


Concur Expense Report

How to Allocate Expenses



If you are using only one funding source, enter it in the Main Header of 
the Expense Report. Nothing more needs to be done.



If using more than one funding source, you can add additional 
chartfields to allocate to selected expenses.

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



You can allocate by percentage or amount. 

1. Currently, 100% of the total report amount is being expensed to the main chartfield in the report header.
2. In this example, I 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.

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.



Verify the allocations in the Allocation Summary in the Report Details 
tab.



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

A note about allocations:
The Concur system will always convert 
dollar amounts to percentages which 
may affect your allocation amounts. If 
you need the amounts to be exact and 
can’t seem to manipulate the 
percentages, call Marie in Accounting 
Services.
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