
Cost Allocation sop draft 07/2026 

 

Cost Allocation will be maintained by payroll administration with advice from payroll clerks 
and budget personnel.  No other division has access to update cost allocation, except 
payroll administrators and payroll partners (limited to payroll administration personnel). 

 

Rule 1 – All Exempt from overtime (Exempt=yes in WD) will be Exception Pay Template, 
except for a limited number of DPW Exempt Personnel who are required to enter specialty 
tags and equipment. 

 

 

All employees in the Exception pay Template must have a cost allocation. 

All employees outside of the Exception pay template must have no cost allocation.  

 

There are three business processes for Exception pay maintenance. 

1. Business Process #1 will ask the payroll clerk during an Exempt new hire, except 
select dpw exempt empls, what accounting string shall be input to cost allocation 
accounting strings.  They provide that info after consultation with their budget 
person through task , as the person is on boarded.  That answer is sent to payroll 
administration for input through the BP. 

2. Business Process #2 will be initiated by payroll clerk to update an existing cost 
allocation for an active employee, after consultation with budget personnel.  That 
request for update goes to payroll administration personnel through BP/task to 
update the cost allocation screen for an employee. 

3. Business process #3.  Employee in DPW Salaried need to be changed to Exception 
pay or vice versa, a CM business process.  Started by payroll clerk, using job change. 

 

 

 

Instructions continue… 



Payroll Administration input: 

Go to an employee’s profile and click PAY, then see Costing Allocation in the top menu. 

 

 

Payroll Admin will click maintain, effective date for first day of pay period with requested 
changes, save. 

 

MKE All Workers Costing Allocation is the report to run to assure all are in the right 
template, based on FLSA status.  Filters will help you ascertain.  Filter #1, on Exception pay 
template.  Review and sort data to assure none are blank or not equal to Exempt.  Apply 
other filters to review different scenarios.  Pay Admin will run this report biweekly and 
correct where necessary. 

 


