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You can use the Itemization feature to ensure that multiples expenses on one receipt are accounted for 

correctly, or for a receipt that includes both business and personal expenses in order to exclude the personal 

expenses. 
 

Itemize an Expense 
1. From your expense report, click Add Expense.   

 

 
 

2. Then select the Expense Type you would like to add. 
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3. Create the expense as usual and click the Itemization tab. 
 

 
 

4. Click Create Itemization. 
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5. Select the expense type that applies to the first itemization.  
 

 
 

6. The page refreshes and displays the required and optional fields for the selected expense type.   
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7. After entering in the required information and any comments, click Save Itemization. The newly 

created itemization appears. The total amount, the itemized amount, and the remaining amount 

appear at the top of the tab. 
 

 
 

8. For each additional itemization, on the Itemization tab, follow these steps: 

a. Click Create Itemization. 

b. Select the appropriate expense type. 

c. Complete the appropriate fields. 

d. Click Save Itemization. 
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9. When the remaining balance is zero, click Save Expense. 
 

 
 

10. After clicking Save Expense you will be taken back to your expense report. 
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Edit an Itemization 
1. On the Itemizations tab, you can either: 

a. Click on the desired itemization 
 

 
 

b. Click the check box of the desired itemization and then click More Actions and select Edit 

from the dropdown menu. 
 

 
 

2. With the itemization open, make the desired changes. 
 

3. Click Save Itemization. 
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Delete an Itemization 
There are two ways to delete an itemization: with the itemization open and from the itemization list. 
 

To delete an open itemization: 

1. On the Itemizations tab, open the desired itemization. 

2. In the opened itemization, click the trash can icon to the right of the itemization name, located 

below the amount at the top of the tab. 
 

 
 

To remove one or more itemizations from the itemization list: 

1. On the Itemizations tab, select the check box of one or more itemizations. 

2. Click the More Actions button, then select Delete from the dropdown menu.  The page will 

refresh, and the remaining balance will recalculate. 
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Still have questions?  Contact us! 
 

Questions related to travel: Questions related to credit cards: 

Travel@oregonstate.edu Procurement.Cards@oregonstate.edu  
 

Website:  fa.oregonstate.edu/travel-and-expense 
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