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How To Use Allocation Favorites   
 
 
1. Open the Expense Report with the items requiring allocation. 

 

2. Click on the Details tab. 

 
 
3. Select Allocations 

 
 
4. Select individual expenses or click on the box next to date to select all expenses 
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5. Click on Allocate Selected Expenses 

 
 
6. The Allocations area opens 

 
 
7. The default allocation type is Percentage. To allocate by amount click on the Allocate 

By tab and select Amount. 

 
 
 
8. Click on Favorites and select the appropriate saved allocation from the list. 
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9. Click Yes in the confirmation dialogue box 

 
 
10. The allocations will be adjusted to what was saved in the Allocation Favorites item 

chosen. Click Save. 

 
11. Click Ok in the dialogue box 
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12. Click Done  

 
 
 
13. Any allocated expense items will appear on the expense report with a pie shaped icon 

. You can hover over the icon with the mouse to see the actual allocation. 
 

 


