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Allocate Multiple Expenses (Continued) 
 

How to…  Additional Information 

Repeat steps 5-7 for each new allocation.  Add as many allocations as necessary. You can 
adjust the amounts and percentages. You do not 
have to allocate 100% of the total. The amount that 
you do not allocate is charged as usual, probably to 
your own cost center. 

Click Save.   

In the confirmation message box, click OK.   

In the Allocate Report window, click Done.  The allocation icon appears on the left side of the 
page with the expense. If the expense is 100% 
allocated, the icon is yellow, red, and green. If the 
expense is not 100% allocated, the icon is blue and 
gray. 

 

  

 
 


