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Welcome Western Washington University to Christopherson Business Travel's online booking tool!
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2. To change the funding, select one or more expenses and click the Allocate button:
Request Details w Print/Share Attachments
EXPECTED EXPENSES
L)
Expense type Details pate ¥
Alr Ticket Bellingham (BLI) - Washington (WAS) : Round Trip 02/01/2021
Ground Transportation/Taxi/Uber/Lyft to/from airport/home/lodging 02/01/2021 §
3. This opens the Allocation wizard. Add funds by selecting the fast index or Grant:
Allocate *
Expenses: 2 $600.00
Percent Amount ‘
Amount Alocated $600.00 @ Remaining g 50.00
$600.00 ‘ 100% 0%
FBCOVI-1-15301-5230-084LSA 00
No Allocations
These expenses are assigned to your default allocation shown above. Click the allocate button to allocate part or all of these expenses differently.
Add Allocation
+ *
New Allocation Favorite Allocations
* Required field
Index * (1] Chart * 2]
| Y v ‘ (FBENGD) Engineering & Desi | ‘ Y v ‘ 1) Western Washington University |
Fund * (] ORG* o
| Y v ‘ (12563) Engineering and Desig .. | ‘ Y - ‘ (3810) Engineering and Design ... |
Program G Activity
| Y v ‘ [011TEC) Instruction Engineering ] ‘ Y - ‘ Search by Code
Location | (OMTEC) Instruction Engineering and Design
| Y ~ | Search by Code |
Add to List
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4, Each added fund appears below the bar. Add more funds (including the default fund from the
Header if desired).
5. Once all the needed funds are showing in the window below, use the Percent or Amount tabs at
the top to split as desired:
Allocate
Expenses: 13 $608.00
Percent Amount ‘ .
Amount Allocated 100% © Remaining 0%
$608.00 $608.00 $0.00
Default Allocation
Detaut “50.00
[m] Index Chart Fund ORG Program Activity Location Code = Amount USD
Purchasing Operations ‘é”j;‘fﬁ':;’"“h‘"g‘”” Business Senvices Procurement Logistical Senices - Operating :-512?4‘;?53 5.054L5A 100.00 ‘
D i:;j:;dms/somnces—}:nn \é\:‘eivset::y\’hlsshmgmn ‘:’;S‘:‘::“:: the [S]‘Eu;:;:;ngm of Environmental \éx:lr::snn the Peninsulas :2;5;5/:3907““‘”“3 254.00 ‘
o Env Studies/Sciences-Poulsbo a?j;:;;;/vaah\ngtnn \;\f:;::rﬁ:: the g‘EuD;‘:;ﬂEH[ of Emvironmental \é\is;lr:::n the Peninsulas :,EEUSUF;BJ]QU,U“\NTP 254.00 ‘
6. Click the Save button. Review and confirm your changes in Request/Report Details > Allocation

Summary:
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Requests Expense Approvals Reporting = App Cente

Approvals Home Requests Reports

Multi-Leg Trip 12345678901902309 $2,270.00

Pending Supervisory Approval | Request ID: 36FL

Print/Share w Attachments w

Request Details w

Request PENSES

Request Header
Request Timeline

Audit Trail Details

Allocation Summary I

Air Ticket Bellingham (BLI) - Tokyo (TYO) : Multi City

Lodging Tokyo, JAPAN
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