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Iltemize an Expense

Itemizing an expense allows for the ability to break out an expense into different categories.
Example: A hotel stay for business travel where the expense can be separated out into areas such as room,

parking, and meals.

1. Select Yes in the Itemize toggle within the Create New Expense page.

Itemize? (1)

No V(=S

2. Select + Add Line Item within the Line Items section.
3. Add a Title.

4. Enter the transaction date by selecting a date from the calendar, or via manual entry.

5. Select a category via the dropdown menu.
6. Enter the value depending on the category.
7. Provide any information in the Notes field as applicable.

8. Select Yes in the Recurring field if there is a line item with multiple transactions with the same category.
o Select + Add to input recurring transactions of the same value.

o Adjust the values of the recurring line items if necessary:
1. Select the Pencil (Edit) icon in the Actions column.
2. Make the change.
3. Save by selecting the Check Mark.
9. Select Save. The Create New Expense page will appear.

< Edit Line Item for Hotel

Title (required)

Dinner

Category (required) ()

Meals

Notes ()

Recurring? ()

No Yes
Date Amount
11/14/2016 $24.75
11/15/2016 $21.25

Transaction Date (required) @

11/14/2016

Amount (required)
$24.75

Hotel Restaurant

Room Service

Cancel | Save

Actions
TAA N
P -\J,DL)
Dinner Total
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10. Verify that the Line Items Total matches the value (such as Amount) in the Details section.
11. Select Save to return to the main Create Expense Report page. Note that the expense cannot save if the
value in the Details section does not match the value within the Line Items section.

Create New Expense ol - |
Details
Title (required) Transaction Date (required) @ Payment Method (required)
Hotel 1/6/2017 &= Cash (reimbursable) v
Category (required) (@) Amount (required)
Travel ~ $311.22
Notes (@) Override Cost Center? () Itemize? (0

“ Yes No Yes

Line Items
—+ Add Line Item
Dinner Recurring 01/06/2017
Meals $46OO
Parking 01/06/2017
Other $2500
Room Recurring 01/06/2017
Travel $24022

X Delete Selected $O OO (_) ﬁ Ji ] 79
: -+ - L

Remaining Line Items Total

Receipts @

+ Drop files here to upload, or

Upload from Computer ‘ ‘ Select from Gallery

You can view this article at:
https://paylocity.egain.cloud/system/templates/selfservice/pctycss/help/customer/locale/en-
US/portal/308600000001009/content/PCTY-64262
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