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STEP ACTIVITY 

 

What are 

Allocations? 

 

Allocations in Concur allow you to assign different chartfields (i.e. funds, 

departments, etc.) to different travel expenses. For example, if part of your 

travel is being covered by HM500 and the rest is being covered by a different 

fund (or funds), this guide is for you. 

 

If you are using multiple 

funding sources for travel, 

you’ll need to allocate 

funds when you initiate 

your trip request, and 

again when you create 

your expense report after 

you return from traveling 

to receive the proper 

travel authorizations. 

 

Part 1- Travel Request: allocating expenses in your request gives you the 

initial authorization to use certain funds prior to traveling. 

 
 

 

Part 2- Expense Report: allocating an expense report happens after you 

travel. Allocating an expense report identifies which funds will actually be 

charged. 

Part 1 
 

ALLOCATING A TRIP REQUEST (before traveling) 

 
ALLOCATING A TRIP 

REQUEST (before 

traveling) 

 

Proceed with your new 

request as you normally 

would (by selecting 

“Create New Request” 

and filling out the header 

as is standard). 

 

Then, add expenses 

to your request by 

clicking the blue 

“Add” 
 

 
Allocating Funds in Concur 
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After expected 

expenses are added, 

select the expense 

requiring allocation by 

clicking the box to the 

left of the expense line, 

then select “Allocate” 

from the row of blue 

action items. (You may 

select all expense lines if 

total amount is being 

split between chartfields 

rather than specific 

expenses). 

 

This will open a box that 

will allow you to allocate 

based on percent 

(percentage of total 

amount you want to 

come from a certain 

chartfield) or by amount 

(specific amount coming 

from the chartfields).  

 

 

 

 

 

 

 

 

 
Click the blue “Add” to 

add the new chartfield, 

which opens up this 

screen. Add the new 

chartfield here by typing 

in and selecting from the 

category drop downs 

and hit “Save”. 
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The chartfield will appear 

here as shown. This is 

where you can select 

Percent allocated or 

Amount allocated by 

selecting the preferred 

tab at the top, then you 

can edit the actual 

percentage or amount to 

the far right of the 

chartfield.  You can add 

more than one chartfield 

on each expense. Select 

“Save” once done. 

 

 

 

 

 

 

 

 

 

 

After hitting Save, it will 

take you back into the 

main page of your 

request. Expense lines 

that were allocated will 

now say “Allocated” on 

the right hand side under 

the total of that line. 
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You may double check 

the allocations by 

clicking the “Request 

Details” dropdown and 

then selecting 

“Allocation Summary” 
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This will provide you with 

the breakdown of 

expenses being 

allocated to each 

chartfield. If you do not 

add a chartfield through 

Allocation, all expenses 

will come from the 

original chartfield 

entered in your Request 

Header.  

 

 

 

 

 

 

 

 

 
Once all expenses 

have been added 

and allocated as is 

appropriate for your 

unique situation, you 

may submit your 

request by clicking the 

orange “Submit 

Request” in the upper 

right. This will now route 

to the appropriate 

COA (budget level 

approvers) for each of 

the chartfields utilized.  

 

 

 

 

 



6  

 

 

 

 

 
 

Part 2 

 

ALLOCATING EXPENSES IN YOUR EXPENSE REPORT 

 
 

 
It is important to keep in mind, the allocations in your Request will not carry over to your expense 

report. Allocating in the Request allows the Request to route appropriately for budget approval. 

Allocating in your Expense Report is where specific expenses (or total amounts) are being assigned 

to specific chartfields.  

 

 
First, go to your approved 

Request, and click the 

orange “Create Expense 

Report” in the upper right 

hand corner to create an 

Expense Report linked to 

your request. 

 

 

 

 
 

 

 
Add your expenses from 

the trip by clicking the 

blue “Add Expense”.  
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Add all expenses incurred 

on your trip by selecting 

Available Expenses (travel 

card transactions) or 

Create New Expense (out 

of pocket expenses 

needing to be 

reimbursed). 

 

Please see “Expense 

Reports” guide if you have 

questions about 

adding/creating 

expenses.  

 

 

 

 

 
After expenses are added, 

select the expense 

requiring allocation by 

clicking the box to the left 

of the expense line, then 

select “Allocate” from the 

row of blue action items. 

(You may select all expense 

lines if total amount is being 

split between chartfields 

rather than specific 

expenses). 
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This will open a box that 

will allow you to allocate 

based on percent 

(percentage of total 

amount you want to 

come from a certain 

chartfield) or by amount 

(specific amount coming 

from the chartfields).  
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Click the blue “Add” to add 

the new chartfield, which 

opens up this screen. Add 

the new chartfield here by 

typing in and selecting from 

the category drop downs 

and hit “Save”. 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 
The chartfield will appear 

here as shown. This is 

where you can select 

Percent allocated or 

Amount allocated by 

selecting the preferred 

tab at the top, then you 

can edit the actual 

percentage or amount to 

the far right of the 

chartfield.  You can add 

more than one chartfield 

on each expense. Select 

“Save” once done. 
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After hitting Save, it will 

take you back into the 

main page of your 

expense report. Expense 

lines that were allocated 

will now say “Allocated” 

on the right hand side 

under the total of that 

line. 

 
 

 

 
You may double check 

the allocations by 

clicking the “Report 

Details” dropdown and 

then selecting 

“Allocation Summary” 

 

 

 

 

 
This will provide you with 

the breakdown of 

expenses being 

allocated to each 

chartfield. If you do not 

add a chartfield through 

Allocation, all expenses 

will come from the 

original chartfield 

entered in your Report 

Header.  
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Once all expenses have 

been added and 

allocated as is 

appropriate for your 

unique situation, you may 

submit your request by 

clicking the orange 

“Submit Report” in the 

upper right. This will now 

route to the appropriate 

COA (budget level 

approvers) for each of 

the chartfields utilized. 

 

 

 

 

 

 

 
 

 

 
 

 


