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Concur Expense Report

How to Allocate Expenses



Type of Travel *

QOut of State

Destination * @

Cincinnati

Mame of Trip *

Music Workshop

Start Date *

09/12/2024

the Expense Report. Nothing more needs to be done.

End Date *

09/14/2024

If you are using only one funding source, enter it in the Main Header of

State

Ohio v o X

Purpose of Trip *

Music Appreciation workshop

Report Date

08/01/2025

Report Currency

US, Dollar

Amount Approved *

1,727.05

(00000) Default Sub-Class

Comment

Approval Status *

Mot Submitted

EMP ID

105988395

Project

Report Total *

1,727.05

(90000) TF-CSU Operating...

Program

00000

Personal Expenses *

Amount Due Employee *

1,527.05

Department *

(41406) Accounting Services

/500




If using more than one funding source, you can add additional

chartfields to allocate to selected expenses.

&es (*) Add Expense - Edii Allocate

Alerts|T Receipt]T Payment TypelT Expense TypeT= Vendor Details | T Date [T t Requested [T
Employee Paid Airfare Cindinnati, Ohio 082112024 $762.95
iy Company Paid Conference/Course fees Cindnnati, Ohio 08/21/2024 $200.00
Employee Paid Domestic Hotel Cindnnati, Ohio 09/15/2024 353;3
Employee Paid Incidentals - Location Based Cindnnati, Ohio 09/15/2024 $3.75
Employee Paid Incidentals - Location Based Cindinnati, Ohio 08/13/2024 $5.00
Employee Paid Incidentals - Location Based Cindnnati, Chio 09/14/2024 $5.00
Employee Paid Incidentals - Location Based Cindinnati, Ohio 081212024 $3.75

$1,727.05

After entering all expenses, select the expense(s) you want to allocate. Click the “Allocate”

button.



You can allocate by percentage or amount.

Allocate

Expenses: 16 $1,727.05 View Allocation Group

|. Percent | Amount
Amount Allocated 51,727.05 @ Remaining $0.00
$1,727.05 100% 0%

Default Allocation

Code Percent %
Default 100

Allocations (1) ® Add Save as Favorite
E] Fund [T Department [T EmpIDLT Class|T  Project]T Codef® Percent %
E] Service Charge Trust-543 Accounting Services 105988395 00000 54323-41406-105988395-00000 0

1. Currently, 100% of the total report amount is being expensed to the main chartfield in the report header.
2. Inthis example, | will allocate an amount of $500 of the total report amount to an additional chartfield.



Enter the percentage or amount to allocate to the selected expenses.

Allocate

Expenses: 16 $1,727.05 View Allocation Group

Percent ' Amount |

Amount Allocated 100846 & Remaining 0%
$1,727.05 $1,727.05 $0.00

Default Allocation

Code Amount USD
Default $1,227.05
Atltions (1) (¥) Add | Edil Remowe Save as Favorite

Fund [T Department [T Emp IDJT Class|T Project]T Codel= Amount USD
Service Charge Trust-543 Accounting Services 105988395 00000 54323-41406-105988395-00000 500.00 -

1. Choose whether to allocate by Percent or Amount

2. Select the chartfield.

3. Enter the percentage or amount you want to allocate to the additional chartfield.

4. Save.



Verity the allocations in the Allocation Summary in the Report Details

tab.

Mot Submitted | Report Number: SQUGXX

Allocation Summary
‘ Report Details - Print/Share v Manage Receipts Music Workshop $1.727.05  The sum of allocation amounts may not exactly match the expense amount due to rounding.

Report
Code|T Amount]F
Report Header

. 90000-41406-105988395-00000
Receipt]|T Payment Typell $1,227.05
_ TF-CSU Operating Fund - Accounting Services - 105988395 - 00000

. ; 54323-41406-105988395-00000
Report Timeline Employee Paid _ $500.00
Service Charge Trust-543 - Accounting Services - 105288395 - 00000

Report Totals

Audit Trail

l Company Paid
Allocation Summary h

Linked Add-ons

Employee Paid

Manage Requests

Manage Cash Advances Employee Paid




You can also check the allocations by clicking “Print/Share” then “Detail

with Allocations.”

Mot Submitted | Report Number: BERUGXX
A note about allocations:

Report Details ~  Print/Share ~+  Manage Receipts ~  Travel All ]
The Concur system will always convert

dollar amounts to percentages which
| 1 .
Expenses Detail Report may affect your allocation amounts. If
o _ you need the amounts to be exact and
*Detail with Allocations , )
[ | Alerts) Type can’t seem to manipulate the
percentages, call Marie in Accounting
Services.
D Employee Paid
Company Hierarchy Level Company Hierarchy Level 2 Company Hierarchy Level Company Hierarchy Level 5  Amount
1 Fund Department 4 Class Project
4323 54323-41406 00000 $£500.00

90000 90000-41406 (LLLLY $1.227.05
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