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WORKDAY QUICK GUIDE 
How to Assign a Costing Allocation 

 
 

1. From the homepage, type the 
employee’s name into the search 
bar at the top and click on their 
name when it populates            
 

 
 

2. From the employee’s profile, 
click the “Actions” button and 
navigate to Payroll  Assign 
Costing Allocation 
 
 
 
 
 
 
 
 
 

 

 
3. In the screen that opens, change 

the From date under “Include 
Costing Allocations” to 
01/01/1900. This will ensure that 
you can view all previous 
allocations including those that 
are currently active. 
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4. Next, under Worker Costing, if 

you are allocating the worker’s 
base salary, DO NOT enter an 
earning code.  

 
If you are allocating an 
allowance, please select the 
earning code that matches the 
allowance you are trying to 
allocate. (i.e Chair Stipend 
Allowance, Stipend Allowance 1 
etc.)  
 
Once you are done, click “OK”.                                                                       
 

 

 

 
5. Please note that the following 

steps are critical for maintaining 
employee data.  
 
Please do not overwrite any 
existing allocations or remove 
any existing allocations. 
Instead, adjust the end date for 
any current allocations before 
adding a new one.  
 
For example, if a current 
allocation has an open end date 
of 12/31/2099, but a new 
allocation is starting on 
04/01/2023, end the current 
allocation as of 03/31/2023 
before adding a new allocation 
with a 04/01/2023 start date. 
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6. Next, enter the start and end date 

for the allocation. If any of the 
accounts are Grants, Gifts, or 
Designations, please use the end 
date that corresponds to the end 
date of the funding source.           

 
        

 

 
 

7. Next, scroll down to the Costing 
Allocations window. Next, enter 
the Cost Center, Grant, Gift, or 
Designation. Please note that only 
one of the 4 funding sources may 
be selected for each row. 
 
You will add a new row for each 
account. You will click on the “+” 
to add a new row. 

 
 

 

 
8. Next, scroll to the right to enter 

the correct distribution 
percentage for the account in the 
row selected. 

 
**Please note that the total distribution 
percentages across all accounts must 
equal 100% when complete. 
 

 

9. Once you have entered a row for 
every account and filled out the 
correct distribution percentage 
for each, click “Submit” at the 
bottom. 
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10. Once you have submitted the new 

Costing Allocation, it will route to 
the Cost Center Manager(s) for 
approval.  
 
Once approved, it will route to 
Grants and Contracts for additional 
approval if a Grant, Gift, or 
Designation was selected. 
 
Finally, HR will review, send back 
for changes if needed, and 
approve.  
 
Once HR has made the final 
approval, the costing allocation 
will be viewable on the worker’s 
profile under the Pay tab  
Costing Allocations. If you do not 
have access to the Pay tab on a 
worker’s profile, you can view the 
new allocation by repeating the 
process above through step 4. 

 

 


