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Introduction

Purpose
Use this guide to Allocate Expenses in an Expense Report in Concur on both the desktop and 
mobile app. 

The examples shown in this QRG reflect common expense itemization scenarios, but the same 
steps generally apply to other expense itemizations in Concur with similar functionality.

When to Use this Guide
Use this guide when you need to allocate an expense entry in an unsubmitted expense report. 

Before You Begin

Before starting this procedure, make sure you are working in an unsubmitted Expense Report 
in Concur and have the specific expense entry open that you want to allocate. Confirm that you 
have all required fund details available before proceeding.

Please note that in this guide, Expense Report, Report, and expense entry refer to 
components of the same expense reporting process in Concur. For consistency, Expense 
Report is used throughout this QRG when referring to the report, and expense entry is used 
when referring to the individual expense being itemized.
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Expense Allocation (1 of 4)

Open the Allocation Tab

1. Logon to Concur at https://us2.concursolutions.com/ and within the expense 
entry, select the Allocation tab.

Default Allocation

The allocation defaults based on the information entered in the Expense header. 
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Expense Allocation (2 of 4)

Add Allocation

2. Within the allocation screen, select the Add button. 

Select the Fund

3. Select the Fund you want to allocate the expense. 
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Expense Allocation (3 of 4)

Save the Allocation

4. Click Save.

Indicate Allocation Percentage

5. Enter the percentage you wish to allocate to the expense. 
Note: The total amount between all allocations must add up to 100%.
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Expense Allocation (4 of 4)

Save the Allocation

6. Click Save.

Review Allocation

7. From the expense line item in the expense report, review the breakdown of the 
expense allocation. 
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Expense Allocation - Mobile (1 of 3) 

Allocating Expenses in Concur Mobile

1. Start with an unsubmitted expense report with an added expense entry. 

2. Tap the Expense entry to be allocated. 
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Expense Allocation - Mobile (2 of 3) 

Add an Allocation to the Report

3. Tap the Plus (+) icon.

4. Select Allocate from the list.

5. Click the Plus (+) icon to add an allocation.
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Expense Allocation - Mobile (3 of 3) 

Save the Allocation

6. Complete the required information marked with an asterisk. 

7. Once complete, tap Create.

8. Repeat the steps until all allocations have been entered.

9. Tap the return (<) icon to return to the expense entry. 
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Key Takeaways

Tips and Notes
• Complete itemization first. If an expense requires itemization, finish that before allocating so 

your split is applied correctly.
• Confirm allocations after edits. If you change the expense amount, date, or itemization, 

recheck the allocation to make sure it still reflects the correct split.
• Save before moving on. This helps prevent losing allocation changes, especially when working 

through multiple expenses.

Outcome
You have allocated an expense between multiple funds in an expense report in Concur. 

Related Training

Use these resources if you need more detailed instruction:
• Concur Essentials: Travel Request & Expense (Desktop and Mobile) web-based training 

(WBT)
• Creating an Expense Report (Desktop and Mobile) job aid

WBTs can be accessed via My ARCareers under the My ARLearning tile.
• Click here for a video demonstration on how to enroll in a WBT.
• Password reset requests for My ARCareers should be submitted to arcareers@arkansas.gov. 

You can also call the Help Desk at 501-682-1800.
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