
When departments request to have the CNS cost distribution changed, keep in mind: 

• CNS Cost Distribution changes should be requested via your department’s business analyst.

• If the request for the change is made between the 1st and the 24th of the month, the effective
date would be the 1st day of that same month.

• If the request for the change is made between the 25th and the 31st of the month, the
effective date would be the 1st day of the following month.

• Positions will need to be checked to make sure that there is only one occupant in that position;
if there is more than one, check with the department whether they want the same account to
be charged for all occupants.  If positions need to be created, contact the M-G CAFE HR Team.

• Changes will not be retroactive; departments will need to do a JV in order to make changes to
prior months.

• Multiple accounts can be used for CNS cost distribution. State, gift, and income accounts can
be used.

• Grants, Federal Funds, Service Centers and Clearing Accounts cannot be used for CNS cost
distribution.

is set to federal funds, service centers, or clearing accounts, then a 9203 screen must be 
created. 

Example 1018 screen: 

Example 9203 (CNS Fee Cost Distribution) screen: 
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NOTE:  If there is not a CNS Cost Distribution screen, the charges follow the 1018. If the 1018 
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Tableau ITS Converged Fee Report 

• General Information
1. CNS Converged fees are expenses charged to all UK departments by UKITS. These charges are 

incurred for all employees, and they cover technical services such as a phone line, network 
access and network security. It is important for units to regularly review these charges to ensure 
they are charging to appropriate cost objects for each employee. If you see that converged fees 
are being charged incorrectly in your unit, please contact the CAFE Business Analysts at 
cafeanalysts@uky.edu for assistance in correcting these charges.

• Process
1. To access the report, login to Tableau

 If you do not have appropriate Tableau access, request it at this link
 Click “Explore” OR follow the direct report link here
 Click “Employee Reports Detail"
 Click “ITS Converged Fees”
 Click “Detail Dashboard”

Business 
Center 

https://forms.office.com/pages/responsepage.aspx?id=C1MwK7ZpV0S4GEgctT1CrpH611WiztRGiJDtLh8L6XVURUVZMUxNNzIxVkgwVjBFR1RLR1M4UEdNNCQlQCN0PWcu
https://analytics.uky.edu/#/home
https://analytics.uky.edu/#/workbooks/16177/views
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2. To run the report
 Select the Fiscal Year from the dropdown
 Select the Fiscal Month from the dropdown
 Select the Department from the dropdown
 Select the Cost Center from the dropdown (as necessary)

3. Download the report
 Select Download and choose Crosstab from pop-up menu
 Choose “CSV” format for best results, and open in Excel. Filter to view charges on

appropriate cost center as needed.




