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Expense – Allocations

Check box to 
allocate expense

Select Allocate

Select Add
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Expense – Allocations 

Cost Object defaults
to home Cost Object

Type in code provided

Select Cost Object 

Note: Employee may only type numbers, letters, and periods. All hyphens must be omitted. Enter cost object one 
character at a time, rather than using copy & paste. Once option appears in the list, click on it, do not use the tab button.
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Expense – Allocations 

GL Reference
has been added

GL Reference field 
automatically populates 
based on Cost Object; 
click on it to add 

Enter Market, 
Territory and/or 
Film/TV 
Account Code
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Expense – Allocations 

Select Save

Allocated
drop-down

Allocation 
applied to 
the expense
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Expense – Allocations 

Allocated link shows 
the Cost Object that 
the expense has 
been allocated to

Select drop-down to 
see itemizations have 
been allocated


