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Allocating Expenses 
The Allocations feature allows you to allocate selected expenses to multiple chart field 
strings. This should be performed after the Itemization if allocating to multiple expense 

types. To allocate: 

1. With the report open, to create or edit a single expense, single click the line that you 
want to edit. 

 

 
 
 

2. Click  ALLOCATE at the top of the Expense Type (under Details) 

 

3. A new screen will open, start by selecting Percentage or Amount. 

4. Add as many allocations as necessary. 
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You can adjust the amounts and percentages. The total amount must be allocated  to 

100%, otherwise an audit rule is flagged and you will not be able to submit the report. 

 

 

 

 

 

 

5. Type in the Fund, Department, Program Class, and/or Project code by Text or by Code. 

6. Click Save 
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7. Click Save Expense. The allocation will show under Requested on the Expense Report. 
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