University of Houston Concur Instructions

Allocating Expenses Between Multiple Cost Centers on an Expense Report

Step 1:
Go to the Expense Report to make allocation entries.   Click on the Expense that you want to enter allocations.
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Step 2:
Click on the Allocate button.
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Step 3:
Indicate if you want to allocate by Percentage or Amount.
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Step 4:
You can change the cost center or split the transactions between multiple cost centers.  To change the cost center, simply select different values from the dropdown boxes.  If you want to split the transaction, click on “Add New Allocation” to add another cost center.
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Once the additional line is added, enter appropriate amount or percentage and cost center.  Then, click on “Save”. 
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