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Note: If at anytime you make an error in the cost distribution, you can click on reset plan and 

this will take you back to the original active plan.  

Log into CDEM via MyUK, Enterprise Services 

 

1. Search for employee by typing in partial last name, Person ID, etc. and click on name to open 

Control Record.  

 

2. Be sure you are in an “Active” plan 

        

 

 

 

 

 

    

 

3. Click on > button to the left of Commitments to view the account numbers. If the account 

number is not listed, then you will need to add a new commitment. 

 
To add a commitment, click on green icon (right side of screen). 
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A pop-up Box will appear. From the Select type drop down menu select either (CC (cost 

center) or WBS (grant), type in the account number and click <Check>.  

 

 
 

Click the Notify when budget period is extended box (optional) and enter the percentage of 

time, add notes (optional) and click <save>. 

 

 
5. Click on the <Create New Plan> button 

 
Note: The version changes to “In-Progress” 
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6. Click on the green icon under Effective Period View to Create a new effective period. 

 
 

 

A pop-up box will appear, add start date, and end date and click <Create Effective Period>. 

 

 
7. Click on the View Detail icon to update the distribution. 

        
8. Click on the <Update Distribution> button. 
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9. Click on the <+ Add Cost Object> button. 

 
10. Add the account numbers under the Cost Object field—when you start typing the number, 

you need to select one of the options (do just type in the whole number and hit enter - if you 

do this, the cost object description will not pre-populate), enter your SIO (if applicable), enter 

the percentages, and click on <Save Changes>. 

 
11. Check if there are any validation messages, if you receive a message that says future cost 

distributions do not add up to 100%, click on the + Add 1018 button. This will force CDEM 

to default to the 1018 distribution when a grant ends and will remove the error message. 

   
12. Click on the AVC check, and Initiate workflow 

 
13. A pop up box appears, you can enter notes (optional), click on initiate 
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14. Review your work, and if correct, click on Approve Plan 

 
A pop up box will appear. Enter notes (optional) and click on approve. 

 

You will see a message that says Pending SAP Posting. Once it posts to SAP, the plan will 

change to “Active”. 
 


