
Hotel Receipt Processing

Texas Wing Counterdrug Missions



Hotel Receipts

Why 

• Hotel receipts are required to validate the 

RON request for CD members

• Hotel receipts are also needed to balance the • Hotel receipts are also needed to balance the 

pay the Wing Credit Card Account

• Just like fuel receipts are required for AF “A” 

missions



Hotel Receipts

• Scan and upload hotel 

receipts to WMIRS

• Ensure member name is on 

receiptreceipt

• No State taxes



WMIRS Upload

• Go to left side of mission page, find “Request/Close 
Out RON”, click on this



WMIRS Upload

• Find member’s RON request, click EDIT



WMIRS Upload

• Find member’s RON request, click EDIT



WMIRS Upload

• Enter the Check-In and Check-Out Dates, Actual 
Lodging cost, and then select Receipt BROWSE



WMIRS Upload

• Click, “Submit Request” to upload and update the 
RON request



WMIRS Upload

• Completed RON will look like this



QUESTIONS

? ?


