How to Allocate Expenses and
Create Allocation Favorites

1. Open the Expense Report with the items requiring allocation.
2. Click on the Details tab.
3. Select Allocations

Manage Expenses

Cash Advances =

Normal Travel 3/16 to 31

Print / Email

T+
- Report
£xpenses
Report Header
O Date~
b Totals
. Adding New Expen:
[ ——— Audit Trail
O 031972015
Approval Flow
| EREAE Comments
] oansrms | Cash Advances
Available
[} 031812015 Assigned
O oxezo1s | Allocations
Allocations
O 0317/2015
Travel All

R

Mew Itinerary

j D View T & New Expense Available Receipts
Requested
[ Expense "
$5.00 I
42.75 S )
@ Recently Used Expense Types
$50.00 Rental Car Fuel Parking
Rental Cars Only Personal Car Mileage
200 Hotel
3500 All Expense Types
Business Promotions ..Other
Other Promotional Expense Miscellaneous
Trade Shows ¥ ts

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

i . - N 2 O x
Allocations for Report: Normal Travel 3/16 to 31
Expense List Allocations
Select Group * Percentage Department [y Program [y Fund Source [y * Fund 3 Project [y
@ ev Expense Group Amount
03M7/2015 Fixed Meals 528.00
03182015 Rental Car... $50.00
03182015 Parking 55.00
03/18/2015  Fixed Meals $36.00
[ oam1sz0s Parking 55.00
[0 oamsezos Rental Car ... 54275
13
| Done |
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6. The Allocations area opens

. . x
Allocations for Report: Normal Travel 3/16 to 31 =
Expens Allocations Total:$159.00  Allocated:$159.00 (100%) Remaining:$0.00 (0%)

o EeagE saiew oo | I -

Select Group * [] Percentage * Department [z | * Program [y * Fund Source [yz | * Fund [ * Project [y * Class

100 Py Integr.. 1073201) Dep... 4) Redistributi 10100) O 26105050) 500... | | 301
|:| Date~ Expense | Group Amount D regram fntegr ( 1 oep al stribution ( ) pera ( !
03M7/2... Fixed ... 528.00
03/18/2... Rental ... 550.00
03M8/2... Parking 55.00
0318/2... Fixed ... 536.00
[ o .. Parking $5.00
[] 031%2... Rental... 54275
4 | 3
Save Cancel

7. The default allocation type is Percentage. To allocate by amount click on the Allocate
By tab and select Amount.

Allocations for Report: Normal Travel 3/16 to 31 o

Total:$159.00 Allocated:$159.00 (100%) Remaining:$0.00 (0%)

Delete Selected Allocations Add to Favorites

* Program [y * Fund Source [y7 | * Fund [y * Project [y * Class

* Department Iy?

Select Group

|:| Date v Expense | Group Amount
03M72... Fixed .. 528.00
03M18/2... f

Program Integr.. {1073201) Dep.. (4) Redistribution | | (10100) Opera... (28105050) 50/... | | 301

8. The data that appears represents the default department, program, etc. of the person
creating the Expense Report. This information comes from the HCM system. You may
make an adjustment to one of the fields or add one or more additional lines to split the
allocations. Click on the Add New Allocation to add new lines.

Allocations for Report: Normal Travel 3/16 to 31 =
Expens Allocations Total:$159.00  Allecated:$159.00 (100%) Remaining:$0.00 (0%)
| e [

[] Percentage * Department [y7 | * Program Jy7 * Fund Source [y7 | * Fund 7 * Project [y7 + Class

D Date e |G Amount |:| 100 Program Integr.. (1073201) Dep... (4) Redistribution (10100) Opera... (29105050) 500... | | 301
03/M7/2... Ficed ... 528.00
03/18/2... Rental... $50.00

5,

Parking
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a. Each time you click on Add New Allocation a new line appears and
the percentage automatically adjusts.
b. You may enter the desired percentage amount in the percentage field.

Allocations for Report: Normal Travel 3/16 to 31 =X

Allocations Total:$159.00  Allccated:$159.00 (100%) Remaining:$0.00 (0%)

e T T T

Select Group * [] Percentage * Department [y | * Program [z * Fund Source [y7 | * Fund 7 * Project [y * Class
- . P . o1 NENER) S0
Date Eraes | @ |:| 3333333334 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... (29105050) 50/.... | | 301
v| 0317/2... Fixed ... D 3333333333 Program Integr... (1073201) Dep... (4) Redistribution (10100) Opera... (2910:5050) 50¢.... | | 301
v| 0318/22... Rental ...

[ | 3333333333 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (28105050) 50/... | | 301

. Parking

9. To change any of the available fields, click on the field in the row you wish to make a
change.
a. Select the appropriate choice from the dropdown
b. You may also type the item, such as department, fund source, etc
directly in the field

Allocations for Report: Normal Travel 3/16 to 31 =X

Allocations Total:$159.00  Allocated:$159.00 (100%) Remaining:$0.00 (0%)

Allocate Selected Expenses _ | Add New Alloc ation Delete Selected Alloc ations Add to Favorites

Select Group v [] Percentage * Department [y | * Program fy7 *Fund Source [y7 * Fund 7 * Project [y * Class
33.33333334 P Integr.... 1073201) Dep... 4) Redistribut 10100} O 29105050) 50v.. am
Date * Expense | Group Amount D rogram Integr { | Dep “ striution { ) pera { !
v| 03 Fixed ... 33.33333333 Program Integr... m| | | {4) Redistribution | | {(10100) Opera... | | (29105050) 50/... | 301
v| 0¥ Rental ... .
3333333333 Program Inteqr... . 05050) 50/.. am
7 o Parking g corEm | Type to search by: -
v ®) Text Code
(Code) Text
(0740307) Animal Health -

(1073201) Dept Admin and Program Support

(2011500) Child Support Services

(2011001) After School Care

(4930300) Columbus Terminal

(8100801) Children 1st

(2014401) Assistance for Disabled Childr

(3310502) Benefits

(4631301) Administration

L(3010423) Case Mar it v

10.If you need to delete an allocation row, click in the checkbox next to that row and select
Delete Selected Allocations
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Allocations for Report: Normal Travel 3/16 to 31 =X

Expense List Allocations Total:$159.00  Allocated:$159.00 (100%) Remaining:$0.00 (0%)
e | O | ] o]
[] Percentage * Department [y | * Program [;7 *Fund Source [yz | * Fund 7 * Project [y * Class

TS emn— e ol [ | 33.33333334 Program Integr... | | (1073201) Dep... | | (4} Redistribution | | (10100) Opera... | | (26105050) 50/... | | 301

D3M7/2... Fixed ... 5208 [#] | 3333333333 Program Integr... | | (8100801) Chil... | (4) Redistribu | v | (10100) Opera... | | (29105050) 50/... | | 301

R M g [ |33.33333333 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... (11000050} AD... | | 301

03M8/2... Parking
D3/118/2... Fixed ...
Parking
Rental. ..

OEEEEO

a. Click Yes in the pop up window

Please Confirm

Delete the selected row(s)?

11.1f this allocation is going to be used repeatedly on other expenses or expense reports,
click on Add to Favorites

Allocations for Report: Normal Travel 3/16 to 31 ox

Expense List Allocations Total:$159.00  Allocated:$159.00 [100%) Remaining:$0.00 (0%)
ex J oo sociors JIf s

[[] Percentage * Department [y7 | * Program [y * Fund Source [yz *Fund 7 * Project fyz *Class
[ Datc- Eras || @ Amount ] |s0 Program Integr.. (1073201) Dep... | | (4) Redistribution (10100) Opera... (29105050) 50/... | | 301
D3M72... Fixed ... 528.00 [] |50 Program Integr.. (1073201) Dep... | | (4) Redistribution | | (10100) Opera... (11000050) AD.... | | 301

038/2.._ Rental s

12.Enter a unique name for this allocation and click Save.
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Add to Favorites

Enter Alloc ation ’ ¥abba Dabba Alloc atio ]

Faworite Name:

Save Cancel

13. Click Save

Allocations for Report: Normal Travel 3/16 to 31 mx
Expense List Allocations Total $159.00  Allocated:$159.00 (100%) Remaining:$0.00 (0%)
3 e
0 F * Dep 7 |~ Program [y7 * Fund Source [y | * Fund fy7 * Project fy7 * Class
ERET o—— — mES | | Program integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (29105050) 500... | 301
03M7/2... Fixed ... 528,00 mES | | Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (11000050) AD... | 301
031872 Rental . 590.00
03/18/2...  Parking 35.00
03/18/2... Fixed ... $36.00
[] 03192 Parking 3500
[] 03192 Rental . 54275

a4 »
Cancel
e——
14.Click OK in the dialogue box.
Alloc ations have been saved.
15. Click Done
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16. Any items that have been allocated will display an @ icon. Hover over the icon

with the mouse to view the allocations for that item.

Manage Expenses Cash Advances

Details * Receipts *

Print / Email *

Normal Travel 3/16 to 31

Delete Report ‘Submit Report

Expenses [ 8 B2 vew+  « | newExpense Available Rec eipts
| Date~ Expense Amount Requested
Adding New Expense
] 031902015 Parking $5.00 $5.00
ABG Parking, Atlanta, Georgia
O 03192015 Rental Car Fuel 84275 54275
Enterprise, Atlanta, Georgia
| 03182015 Rental Cars Only $90.00 $50.00
0 @ Enterprise, Atlanta, Georgia
] 03182015 Parking 55.00 55.00
ABC Parking, Atlanta, Georgia
] 03/1802015 Fixed Meals $38.00 $36.00
Augusta (Single Day), Georgia
O 031712015 Fixed Meals $28.00 $28.00
Roopvile (Single Day), Georgia
TOTAL AMOUNT TOTAL REQUESTED
$206.75 $206.75
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