SAP Concur

Allocating Expenses

As you create an expense report, you can allocate expenses to different projects or
departments.

1. To allocate expenses, on T
the Manage Expenses SAP Concur [C] = Requests  Travel = Expense  Invoice  Approvals  App Center R &
page, select the check box
for the expense you want

Manage Expenses View Transactions

@ Success! You have cleared all alerts on this report.

. . &
to allocate, or the check S Bl O
box at the top of the ReportDotts v PiciShure v Manage Recsit v
column to select all Select the appropriate
eXpenses. 3 d CheCk bF)X ; 11/19/2017  $103.00

Pacific Beach Ale House 11/1812017 $35.00

<+ American Express Dinner Chicago, llinois

$138.00

2 - C | iC k AI Iocate- Administration~ | Help~

SAP Concur Requests Travel Expense Invoice Approvals App Center Proflo. ~ ®
-

Manage Expenses View Transactions

° Success! You have cleared all alerts on this report.

Business Trip $138.00 [e——

Not Submitted

Report Details w  PrintShare v Manage Receipts w

& Receipt  Payment Type Expense Type Date v Requested

M ==l  American Express Car Rental § o 11/19/2017  $103.00

) + American Express C[|Ck Allocate_ 11/18/2017  $35.00

$138.00




SAP Concur SAP

On the Allocate screen you can allocate your expenses by Percent or Amount. The
total expense Amount, the amount Allocated, and the amount Remaining display. The
total amount must be 100 percent allocated, otherwise an audit rule is flagged and
you will not be able to submit the report.

In the following example, you will see how to allocate the expense by Percent.

3. To allocate the expense oy
by percent, verify that Expsses 1 | $12200
Percent is selected, and e Anount__]
then click Add. $123.00

Default Allocation

Code
10-30C-3030

Your company determines

the field names and field Add Allocation
types that appear on the = N
NeW A”OC&tIOI"I tab New Allocation Favorite Allocations

* Indicates required field

4. After you enter the

Company Department o

approprlate |nformat|0n’ Y v | (10) United States Y ~ | (300) Sales
. = Cost Center Project
C“Ck Add tO LISt' Y ~ | (3030) Mid Market Y~

Cancel Add to List

N

Click Add to List.
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5. To add an additional line

item to the expense, click
Add.

6. For this example, select
the appropriate Cost
Center, and then click Add
to List.

xpenses: 1 $123.00

Percent Amount

Aliocated $123.00

$123.00 100%

Pefault Allocation

Code.

10-300-3030

Company ) Department Cost Center Project

United States Sales Mid Market

Add Allocation

+ *

New Allocation Favorite Allocations

Company

Y ~ | (10) United States

Cost Center

Y v | (3030) MﬁMarkeﬂ

Recently Used
(10-300-3030) Mid Market
(10-300-3020) Small Market
(10-200-2010) Audit

(50) Japan

(10-400-4020) Television

(3010) Large Market
(3030) Mid Market

© Remaining 50.00
0%

Code ~

10-300-3030

* Indicates required field
Department o

Y v | (300) Sales

Project

Y~

Percent %

100

Cancel Add to List
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You can adjust the Percent —
amount for an allocation line == ==
item and the other line R Amoun

Amount

item(s) will automatically $123.00
adjust to equal 100 percent

c1°l=Jt-3UU-.’5U‘:I\U

7. Tosave the allocations =]
and return to your
expense report, click C
Save.

The expenses display as
Allocated.

8. To view the allocation for
this expense, click the prer—
A”ocated |ink_ Alerts  Receipt  Payment Type Expense Type ate Requested

Business Meal (attendees
Attendees (1

Manage Expenses View Transactions Cash Advances

Sales Meeting $146.00

O Returned | COMMENT - Sue Peterson: Please inclu... View Report Timeline

Company Paid

The allocation details appear in
a separate window.

Company Paid Allocated

Percent

9. Click View Allocation if you SAP
need to modify it or click X |_—
to close the window. T P

Service Status (North America)
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In the following example, you will see how to allocate an expense by Amount.

1. Click the expense to open
it.

Manage Expenses View Transactions Cash Advances

Sales Meeting $146.00
O Returned | COMMER Np.)

B Click the expense [
to open it.

Receipt  Payment Type

Company Paid

Company Paid

$146.00

2. Click Allocate.

Manage Expenses View Transactions Cash Advances

> Taxi $23.00 m

Details

@ Allocate

Expense Type *

Taxi

Transaction Date *

EE | 04/17/2019

3. To assign the appropriate
allocations by amount,
click Amount.
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4. To add line items to the
expense, click Add.

5. Forthis example, select the
appropriate Cost Center,
and then click Add to List.

6. Modify the amounts as
needed.

Add Allocation

- *
MNew Allocation Favorite Allocations

Company o
Y ~ | (10) United States

Cost Center e
Y ~ | (3030) Mid [yarket

Recently Used
(10-300-3020) Small Market
(10-300-3030) Mid Market
(10-200-2010) Audit

(50) Japan

(10-400-4020) Television

(3010) Large Market

TR R L)

Company Cost Center

Department

Project Code a

United States Sales Small Market

10-300-3020

United States Sales Mid Market

10-300-3030

* Indicates required field

Diepartment
Y « | (300) Sales

Project

T~

Cancel Add to List

Amount USD

11.50

Modify the amounts,
as needed.
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The amount(s) of the other line
items adjust to equal the total el | 20

expense amount.

Amount USD
$0.00

efault Allocation

7. Click Save.

10-300-3030

t Drojec Code Amount USD

Company Department
5.00
I

United States

United States

View Transactions Cash Advances

8. To save the allocation for
this expense, click Save s

Expense.
i Click Save Expense.

The expenses are now allocated,
and you are ready to submit
Taxi

your report.

E= | 04/17/2019

Expense Type *

Vendor Name

Payment Type *

Company Paid

Currency *

Amount *

23.00

US, Dollar

Last updated: 15 June 2019
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