
Example of International Hotel Receipt with Room Rate and Taxes/Fees Only 

Currency is India Rupees and the lodging takes place in New Delhi 

 

 

 

Select the Hotel Mosaic in Chrome River 

 

 

Complete the Hotel Header 

The amount field should equal the total amount paid on the hotel receipt. Click the calculate hyperlink 

to complete the information for the system to calculate per diem based upon the location. 



 

 

When you click the calcuate link, the following screen appears: Note: Make sure your start and end 

dates match the Check In and Check Out dates from the header. 



 

 

Click the Itemize button to itemize the hotel receipt.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Click the Recurring Icon and enter as follows: 

 

 

Click the Save button 

 

 

When you have fully itemized the hotel receipt, you will see a remaining amount of $0.00. 

 

 

 

 



Click the Done button: 

 

 

This is what the entries will look like on the left hand side of the screen: 

 

 

 

 


