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4. Select from the lists or type the appropriate information in the fields, and then click Save.
a. Select to allocate by percentage or amount
b. Select the cost object or WBS element

5. Click done to return to the expense report.
a. The fully allocated icon appears with each allocated expense in the expense list. The
partially allocated icon appeatrs if there is a remaining amount.

6. After the expenses are fully allocated, continue adding to the expense report or click submit
report.
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