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Costing Allocations Overview
Terms & Concepts
[Note: only section slide]
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Research Home Cost Center (RHCC)

= The purpose is to provide a home cost center (A.K.A default cost center) in Workday for all sponsored
project-contingent workers. This facilitates moving health system employees onto and off of sponsored
projects in the most efficient way possible and avoids delays in payroll processing and posting.

= Sponsored projects (4XXXXXXXXXX) cannot be used as home cost centers in Workday.

= Enter new job requisitions for sponsored project/research employees using your RHCC. You cannot enter
an allocation for an employee until the employee's start date, i.e. they become active in Workday.

= Managers have 5 business days to enter the worker's allocation after their start date without needing a
cost transfer request form.

= Updating or changing a home cost center
» Effective date will always be today. Changing a home CC won't change retroactive pay.

= RHCC Reports are available on the Research Homepages in Infor.
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RHCC in INFOR

Research Reports

Financial Report Availability

Financial report and cube data is refreshed daily from 11:30-1:00PM, 3-:30-5:00PM, and 2:00-5:00AM. Please click HERE for real-time report and cube status.

0000000

Home > PRD » Research > Research LDR By CostCenter Owner
|JserName | CostCenter#-CostCenterName i W
Research Reports Q e Research Labor Reports Q e ISD Template Q e Useful Links
Begin Date [9/1/2021 | End Date [10/1/2021 \
@ Summary Budget Status Report @ Labor Account Reconciliation Report @ 13D Upload Templates @ Financial Crosswalk Tables
Detail Budget Stafus Report @ Labor Employee Detail Report .
@ / o Project Personnel [4 < 1 of 1 > b O @ 100% v LEJ v ﬁ] Find | Next
@ Standard Research Invoice @ Research Home Cost Center LDR
@ Milestone: Research Invoice Boston Medical Center ResearCh I.abor D|Str|butl°n
[ P — HEALTH SYSTEM Wednesday, September 1, 2021 - Friday, October 1, 2021
@ Vendor Distribution - Project/Research Post Date Description Pay Period Budget Cat  Pay Code Hours Amount
1
@ Open Commiment Repot ‘ CostCenter#-CostCenterName 5200 962,00
Employee #-Employze Name 52.00 962.00
S10070-Ealaries-Base . 8/23/2021 Posted Payral (8/18/2021 RegHours ER1101-Reqular 5200 6200
510050-Salaries-Other 8/30/2021 Payroll Accrual 08/30/2021 Non-Prod ER1103-Orientation 6,86 12686 | Accrual
510030-Salzries-Cther 10/1/2021 Payroll Reversal 10/01/2021 Non-Prod ER1103-Orientation (6:86) (126.86) Entries
Report Total 5200 962.00
Run by BMC\TYFLACK 10/29/202112:59:28 PM Page 1of 1
Home » PRD) » Research  Research LDR By CostCenter Ouiner
3
elame | <Seec 2 e 1 V‘ ;
Vit Report
i Dite | 2 i b Dae | 2
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Setting up the Default Cost Center

A Default Cost Center can only be a Research Home Cost Center or Department? Cost Center. Projects or
grants cannot be used as the default.

Change Organization Assignments Assign Organizations:

Maintain Sttt

Details

Actions
Effective Date + £

Worker

]

Compensation >
Worker

> Gange Organization Ass gm*ems) -

Payroll > View Team Cont Pasition

Recruiting > Email
Supervisory Organization

Worker History ’ |

Work '
Favorite > izati
9 80 Organizations

Security Profile >
Company
Company *
BMC Company 100
Cost Center

- - - >
Click on the pencil icon to @
|
change to the correct cost centerJ
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Costing Allocations

What is a costing allocation?

= Costing Allocation determines which budget (i.e. Worktag) an employee’s salary/payroll costs
are charged/recorded to in the ledger account.

= Costing allocations are maintained for workers in Workday through the Assign Costing
Allocations task. All workers whose time is frequently compensated through multiple cost
centers would have appropriate costing allocations set up in Workday. Workday needs to know
how to allocate 100% of a worker’s pay.
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General Navigation in WD

Inbox
= Located top right of your screen.

= |tems assigned to you will be listed under Actions (left menu).
= |tems that were submitted and processed will be listed under Archive.

= MENU

Q search

Actions Archive Administrative Review -

15 day(s) ago - Due 03/14/2023
Viewing: All . Sort By: Newest

> Details the process before it is launched to the individual members whose effort is being reviewed by the team lead.
15 day(s) ago - Due 03/14/2023

Effort Certification Status Changed Status
— e -

While several Effort Certification security roles may initiate the institution-wide Effort Certification Process, a second person (An Effort Certification Reviewer who is not the initiator) needs to review
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View Costing Allocations

8]
o

oo

©@ B B E o B

0 x>

Pay

Performance

Career

Costing Allocations

> Default Organizational Assignments

Current and Future Costing Allocations 4 items €—
Start Date End Date
07/01/2023 12/31/2023
02/13/2023 06/30/2023

< View All Costing Allocations

Costing Allocation Level

Worker

Worker

N

If no costing allocation
appears, there is no
current costing allocation
for employee

Click “View All Costing
Allocations” to view
current/past/expired

costing allocations
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Edit Costing Allocations — from Actions button from Employee’s Profile

= From the employee’s profile, click Actions, Payroll, Assign Costing Allocation

Actions

Compensation
Organization
Recruiting

Worker History

Favorite

Security Profile

Worker

Assign Costing Allocation

_—

Assign Costing Allocation

Include Existing Allocations

ron | I |

To ‘ MM/DD/YYYY [£] |

Worker Costing

Use today’s date to show
allocations as of today.
Entering a prior date, will
show all allocations since that
date.

Use this section to

worker |

Position

__#_

Earning ‘

Position Restrictions Costing

Effective Date 1 &

( specify the employee in
L the Worker field

Position Restrictions

Cancel
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Edit Costing Allocations

= Any Costing Allocations that are already in place for the

. ] ) Copy Costing Allocation [ |
employee will be displayed on this page.

81/01/2023 [

= To enter a new allocation: Start Date *

endoate | D 5

» Copy Costing Allocation and make the appropriate
changes

» Use Add button to enter all appropriate information. ¢ CosfingAllocation Afiachments

= Specify the Start Date and End Date of the allocation

»The start date for a new allocation will default to o~
today’s date, so if there are existing allocations, you ,
will see an error message until you change the start 2 Order Default (As of Start Date)
date on the new allocation to a date that doesn’t

overlap existing date ranges. ® O costCenter [ R

» If the start date of a new allocation is earlier than
the start date of the current payroll period, a retro
adjustment and Cost Transfer Form might be

[ If a Costing Allocation should be deleted, click Remove. ]
needed Remove

i [ Click the Add button to enter all information for the new J

allocation
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Worker History

" Go to Job, then Worker History, to see a history of allocations, Payroll Accounting Adjustments (CPAAs),
and home cost center changes

Job Details Job History < Worker History , Organizations Manager Histary Management Chain

Payroll process CPAAs

( Astions ) ( View Worker History by Category ) for retro periods
ﬂgﬂ Worker History 8 items
Business Process Effective Date Initiated On Due Date Completed On Status
Payroll Accounting Adjustment: INNNNEBMME 03/11/2023 09:34:33 PM 03/13/2023 03/11/2023 09:34:33 PM Successfully Completed
I
Job
Casting Allocation: !I 02/28/2023 02:49:00 PM 03/01/2023 03/07/2023 10:30:09 PM Successfully Completed
Compensation
Costing Allocation: - 06/12/2022 03:15:20 PM 06/14/2022 06/13/2022 03:15:20 PM Successfully Completed
Benefits —
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low to Change costing Allocations

Start Date * Default Organizational Assignments (As of Start Date)
Example 1. Allocate 100% of employee’s — costcente-
earnings to another funding source
Costing Allocation Attachments

1. Enter the Start Date and End Date of 5

the a||0cati0n. Drop files here
2. Enter the appropriate funding source .

(cost center, grant, or discretionary).
3. Enter 100 in the Distribution Percent '........ e R R ld

. 1item ® m |_'|
field. - S— ( = ~
'-J_) Order D;I:)ult A2 0] Start E:E:I;it?nlghgfeg?z;n LT Worktags Distribution Percent

4. Attach related document(s) if needed. 00 L ; _— Culb
5. Enter information related to the /

allocation in the comment field. : =
6. Click Submit. You can select Save for

Later if you need to complete and

submit the allocation later.

'_"*.I enter your comment @ ‘
-éisiﬂé’sii( Save for Later ) ( Cancel )
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How to Change Costing Allocations

= Example 2. Split an Employee’s Earnings Among Multiple Funding Sources

1. Enter the Start Date and End Date of the allocation.

2. On the first allocation line, enter the appropriate funding source (cost center, grant, discretionary).

3. Enter the allocation percentage in the Distribution Percent field.

4. Click the + or —sign to add or delete a costing line.

5. If adding a costing line: in the new row, enter the appropriate funding source and the allocation percentage in the
Distribution Percent field.

6. Repeat steps 4 and 5 to enter additional allocation lines.

7. Attach related documents if needed.

8. Enter information related to the allocation in the comment field.

9. Click Submit. You can select Save for Later if you need to complete and submit the allocation later.

See screenshot on next page
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Example 2: Screenshot
Start Date *F 83/13/2023 E]' @ Default Organizational Assignments (As of Start Date)

Alert:

The current override creates a date gap with another proposed or histerical override. If you
want to remove the gap, you can change the Start Date of the new costing aliocation or the
End Date of the last costing allecation. You might need to expand the date range filter to
see the other override.

End Date 12/31/2023

> Costing Allocation Attachments@

i - -1
Jitems » @ o E S

Cost Center: 3.31914003.3191400007 GIM - RESEARCH ENHA

_ 4 . : /_ x 3
N 4 ay t
LT}Q Order Default (As of Start Required \c_wth no D?fault (Mugt Worktags DIS‘II‘IDLRQIO Bt
- Date) have Costing Override)
P = e
o B ’. _ o - ‘
P
e o x mi i 75 ‘
@;x i) Ak
o _ X ——J N : l
\, : : ' /
— —
100.00% -
1 3

1
Remove

Add

k" | enter your comment
\_)
IQ mit ( Save for Later ) ( Cancel )
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How to Change Costing Allocations

= Example 3. Change an existing/approved
allocation with a retro period.

Current Allocation period is 9/1/2022 —
8/31/2023.

1. End the existing Costing Allocation

2. Enter a new Costing Allocation with
appropriate Start Date and End Date

»If the start date is a period that has already
been paid, you will need to attach a Cost
Transfer Form.

» After RF approves the request, Workday
triggers a retro adjustment. This will be
done by payroll.

Copy Costing Allocation [ |

Start Date *

End Date

12;31;2@22 A ‘

Copy Costing Allocation [ |

Start Date *

a1/81/2023 [ ‘

End Date ‘ 88/31/2023 [ ‘
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Things NOT to do and system limitations

Future and retro periods combined

Overwriting allocations

Partial pay period retro adjustments

Position allocations - never do; most frequently happens when allocations are entered before an
employee starts

»How to tell if you have a position allocation

RF will be reviewing for these issues going forward and will return then when we see them.
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Reports and Resources

Reports:

These reports don’t need prompts so will run on all workers that you have security to view
v'All Position restrictions Costing Allocations
v'All Workers Costing Allocations

Resources:

= Link to Workday guidance documents
https://hub.bmc.org/employee-center/workday

= Changing Home Cost Center and Allocations
https://hub.bmc.org/doc/changinghomecostcenterandallocationsdocxhris-workday

= Viewing Cost Center Allocations
https://hub.bmc.org/doc/viewingcostcenterallocationsinworkday102518pdf

= Bi-Weekly Pay Schedule
Bi-Weekly Pay Schedule (BMC Intranet)
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