
Allocate ALL Expenses to A Different Speedchart 

To Allocate ALL expenses to one non-default speedchart:
- Or, to allocate specific expenses to a different speedchart Skip to Next Page

1. Click on Request Details and then Edit Request Header

2. Click on the Speedchart box and enter the speedchart number. Click Save.

3. This will set the new speedchart as the default for this request and all expenses will 
be allocated to the new speedchart.
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Contact the Travel Hotline at (470)578-4394 or submit a ServiceNow ticket at service.kennesaw.edu/ofs 

1. Select relevant expenses using checkboxes. Click on blue Allocate button.

Allocate Specific Expenses to Separate Speedcharts 

2. Select Amount and then Add.

3. Search for applicable speedcharts. Add home AND new funding source. Click
Save after each.
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Contact the Travel Hotline at (470)578-4394 or submit a ServiceNow ticket at service.kennesaw.edu/ofs 

4. Enter amount to be allocated to each speedchart.
*If no funding is used from the home department allocate $0.00 to it.

5. Click Save.

*6.  Repeat until all expenses allocated.
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