizard.




	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]



Additional Information




Procedure

For this topic, imagine that you have just returned from a four-day trip to Brunswick. You need to itemize your $500 lodging bill to accurately record your room rate, phone charges, and parking charges. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000347] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000348] 
	Click the Expense Report link.


	3. [bookmark: ID0x00000349] 
	Click the Create link.


	4. [bookmark: ID0x0000034A] 
	Depending on how your User Defaults are set-up, you may need to return to a blank report.

	5. [bookmark: ID0x0000034B] 
	Click the Return to Expense Report Entry link.


	6. [bookmark: ID0x0000034C] 
	Enter "VICA Planning Meeting" in the Description field. 

	7. [bookmark: ID0x0000034D] 
	Click the Business Purpose list.


	8. [bookmark: ID0x0000034E] 
	Click the Attend Meetings list item.


	9. [bookmark: ID0x0000034F] 
	Click the Look up Default Location button.


	10. [bookmark: ID0x00000350] 
	Enter "ga" in the begins with field to look up all locations in the state of Georgia.

	11. [bookmark: ID0x00000351] 
	Click the Look Up button.


	12. [bookmark: ID0x00000352] 
	Click an entry in the Expense Location column.


	13. [bookmark: ID0x00000353] 
	For this Expense Report, all expenses will be charged to the same ChartField string. To update/review these values, use the Accounting Defaults link.

	14. [bookmark: ID0x00000354] 
	Click the Accounting Defaults link.


	15. [bookmark: ID0x00000355] 
	Updates made on this page will change the ChartField values for each expense line on the expense report.

	16. [bookmark: ID0x00000356] 
	Click the OK button.


	17. [bookmark: ID0x00000357] 
	Click the Expense Type drop-down list.


	18. [bookmark: ID0x00000358] 
	Click the Lodging list item.


	19. [bookmark: ID0x00000359] 
	Enter "2/15/08" in the Expense Date field.

This date should be the earliest expense date on your lodging receipt. 

	20. [bookmark: ID0x0000035A] 
	Enter "500" in the Amount Spent field.

The amount listed in this field should be the total amount listed on your lodging receipt for all expense types. 

	21. [bookmark: ID0x0000035B] 
	Click the Payment Type list.


	22. [bookmark: ID0x0000035C] 
	Click the Visa list item to indicate how you paid for the hotel bill.


	23. [bookmark: ID0x0000035D] 
	Click the Detail link.


	24. [bookmark: ID0x0000035E] 
	Enter "4" in the Number of Nights field. 

This is the total number of nights of lodging expense that is reflected on your hotel bill.

	25. [bookmark: ID0x0000035F] 
	Enter "Hilton Garden Inn" in the Non-preferred field. 

(You could also select from the Preferred Merchant list if you stayed at one of those locations).

	26. [bookmark: ID0x00000360] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	27. [bookmark: ID0x00000361] 
	Click the Itemize Hotel Bill link.


	28. [bookmark: ID0x00000362] 
	In the Charges Incurred on This Bill section, you should check all boxes which are reflected on your hotel bill. 

For this example, we will select Room Charge, Telephone and Parking.

	29. [bookmark: ID0x00000363] 
	Click the Room Charge checkbox.


	30. [bookmark: ID0x00000364] 
	Click the Telephone checkbox.


	31. [bookmark: ID0x00000365] 
	Click the Parking checkbox.


	32. [bookmark: ID0x00000366] 
	Click the Continue button.


	33. [bookmark: ID0x00000367] 
	The Itemize Hotel Bill page is displayed. 

Notice the colored icons near the top of the page which indicate which expenses you have selected to include from your hotel bill.

	34. [bookmark: ID0x00000368] 
	You may wish to reference the Your Hotel Bill section to track your progress while entering your expenses.

	35. [bookmark: ID0x00000369] 
	The Transaction Date reflects the first night you incurred a lodging expense. 

The Number of Nights is the total number of nights of lodging expense that is reflected on your hotel bill.

Now you just need to enter the Room Rate per night.

	36. [bookmark: ID0x0000036A] 
	Enter "105" in the Room Rate field. 

	37. [bookmark: ID0x0000036B] 
	Click the Add Room Charge button.


	38. [bookmark: ID0x0000036C] 
	Notice the total extended amount has been added to the Your Hotel Bill section. 

	39. [bookmark: ID0x0000036D] 
	The Hotel Wizard automatically creates a new line for entering another room charge. We will need to delete this line because all of our room costs have already been listed.

	40. [bookmark: ID0x0000036E] 
	Click the Delete row 2 (Alt+8) button.


	41. [bookmark: ID0x0000036F] 
	Click the OK button.


	42. [bookmark: ID0x00000370] 
	Click the Continue button.


	43. [bookmark: ID0x00000371] 
	This is the Telephone section of your hotel bill.

For this example, assume you made two business calls that cost $5 each: one on 2/16/08 and one on 2/17/08.

	44. [bookmark: ID0x00000372] 
	Enter "2/16/08" in the Date field. 

	45. [bookmark: ID0x00000373] 
	Enter "5" in the Amount field. 

	46. [bookmark: ID0x00000374] 
	Click the Add Telephone Charge button.


	47. [bookmark: ID0x00000375] 
	Enter "2/17/08" in the Date field. 

	48. [bookmark: ID0x00000376] 
	Enter "5" in the Amount field. 

	49. [bookmark: ID0x00000377] 
	Click the Add Telephone Charge button.


	50. [bookmark: ID0x00000378] 
	Notice that your total telephone expense has been added to your hotel bill. You have $70 remaining to account for.

	51. [bookmark: ID0x00000379] 
	Click the Delete row 3 (Alt+8) button.


	52. [bookmark: ID0x0000037A] 
	Click the OK button.


	53. [bookmark: ID0x0000037B] 
	Click the Continue button.


	54. [bookmark: ID0x0000037C] 
	Assume that you were charged $17.50 per night for parking for your four-night stay.

	55. [bookmark: ID0x0000037D] 
	Enter "2/15/08" in the Date field. 

	56. [bookmark: ID0x0000037E] 
	Enter "17.5" in the Amount field. 

	57. [bookmark: ID0x0000037F] 
	Click the Add Parking Charge button.


	58. [bookmark: ID0x00000380] 
	Enter "2/16/08" in the Date field. 

	59. [bookmark: ID0x00000381] 
	Enter "17.5" in the Amount field. 

	60. [bookmark: ID0x00000382] 
	Click the Add Parking Charge button.


	61. [bookmark: ID0x00000383] 
	Enter "2/17/08" in the Date field. 

	62. [bookmark: ID0x00000384] 
	Enter "17.5" in the Amount field. 

	63. [bookmark: ID0x00000385] 
	Click the Add Parking Charge button.


	64. [bookmark: ID0x00000386] 
	Enter "2/18/08" in the Date field. 

	65. [bookmark: ID0x00000387] 
	Enter "17.5" in the Amount field. 

	66. [bookmark: ID0x00000388] 
	Click the Add Parking Charge button.


	67. [bookmark: ID0x00000389] 
	Click the Delete row 5 (Alt+8) button.


	68. [bookmark: ID0x0000038A] 
	Click the OK button.


	69. [bookmark: ID0x0000038B] 
	Click the Continue button.


	70. [bookmark: ID0x0000038C] 
	If the individual expenses you entered sum to the total amount of your hotel bill, you have finished using the hotel wizard.

Notice the "Remaining" amount in the Your Hotel Bill section is $0.000.

	71. [bookmark: ID0x0000038D] 
	Click the Done button.


	72. [bookmark: ID0x0000038E] 
	Notice that the information you provided in the hotel wizard tool has been populated into the appropriate expense lines.

If you incurred other travel expenses such as meals or mileage you could enter these expenses at this time.

	73. [bookmark: ID0x0000038F] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	74. [bookmark: ID0x00000390] 
	Click the Check For Errors button.


	75. [bookmark: ID0x00000391] 
	Click the Submit button.


	76. [bookmark: ID0x00000392] 
	Click the OK button.


	77. [bookmark: ID0x00000393] 
	Congratulations. You have just completed the Itemizing a Lodging Bill Using the Hotel Wizard topic. Below is a summary of the key concepts of this topic:

- The Hotel Wizard allows travelers to quickly split a Hotel/Lodging expense type into multiple expense lines.
- By itemizing lodging bills, travelers can accurately track the different expenses included on the bill, such as room rates, parking, telephone, and other charges.
- To launch the Hotel Wizard, the traveler must choose the “Itemize Hotel Bill” selection.
End of Procedure.
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