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Click on .  

 

 
 

Another row is added. Make changes to the percentage and/or the Cost Object or WBS.  

 

 
 

 Note: the expenses can be allocated by percentage or amount. 

 

 
 

Click on Save. 
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Click on the Expenses tab. The  icon indicates the expenses have been allocated. 

 

 
 

ALLOCATE EXPENSE TYPES 

 

To allocate an estimated expense other than airfare, hotel and car rental, click on an expense type 

from the Expense tab. 

 

 
 

Enter the required expense information and click on . 
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