Allocation

Allocation is classified as the action of assigning a chartfield spread to an expense.
Allocations can also be used to split expenses across different chartfield spreads by

percentage or amount. Please use this guide to assist with Allocation.

Accessing Concur
1. Go to Travel.ou.edu and login with your 4x4 or username
2. Click Expense from the main menu and either select + Create New Report or access
an open report by clicking on the report name.
3. For more information on how to complete the report header, see the Report Header job

aid.
Allocation
4. When areport is created, a chartfield spread must be entered before expenses can be
added.

5. To change the chartfield spread for an entire report, click on the Report Name or under

Report Details, click on Report Header.
XYZ Conference $222.00 fi

Not Submitted

Report Details v Print/Share v Manage Receipts v Travel Allowance v

Report
Report Header
Report Totals
Report Timeline
Audit Trail

Allocation
Summary

Linked Add-ons Payment Type 1L Expense Type 1L Vendor Details 1 Date= Requested |

6. Update the Chartfield Spread as necessary and click Save.
7. To update the Allocation for individual expenses, click the box to the left of the

expenses and then select Allocate.

XYZ Conference $222.00 fi

Not Submitted

Report Details v Print/Share v Manage Receipts v Travel Allowance v

REQUEST

Approved

$0.00

&  Receiptfl Payment Type Tl Expense Type L Vendor Details | Date= Requested 1|

Please Select. Agenda/Event Information 1110112021 $0.00

Cash/Out of Pocket Daily Per Diem New Orleans, Louisiana 1010412021 $5550

10/03/2021 $5550

Cash/Out of Pocket Daily Per Diem New Orleans, Louisiana

10/02/2021 $55.50

Cash/Out of Pocket Daily Per Diem New Orleans, Louisiana

Cash/Out of Pocket Daily Per Diem New Orleans, Louisiana 1010172021 $5550

8. The Allocation pop-up will appear showing the Total amount of the expense at 100%.
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Allocation

Allocate *

Expenses:2  $111.00

Percent Amount
Amount Alocated $111.00 © Remaining 5000
$111.00 100% 0%
Defaul Allocation
Code Percent %
Default 100
No Allocations
These expenses are assigned 1o your defaull allocation shown above. Click part or all of theso expenses diferent

cencel “

9. To change the chartfield spread value, click Add and the Add Allocation pop-up box

will appear, defaulting in with the chartfield spread from the report header.

Add Allocation *
+ *
New Allocation Favorite Allocations

* Required field
Business Unit *

Y v~ | OuHsC

Fund * 2]
Y v | (AUFEE) Student Agency/Auxiliary Fees

Org * )
Y ~ | (DDS41000) Student Activites

Project o
Y v | NONE

Cancel “

10. Make the necessary updates to the chartfield spread and click Save.

Allocate x

Expenses: 2 $111.00

Percent Amount

Amout Alocated $111.00 © Remaining 50.00

$111.00 100% 0%

Default Allocation

Code Percent %
Default 0
==
(m] Business Unit7,  Fund 1 org T ProjectT,  Source Tl Function T, Entity 1L Purpose?l  Code = Percent %
i 3 y x -NONE-
O OUHSC Student Agency/Auxiliary  Student NONE FEE- Departmental Default OUHSC-AUFEE-DDS41000-NONE- 100
- Fees Activites ACTVITY Research Entity HAACTVTY-00311-00000

11. The updated chartfield spread will be displayed, showing the allocation at 100%.
12. To allocate the charges to multiple chartfield spreads, click Add and enter in the new

chartfield spread.
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Allocation

Add Allocation

+

New Allocation

*

Business Unit *

Favorite Allocations

* Regquired field
(]

I 2% ‘ OUHSC

Fund *

‘ Y v ‘ (AUFEE) Student Agency/Auxiliary Fees

*

Org

‘ Y v ‘ (DDS41000) Student Activites

Project

‘YV‘NONE

be split between the chartfields.

13. A second chartfield spread line will appear and from here, the percentage amounts can

Allocate x
Expenses: 2 $111.00
Percent Amount
Amount Allocated $111.00 © Remaining 50.00
$111.00 100% 0%
Default Allocation
Coce Percent %
Default 0
==
[] BusinessUnitl, FundT orgt Project?, Sourcefl  Functionfl Entity?,  Puposell Code= Percent %
Student - Departmental Default 'OUHSC-AUFEE-DDS41000-NONE-
0 ouksc AgencylAuilary Fees  Sudent Activites NONE  pCTVITY  Research Entity HAACTVTY-00311-00000 S0 ‘
Education & General  Staff Senate/Facuity Departmental Defauit OUHSC-EDGEN-ADHO1003- ‘
al OUHSC Funds Senate NONE Research Entity NONE-00311-00000 50

chosen instead by clicking on the Amount tab at the top of the screen.

14. Note that by default, Concur will split charges by Percentage but that Amount can be

Funds Senate

% The UNIVERSITY of OKLAHOMA

Research

Entity

select the appropriate action.

Allocate
Expenses 2 $111.00
Percent Amount
Amount Allocated 100% © Remaining 0%
$111.00 $111.00 $0.00
Defauit Allocation
Code Amount USD
Default $0.00
==
[] BusinessUnit?, Fundfl Org Ty ProjectT,  Source Tl Function 1 Entity T, PurposeT|  Code = Amount USD
Student FEE- Departmental Default OUHSC-AUFEE-DDS41000-NONE- ‘
0 ounsc Agency/Auiliary Faes  SUdent Activites NONE ACTVITY  Research Entity HAACTVTY-00311-00000 100.00
Educalion & General  Stalf SenatelFaculty Departmental Default OUHSC-EDGEN-ADH01003-
O] ouksc NONE NONE-00311-00000 1.0 ‘

15. To Remove or Edit any allocation line, select the box to the left of the line and then
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Allocation

=

= BusinessUnitf, Fundf] orgtl Project,  Sourcet] Functiont} Entity 1L Purposefl Code = Amount USD
Student FEE- Departmental Default OUHSC-AUFEE-DDS41000-NONE-
OUHSC Student Activite NONE .
AgencylAuxiliary Fees S ACTVITY  Research Enity HAACTVTY-00311-00000 100.00
Education & General Staff Senate/Faculty Departmental Default OUHSC-EDGEN-ADH01003-
OUHSC Funds Senate NONE Research Entity NONE-00311-00000 11.00

16. For chartfield spreads that will be used frequently, select the box to the left of the line
and then select the Save as Favorite button.
17. A new pop-up box will appear and the chartfield spread can be given a simple name.

Click Save when complete.

Save as Favorite

Favorite Name

Admin Account

Cancel m

18. Going forward, this chartfield spread can be quickly selected by clicking on the Favorite

Allocations tab and then clicking on Replace Allocations.

Add Allocation x
+ *
New Allocation Favorite Allocations
Select

@® Admin Account

Cancel | View Favorite ‘ Replace Allocations

19. Transactions that have been allocated to a different chartfield spread than the report
header will display as Allocated.
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Allocation

~ :
XYZ Conference $222.00 @ Copy Report | Submit Report
Not Submitted
Report Details v Print/Share v Manage Receipts v Travel Allowance v
REQUEST
Approved
$0.00
(m] ReceiptT,  Payment Type 1| Expense Type T, Vendor Details T, Date = Requested T
[m] EE Please Select Agenda/Event Information 11/01/2021 $0.00
(m] Cash/Out of Pocket Daily Per Diem New Orleans, Lovisiana 1000412021 gy
(m] Cash/Out of Pocket Daily Per Diem New Orleans, Lovisiana 10/03/2021 AS“'SS f‘j
(m] Cash/Out of Pocket Daily Per Diem New Orleans, Lovisiana 10/02/2021 $55.50
(m] Cash/Out of Pocket Daily Per Diem New Orleans, Lovisiana 10/01/2021 $55.50
$222.00

Additional Information
20. Please note that if a report only has one expense and the allocation is updated at the
expense level rather than the report level, an error will occur. The entire chartfield

spread should be updated by selecting the Report Name.

% The UNIVERSITY of OKLAHOMA Page 5 of 5




