To allocate an expense report, log into Concur and open the expense report you need to allocate:

Step 1: Select All Expenses (if you are allocating specific expenses to different accounts, select the
expenses to be charged to the first account—if it is by % or S amount per account, proceed as shown
with ‘Select All’)

Step 2: Select ‘Allocate’

Step 3: Select ‘Allocate By’ and select how it will be allocated (% or S amount), this is by % by default.
Note that it is eventually turned into a % based on the S amount per account.

Step 4: Enter either the $ amount or % to be used for the funding account, using the ‘Add New
Allocation’ button until the entire report is allocated

Step 5: Select ‘Save’ then ‘Ok’

Step 6: Select ‘Done’

NOTE: You can see the ‘Total’, ‘Allocated’, and ‘Remaining’ amount to be allocated on the top right of
the screen.
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