Quick Guide:
Concur Allocation

Guide Overview
Allocation is classified as the actions of assigning a chart field spread to an expense.

Allocations can be used to split expenses across different chart field spreads by
percentage of amount.

Accessing Concur
Go to bronchotravel.uco.edu and login with your UCO credentials.

Allocation

1. To Allocate Expenses, all expenses must be entered prior to allocation.
a. Select all expenses on the report by checking the box to the left of the date column
or check the box for individual expenses, if allocating individual expense items to

different accounts.
b. Click the Allocate the selected expenses hyperlink to the right of the expense items.

Manage Expenses

rest

+ Mew Expense Import Expenses Details ~ Receipts * Prnd { Email *

| Exceprions
Expense Type Date Amount | Exception
02022019 DKK 10,0... ) Thiz enlry cannot be submitied untl a Travel Allowance Hinerary is created
02022019 DEK 10,0 ﬂ Hemizations are required for this enlry
020372018 DKK 10,0... i) This entry cannot be submified unil a Travel Allowance Hinerary is created

Expense Type Amount Requested

YVou have selected mulliple expenses., What would you like to do?

i 02032019 Hatel £1,529.85 51,529,585 1, Delgle the salacled expansas
ib Alistar Hotels, Houborg, DENMAF DK 10,000.00 2. Mliocale the selecled expenses _

3, Edil one or more fields for the salaclad axpanses

This antry cannot be submitted untl @ Travel Alowance Hinerary is created
lemizafions are required for this eniry

020272019 Hotel £1.529.85 51,529.85
9 Alistar Holets, Houborg, DENMAF DK 10, 000,00
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2. Next, Allocate by Percentage or Dollar Amount.

a. Please note once the data has been saved the amount will convert to a
percentage.

3. Click Add New Allocation for multiple allocations. Click Save, then Done.

Allocations Total:$3,059.70  Allocated:$3,059.70 (100%) Remaining:$0.00 (0%)

Allocate By: » I Add New Allocation ] Add fo Favorites

: Percentage " Org = Fund * Program Activity Code

100 (010005) Phot... (100000) Educ... {10000) Gener... -010005-100000...
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