Allocating Expense

Objective: This section will go over how to allocate costs to multiple project accounts in both Request
and Expense. This is used when your trip is funded by different cost centers / projects.

& . . .
. Note: The Allocations feature allows you to allocate expense to different cost centers / project
= accounts, which will be charged for those expenses. You can allocate a single expense such as a

registration cost, or multiple expenses.

1. After adding all travel expenses, select an expense and click the Allocate button on the right.

Request: Save Ellocale

4

Expense: Aloests [ Attach Receipt ][ Cancel ]

2. A popup screen for Allocations will appear. Select the expense types that need to be allocated. Then click
the Allocate Selected Expenses button.

Allocate Selecied Expenses Clear Selections
’

|:| Date = | Expense Type | Group | Amount|
|:| 10/01/2019 Airfare $800.00
10/0172018 Hotel $594.00
/D 10/01/2019 M&IE: Single ... $531.00
[] 1omiz2019 Registration $580.00

3. The cost center that was entered on the Header will appear with 100% allocation. Click on Add New
Allocation to add a new cost center, and adjust the appropriate percentage of the allocations.

Allocations Total:3554.00  Allocated:3594.00(100%) Remaining:S0.00(0%)
] Percentage *Trip Type ® uh—Trip Type | " Company Code = CostCenter |- Work Package |- JobPackage | Coce |
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4. Once you have made all appropriate allocations, click Save. You will now see an indicator on the
expense(s) that are being supported by multiple cost centers.

Request Header ) || Segments | Expenses | Approval Flow || Audit Trai
<[4
[] pate | Expense Type Amount « Requested | I:
[] 0602018 Airfare 550000 550000 A
7 osorois Fer Diem: Single 383250 353250
7 osmorots Hotel 5121300 s1218.00
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Contact ConcurSupport@pppl.gov for additional questions



