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Funding in Cost Distribution in Travel can be made on the Trip Level or the Trip Item Level

A. Update Trip Level Cost Distribution
1. To Enter funding line other than the default funding line, Click the Cost Distribution button
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2. Onthe pop-up screen
a. Change the 1% line % Distribution to 0%. The 1* line is the default funding line of the
trip.
b. On the 2™ line, Enter XXX% and the complete account assignment
c. Click “Enter”
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B. Multiple Funding in Trip Level Cost Distributions
1. To Add an expense funding line in addition to the default, Click the Cost Distribution button
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2. Onthe pop-up screen
a. Change the 1% line % Distribution to XX%. The 1*' line is the default funding line of the
trip.
b. On the 2" line, Enter XX% and the complete account assignment of the additional
funding line
c. Click “Enter”

Test Travel Priveleges, PersNo. 1045100

[P Simulate &7 approve ¥ Trip Status 2 Account Assignment 3 Results: Traval Request

General Trip Data PD/FR Reimbursement
From 09/20/2013 ooz 0a] Reason  conference M1
End  [09/22/2013]00:00) Ciry san Diego .5 [1] Tac [B|
Country [us ] Region |
Posting Date 09/19/2013
DELETITTT, (= Ti Dats Mantan: Enhanced Cost Asignmert for Entre T x|
Mot Enhanced Cost Assignment for Entire Trip
% Distrib. Cost Center Order WBS Element Fund Grant F
A Receipts | T |5, 1328801 010-0000 NOT REL n* a.
50 1905201 110-6330 74—_ - b.
No [R... ExpT & 5
001 \=| =& 5 =\
002 \:| & Fa 2\
o3| | & v |
ooa| | “» ajr B
o0s || ]
006 \i| = ;__ C.
007 | a
ooa | | [m] UsD USD 09/20/2013 1 -
- 0 <[>

l|t| Receipt ]Iﬂ' Delete J[Eé Costs JFE Infos

Page 2 of 4




GWFILD 5o

2

—
R ¥ V¢
‘ams'®

W

Enter Cost Distributions for Estimated Travel

Business Applications i3 |
Supporting Education EX pense Tl 0

Updated: 9/20/2013

C. Update Item Level Cost Distributions
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1. To Enter an expense funding line in other than default
a. Highlight the Expense Type
b. Click “Costs”
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2. On the pop-up screen
a. The percentage or absolute (amount)
b. Change the 1*' line % Distribution to 0% or $0The 1*' line is the default funding line of
the trip.
c. Onthe 2" line, Enter XXX% or $XXXX.XX and the complete account assignment
Click “Enter
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D. Multiple Funding in Item Level Cost Distributions
3. To Enter an additional expense funding line
a. Highlight the Expense Type
b. Click “Costs”
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4. On the pop-up screen
a. The percentage or absolute (amount)
b. Change the 1*'line % Distribution to XX% or $XXXX.XX. The 1* line is the default
funding line of the trip.
c. Onthe 2" line, Enter XX% or $XXXX.XX and the complete account assignment
Click “Enter
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