TEXAS AGM

How to Allocate Estimated Expenses in a Travel Request
KINGSVILLE

First, begin a New Travel Request in Concur. Complete all red fields, as well as the Account and Account

Attribute, as shown above. If this is Student Travel, also complete the Student Travel Activity Type field. If
Foreign Travel, complete those fields as well. Then click Save.
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Click the second tab, Expenses, and begin entering your estimated travel expenses. If any estimated expenses

need to be allocated/encumbered to another account, then click on the line item, then click the Allocate button
(in the bottom right hand corner).
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w How to Allocate Estimated Expenses in a Travel Request
KINGSVILLE

Choose the line item(s), then click “Allocate Selected Expenses”.
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Allocate either by Percentage or Amount. The example shown below is by Percentage. Choose the Dept/Sub-
Dept, Account, and Account Attribute for each account that you allocate to, by clicking on the box, then
dropping down to select.
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When completed, click Save. Then submit your Travel Request.
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