SAP Concur

ALLOCATIONS




Allocations to an expense report can be made by the traveler or by an approver in the workflow.

ALLOCATIONS BY TRAVELER

Each expense can be allocated to different accounting templates by selecting the Allocate link within the
expense line. Note: Approvers in the workflow will have the capability to make adjustments to
allocations as necessary.

Catails ltemizations

& Attend=es (1) & Allocate

Expenses can also be allocated as a group by clicking the box(es) on each expense line and selecting the
Allocate button.

Charlotte, NC - 3/12-3/15/22 $1,022.50 i

Not Submitted

Report Details ~ Print/Share Manage Receipts ~ Travel Allowance ~
REQUEST

Approved

$2,546.00

ocate Combine Expenses m

Alerts Tl  ReceiptTl Payment Type T, Expense Type T, Vendor Details T] Date = AmountT| Requested TL
""" R Transit Costs TAXI SVC WASHINGTON - $10.00
& AR Attendees (1) Washinglon, District of Golumbia L2z 2Rl UikeE Hemized
Hotel FLORIDAYS RESORT ORLAN 1,012.50
A\ “AL-VISA o _ 02/20/2020 $1,012.50 8.
Attendees (1) Orlando, Florida Hemized

$1,031.43 $1,022.50
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A screen will appear to allocate by either Percentage or Amount. Select Add button to add lines to
allocate by.

Allocate
Expenses: 10 $1.022.50

Expenses marked as personal, or that your administrator doesn't allow to be allocated, are not included in the amount to be allocated

Percent

Amount

$1,022.50

Allocated 100%

$1,022.50

Default Allocation

Code
Default

Enter information into the Department, Accounting Group and Accounting Template fields by either
selecting Text or Code. Once information has been keyed, select Save.

NOTE: Adding allocations may add approval roles to the workflow of the document.

Add Allocation ~

+ *

New Allocation Favorite Allocations

* Requirad field

=4

|Y v | (UNCP01) COMPTROLLER

Department * (1]
'Y ~ | (010) FINANCE |
Text (2 ]
Code bmptroller Fiscal Mgmt ‘

Either
A — ©
|
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After the desired template(s) is added, you can allocate the expenses either by percent or amount,
based on the selection that is made at the top of the screen. Click Save when done.

Percant

100%
son
Porces
Department T, Accounting Group T, Accounting Template T4 Code Paresnt %
FINANCE £1f Bucgat Oftice Budgat Cifice - ETF 100

Percert Armount

B Ramning
§1.02250 $0.00
Diefiauh Alocatos
30
Department T, Accoanting Group T Accounting Template T, Codu Amount USH
" Budgel Ofics - E17 200 10T0-UNEBGZ 1,022 50
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Once the allocations have been saved, an Allocated hyperlink will be visible on each accounting line.
This allows the user to click and view the allocations that have been applied to the expense line.

Add Expense

O Alerts T)  ReceiptT) Payment Type T, Expense Type T, Vendor Details T) Date = AmountT| Requested TL
310 00
. Transit Costs TAXI SVC WASHINGTON o "
D & AL-VISA Attendees (1) Washington, District of Columbia RESEEED HET
Allocated E] u
Hotel
O A *AL-VISA oe Total Allocated
Attendees (1) .
£10.00
Code = Percent
010-0200.1010-UNEB02 458.8997555

010-1242 817-UNCP01 51.1002445

An Allocation Summary is also available by selecting Report Details -> Allocation Summary.

Allocation Summary b4

Charlotte, NC - 3/12-3/15/22 $1,022.50

The sum of allocation amounis may not exactly match the expense amount due to rounding

| Code T] Amount=

010-1242.917-UNCP01

: $522.50
FINANCE - Comptroller Fiscal Mgmt - COMPTROLLER
010-0200.1010-UNEB02
$500.00
FINANCE - Etf Budget Office - Budget Office - ETF
Close
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ALLOCATIONS BY APPROVER

Approvers have authority to add allocations to an expense report. To do so, select the Details link to

view the following drop-down and select Allocations.

Summary Details = Receipts Print / Email =

Report
Feport Header

Exceptiong
Expense Type
Totals

Sagasge Fe=s Audit Trail
R Approval Flow

Airfare

Comments
I Allocations
04/13/2024 :
5 Allocations
@

s 04132027 Travel Allowances
& c ltineraries

Expenzes & Adjustments

Reimbursable Allowances Summary

Allocations for Report: Seattle, WA - 6/28/18-7/2/18 Ox

Expense List Allocations

Percentage * Department * Accounting. * Accounting T... | Code

[] pater | Expense T.__ | Group ‘ Amnum|

[ oer282018 MEIE Rate $55.60

[] oer2s/2012  BaggageF... $25.00 A

r 08/28/2018 Conferanc.. $250.00

[] o6r2e/2018 MEIE Rate §74.00

': 08/30/2018 MEIE Rate §74.00

r 07012018 MEIE Rate §74.00

[ o7mw2r2018 Airfare $1,000.00

': 070212018 MEIE Rate $55.50

[ ] 07m2/2018  Baggsge F... $25.00

@ Hotel

|— 06/28/2018 Hotel Tax $15.00

|— 06/28/2018 Hotel 50900

r 06/28/2018 Hotel Tax 51500

|— 06/20/2018 Hotel 500.00

|— 06/30/2018 Hotel Tax 51500

r 06/30/2018 Hotel 50900 v

[] 070112018 Hotel Tsx 515.00 s e
T
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Allocations can be changed by selecting individual expenses or by clicking the box next to Date to
select them all. Once expenses are selected, you will have the option to Allocate Selected Expenses.

Allecations for Report: Seatile, WA, Apr 10-13, 2022 0O x

Expense List Allocations
Percentage * Department Accounting G... | * Accounting T... | Code

[ Dater |E=pense T.. | Group | Amwml
[ 041012022  MIE Rate 55700
[#] 04102022  Airfare $350.00
[ Baggage F... $30.00
¥ M&IE Rate 576.00
[#] M&IE Rate 576.00
[F 04132022  MaiE Rate 557.00
@ Hotel

[#] 04/10i2022  Hotel Tax $6.00
[ 0410i2022  Hatel $410.00
[#] Hatel Tax $6.00
) Hatel $410.00
) Hatel Tax $6.00
[Ed Hatal $410.00
|G Baggage F. $30.00
[#] 04122022  Rental Car $220.00

Select Allocate By to allocate by either Percentage or Amount. Select Add New Allocation to add lines
to allocate by.

Allocations for Report: Seatile, WA, Apr 10-13, 2022 0O x
Expense List Allocations Total$2,144.00 Allocated:$2,144.00 (100%) Remaining $0.00 (0%)
T ] = Troe {- 3 6... | Accounting T... | coce |
O 100

E Ganee!
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Enter information into the Department, Accounting Group and Accounting Template fields by
either selecting Text or Code. Once information has been keyed, select Save.

Note: Adding allocations may add approval roles to the workflow of the document.

O x
Total $2,144.00  Allocated $2,144.00 (100%) Remaining:$0.00 (0%)

Aliocate By: * Add New Allocation Delete Selected Allocations

5l Percentage * Department *Accounting G... | * Accounting T... | Code
= 100 o1gf ~

Type to search by

O =

o

o

(010) FINANCE

E canesl
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