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To access Concur:  Click Here 

 

 

 

Allocating Expenses 

 

The Allocations feature allows you to allocate selected expenses to multiple 

chartfields. This should be performed after the Itemization if allocating to multiple 

expense types. 

 
 
Allocate single expense - With 
the report open, select a single 
expense and click Allocate.  
 
 
 
Select Percent or Amount, then 
Add and enter the new 
chartfield designation. 
 

 

   
 

   
 

 
To allocate multiple expenses 
(or the entire report), select the 
expenses and then select the  
Allocate button. 
 
 
 
 
 
 
 
 
 
 

  

   
 
 
 
 
 
 

STEPS ALLOCATING EXPENSES 

 

1. From the home page, place your 
mouse pointer over and click [Start 
a Request] 

 

 

  
  

  
  

  
 

ALLOCATING EXPENSES 
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Select Percent or   Amount, 
then Add and enter the new 
chartfield designation. 
 

 

  
 

 
Click Save. 
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