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Using Proration in CDEM (Example) 

Simplified example and explanation on using proration in CDEM.  Broader details and 
information available on QRC CDEM Complete Details. 

 
 
Proration CDEM provides a function to prorate commitment to be used for cost 

distribution when an effective period does not begin and/or end on a payroll 
cycle.  CDEM will calculate the cost distribution percentage based on the 
dates entered.  This allows a more precise calculation and eliminates user 
errors.  Salary and fringe expenses will prorate based on the calculated 
prorated percentage. 

The benefit of using 
proration is CDEM will 
calculate the 
percentage to charge 
the cost object based 
on the number of days 
in the month 

Example of how a cost distribution looks on a proration 

 

Search for individual 
 
 

 

COST OBJECT STARTS / ENDS IN THE MIDDLE OF A PAY PERIOD 
Click on the arrow to 
view a list of 
commitments for the 
individual 

 

Click Add a 
commitment item icon 
to add commitment 
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Select type of cost 
object 
 
CC = Cost Center 
WBS = Grant  

Enter cost object 
number 
 
Although this example 
is a WBS, all cost 
objects function alike. 

 

Click check to view 
the cost object 
summary 

 

If the cost object 
entered is correct, 
click Enter Percentage 
 
  

Check if you want to 
be notified when the 
budget period is 
extended 
 
Notification can be 
check/unchecked at 
any time  

Enter the general 
percentage of time 
committed to working 
on a project over the 
effective period 
 
Note:  Fringe follows 
salary percentage 

 
Enter a note (optional) 
in the text field to add 
descriptive and helpful 
information in 
reference to the entry 
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Click Save to continue 
 
Click Back to go back 
to the cost object 
enter screen  

The budget on this 
example does not 
span a whole month 
 
Click edit icon 

      
Check the Use for 
Proration (UFP) when 
the effective period 
does not span the 
entire payroll period  

 
Note:  Use for Proration allows for the appropriate distribution of all fringe 
benefits 

Click Save Effective 
Period to save 
changes or Cancel to 
exit without changes 

 

Click Create New Plan 
button to create a new 
cost distribution plan 
 
Effective periods from 
active plan are copied 
from 1/1 current year 
forward 

 
Note:  Effective periods with exact match are consolidated (cost object and 
percentage) 

Click display icon to 
view that effective 
period’s cost objects, 
percentages and 
salary details 
 
Click Update 
Distribution to change 
cost distributions on 
cost objects within 
that effective period 
 
Click Add Cost Object 
to add additional cost 
objects 
 

 

 

 



Quick Reference Card – CDEM Proration (Example) 

4 
 

 
 
Enter or change SIO 
information as 
needed.  Cost objects 
can have multiple 
SIO’s by adding that 
cost object again with 
it’s one SIO and 
percentage. 
 
Enter or change cost 
distribution 
percentage as needed 
 
 
 
Click Save Changes to 
save changes made 
 
 
 
Cost distribution 
percentage is 
calculated based on 
the start/end date and 
number of days in 
effective period 
 
If the prorated 
percentage is not 
100%, click + Add 
1018.  CDEM will 
increase the 
percentage on the 
cost objects assigned 
in the 1018 so the 
prorated total is 100% 
 
Confirm to continue 
for CDEM to auto 
calculate the COs 
percentage increase 
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Click Display to edit 
effective periods as 
needed to add new 
cost object 

    
As needed, click Add 
to create new 
effective period 
 

Enter start date, end 
date and click Create 
Effective Period to 
continue 
 

 
 

 

 Click display icon to add cost objects and percentages 
Create and initiate In-
Progress plan 

Follow QRC Create, Initiate and Approve In-Progress Plan in CDEM to update 
IT27s 

ASSIGNMENT STARTS / ENDS IN THE MIDDLE OF A PAY PERIOD 

Click on the arrow to 
view a list of 
commitments for the 
individual 

 
On the left, click the 
Display icon on the 
cost object to change, 
then on the right, click 
the Edit icon 

        

Change start or end 
date to reflect 
assignment dates 

 
Check the Use for 
Proration (UFP) when 
the effective period 
does not span the 
entire payroll period  

Note:  Use for Proration allows for the appropriate distribution of all fringe 
benefits 
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Click Save Effective 
Period to save 
changes or Cancel to 
exit without changes 

 
Click Create New Plan 
button to create a new 
cost distribution plan 
 
Effective periods from 
active plan are copied 
from 1/1 current year 
forward 

 
Note:  Effective periods with exact match are consolidated (cost object and 
percentage) 

Click display icon to 
view that effective 
period’s cost objects, 
percentages and 
salary details 
 
Cost distribution 
percentage is 
calculated based on 
the start/end date and 
number of days in 
effective period 
 
If the prorated 
percentage is not 
100%, click + Add 
1018.  CDEM will 
increase the 
percentage on the 
cost objects assigned 
in the 1018 so the 
prorated total is 100% 
 
Confirm to continue 
for CDEM to auto 
calculate the COs 
percentage increase 

 
 

 
 

 

 
Subsequent effective 
periods may need to 
be edited to remove 
cost object 

In this example, August 2020 needs to be edited to remove this cost object 
because the original ending date was 8/31/20 

 
Create and initiate In-
Progress plan 

Follow QRC Create, Initiate and Approve In-Progress Plan in CDEM to update 
IT27s 

 


