
Costing Allocations for Hourly Contracts 
In this example, an additional part-time job is added for a contractual worker effective 
October 1, 2024. The contract end date is June 30th, 2024. 

The initiator is prompted to create costing allocations. Here’s the screen you see when the 
task appears in your Workday MyTasks inbox. Whenever you see this page, please do not 
hit Submit without creating a valid allocation. 

Step 1A: Always choose Worker and Position. Never try to limit the allocation to an Earning 
code as the worker could receive additional earnings through payroll. Click Add. 



Step 2: 

Determine the pay period the Contract end date falls into. For the Contractual group, June 
30th 2025 is contained in the pay period 06-18-2025/07-01-2025. 

Ask your payroll team to provide you with the Payroll Period schedule and keep it handy. 

 

On the next page, start your costing allocation with the first day of the contract even if you 
are creating a post-dated entry and the Pay period containing the Start date is already 
in the past. Workers can and will input their time with the retro dates going back to the 
contract Start date and you need to cover the entire duration of the contract. 

Step 3 

a. Set Start date and End Date 
b. Enter a USource or a Grant – it will pull all other related worktags. Do not change or 

delete them 
c. Submit your allocation 

 

 

  





 

This is how the Period Activity Pay should be set: the Payment End Date now aligns with 
the Pay Period End Date. 

 

 

 

Click on the Costing Override bubble and on the pop-up page: 

a. Enter a Driver Worktag (a USource or a Grant) 
b. Do not override or remove any related worktags that will appear in the Additional 

Worktags 
c. Enter the Contractual Detail Code 
d. Click Submit 

 



 

 

Now, the Costing Allocation will fully cover the employee’s last payroll. 

 

 

  



 

 

 

 


