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If an override payroll cost distribution is needed, for a new or existing employee, then the first step would 

be to create control record. A control record is the list of commitments for an individual based on 

assignment. 

Note: CDEM access will be granted to new employees on or after the start date. 

Control Record Entry 

1. Log into Cost Distribution Entry Module via MyUK, Enterprise Services, Cost Distribution Entry

Module:

• Type the person’s last name in the search field. If the person you are looking for does not show

up, you will need to create a control record.

2. Click on Create Control Record

3. Type in Last Name or Person ID and click Search for Person. Click the box to the left of the

individual’s name, and then click the box to the left of the Perner to create a control record

You have now created a control record. 
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Next Steps 

Existing employees: Will have Commitments already entered into CDEM that pulled from their 1018 

screen. If one of these commitments will be used for the employee’s cost distribution, you do not need to 

enter a commitment. You are now ready to create a cost distribution. 

 

New employees: You will now need to enter a Commitment(s) before you can begin to create a cost 

distribution.  

 

Access the QRG – CDEM Adding Commitment & Entering Cost Distribution. 

https://cafebusinesscenter.ca.uky.edu/files/qrg_-_cdem-adding_commitment_and_entering_cost_distribtion.pdf

