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STEP ACTIVITY 

 
This guide will show you how to reconcile the expenditure known as “Hospitality” in 
your Expense Report.   

 

Begin your Expense 
Report. 
 
If you gave a gift in 
lieu of staying at a 
hotel, click on the 
“Hospitality” expense 
type. 
 

 

 
Next, add a 
comment explaining 
the business 
justification of your 
hospitality expense.   
 
Then click on “New 
Attendee” near the 
bottom of that 
section. 
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Clicking “New 
Attendee” will open a 
pop-up box.  
 
Choose “Other” from 
the “Attendee Type” 
drop down menu.  
 
Add the First and Last 
Name of the person 
you purchased the 
gift for.  
 
Type “Travel” into the 
“Affiliation” field. 
 
Click “Save” at the 
bottom. 
 
This box will close 
once you save it. 
 

 

Now, click “Save” on 
the bottom right of 
the following screen.  
 
Continue adding in 
your other expenses 
before submitting the 
report. 
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