Mass Allocation as Approver or Traveler

1) Open the expense report.

2) Click Details
3) Click Allocations
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jeate a new expense, click the appropriate expense type |
hse, click the expense on the left side of the page.
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4) Use the checkboxes to select the expenses you want to allocate
5) Click “Allocate Selected Expenses”
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Allocate By: = Add New Allocation l

[] Percentage * System

D Date v Expense Group Amount
[] 01/22/2015  Meals $2500
[v] 01212015 Meals = $36.00
[] otza2015 Meals 4 $30.00
[#] 01212015 Airing Fees < mm— 53500
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6) Click Allocate by and select either percentage or amount
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Expense List Allocations

Add New Allocation

Summary

Allocate By: »

Clear Selections

Allocate Selected Expenses

Total:$71.00  Allocated:$71.00 (100%) Remaining:$0.00 (0%)

Delete Selected Allocations Add to Favorites

* System Me... * Department /... | * Account * Account Attri...
Amount FANIS || (02)TEXAS A | | (FISC OPS) FH... | | (210410 20000... | | (L} LOCAL |
|:| Date = Expensze Group Amount
[0 olzz201s  Meals $25.00
01212015 Meals $36.00
[] 01232015  Meals $30.00
0172112015 Airiine Fees $35.00
7) Click add new allocation
8) Enter Accounting information
O x
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Expense List Allocations

Summary
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Allocate Selected Expenses Clear Selections

/ Total:$71.00  Allocated:$71.00 (100%) Remaining:$0.00 (0%)
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0212015 Meals $36.00
[ 01232015  Meals $30.00
01/21/2015  Airine Fees $35.00 8
9) Click Save
10) Click OK
11) Click Done
12) Selected expenses will now show as allocated
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Expenses E= View & | New Expense
|:| Date * Expense Amount Requested
Adding New Expense
I:l M/2302015 Meals 230.00 230.00
D M22/2015 Meals $25.00 $25.00
I:l 2172015 Meals $36.00 $36.00
I:l M/21/2015 Airline Fees 535.00 33500
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