
Reconciling a Lodging Deposit 

 
Fill out expense information and click “View/Add Itemization” as usual. 

 

 

 

 

 

 

 

 

 

 

In the itemization screen, do not make any changes, only select “Next” 

 

 

 

 

 

 

 

 

 

In the next screen, select “Add Expense” 

 

 

 

 

 



 

A pop-up window will display so you can select an expense type.  Choose the one with “Deposit” in the 
name. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the necessary information and click “Save” to complete the itemized reconciliation. 

 

 

 

 

 

 

 

 

Select Finish Itemization on the next screen. 

 


	Reconciling a Lodging Deposit

