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Objective: This section will guide you through the process of allocating registration fee to a STAP PA. 
 
1. Click Add Expense and select Training/Registration. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Fill out the required fields, then click on the Itemization tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Itemizing and Allocating Registration Fees to STAP PA  

  

SLAC TRAVEL 2 

V05224 

3. In the Itemization tab, under SLAC – Training, enter the registration amount you are allocating to STAP in 
the first line marked Training/Registration – STAP. If you are allocating the entire cost to STAP, enter $0 in the 
second line, as shown in the screenshot below. Once finished, click Save Itemizations.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: After itemizing, you 
will see the "Remaining" 
amount is $0, indicating 
that you have successfully 
itemized the expense. 
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4. Attach a receipt, then click Save Expense to return to the expense report screen.   

5. Locate and select the Training/Registration expense item that you have just added, then click on the 
Allocate button, which will open an Allocate screen. 
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6.  In the Allocate screen, click Add.  

7. You should now be on the "Add Allocation" page. On this screen, you will see the default allocation, initially 
set to your default project with an allocation of 100%. Clear the allocation by clicking on "x" to delete the 
current number (a). Then, Project field, enter 99101 and select it from the list (b), then proceed to complete 
the Activity, WBS, and Fund fields. The end result is shown the screenshot (c) below. Click Save when finished.  
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8. After reviewing the summary of the allocation to the STAP PA, click 'Save'. This will return you to the 
expense screen. Then, click 'Save Expense'.  

 
 
 
 
 
 
 
 
 

Note: If you are not allocating the full amount to STAP, adjust the amount you wish to allocate to STAP. 
Then repeat step #7, selecting another PA for the remaining portion of the registration fee. 
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