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What are
Allocations?

If you are using multiple
funding sources for travel,
you’ll need to allocate
funds when you initiate
your trip request, and
again when you create
your expense report after
you return from traveling
to receive the proper
travel authorizations.

Part 1

Allocations in Concur allow you to assign different chartfields (i.e. funds,
departments, etc.) to different travel expenses. For example, if part of your
travel is being covered by HM500 and the rest is being covered by a different
fund (or funds), this guide is for you.

Part 1- Travel Request: allocating expenses in your request gives you the
initial authorization to use certain funds prior to traveling.
Part 2- Allocating Air, Car Rental, and Hotel Segments in your Travel Request.
Part 3- Expense Report: allocating an expense report happens after you
travel. Allocating an expense report identifies which funds will actually be
charged.

ALLOCATING A TRIP REQUEST (before traveling)

ALLOCATING A TRIP
REQUEST (before
traveling)
Proceed with your new
request as you normally
would (by filling out
“Request Header” and
“Segments”).
Then, to Allocate an
expense in your Trip
Request click on the
Expenses tab.
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On the right, choose the
Expense Type that you
will be allocating.

This will open a gray box
on the right side of the
screen.
Add the dollar amount of
the expense.
Add a comment
providing additional
details about the nature
of this expense.
Then, assign this expense
to a new fund by clicking
Allocate.

Select the expense by
clicking the check box.
Then click “Allocate
Selected Expenses.”
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On the right side of the
screen, the default chart
field will appear.

Type and/or select the
Fund you’d like to
allocate the expense to.

Type and/or select the
Department through
which that fund will be
provided.
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Click Save in the bottom
right corner.

On the left side of the
screen, you’ll see the new
expense appear.
A pie chart icon will
indicate that the expense
has been allocated.
You can allocate any
other expenses by
following this procedure.
Once finished, you can
submit your Request as
you normally would.
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ALLOCATING SEGMENTS IN YOUR TRIP REQUEST

Part 2

Segments refer to major expenses which include Airfare, Hotel, and Rental Car.
Before you begin: It’s important to keep in mind that if you allocate one segment in
a Request, it automatically allocates the other segments to the same fund. For
instance, allocating Airfare will automatically allocate Hotel, as well.

To do this, fill out Segment
information and save it.

To allocate, scroll to the
bottom right of the
Segment screen, and
click on “Allocate.”
Note: You can also
allocate Segments from
the Expense tab.
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The allocation box will
open.
Use the check boxes to
select the Segment(s).
Click “Allocate Selected
Expenses” at the top.
Remember: selecting one
segment item will
automatically select the
other segments. They
cannot be allocated to
separate funds.
For example, if you
allocate Airfare, it will also
apply to Hotel/Lodging.

This opens the Allocations
field.
Select “Allocate by” and
then “Amount” so you
can see the cost break
down by dollar amount
instead of by
percentage.
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Now you can choose
Business Unit, Fund,
Department, and
Program (if applicable)
from a drop down box.
If you are staff or faculty
traveling with students,
you can use “Add New
Allocation” to split the
funding for the airfare
and hotel if the cost of
student travel is coming
from a different fund.
Click “Save.”

Once in the Expenses
tab, you’ll see a pie chart
icon indicating the
Segment, or Segments,
that have been
allocated.
Once finished allocating
segments and/or
expenses, you can submit
your Request as you
normally would.

ALLOCATING AN EXPENSE REPORT (after traveling)
Part 3

PLEASE NOTE: This process applies to all expense types, including segments. Though
your segments cannot be allocated separately in a trip request, they CAN be
allocated separately in an expense report.

Begin your expense
report.
Do this by going into
“Requests.”
Click “Expense” on the
far right.
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This will bring you to the
“Create a New Expense
Report” section.

In the bottom right
corner, click Next.

This will open your
expense report.
Select the Import
Expenses button at the
top of the screen on the
left.
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You will see a number of
expenses populate on
the right of the screen.
To import them, select the
expenses associated with
this trip by clicking on the
check boxes.
Click the drop down
button that says “Move”
and select “To Current
Report.”
Now the expenses from
your trip will appear on
the left.
Select an expense item
that needs to be
allocated.

This will open a gray box
on the right.
Click on Allocate in the
bottom right corner.
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This opens the Allocations
field, which allows you to
choose Business Unit,
Fund, Department, and
Program, Class, or Project
(if applicable) from a
drop down box.

Once you’ve selected,
the proper fund and
department (and any
other fields that need to
be changed), you can
click “Save” and then
“Done” in the bottom
right corner.

On the left side of the
screen, you’ll see a pie
chart icon confirming
that this expense has
been allocated (shown
by the green arrow).

You can proceed
normally with your
expense report and
submit when you are
done.
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