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AIM 

To have the system automatically calculate weights for profit centres, which will be used to 

allocate indirect costs among them. 

WORKING ASSUMPTION 

Profit and cost centres and bases of cost allocation are set up in the system. For details, see 

the Cost Allocation SOP. 

PROCEDURE 

Two options for automatically calculating weights for each profit center will be described 

below: 

a. By sums loaded from an external file 

b. By employee costs and project hour reports 

You can choose either option or both (provided the profit group is different for each option). 

A. CALCULATING WEIGHTS BY SUMS 

STAGE 1: PREPARING THE LOAD FILE 

1. Enter the Definition of Load Parameters form to set up the load file definitions required 

to load data from an external file to the interim table. 

 Record the code assigned to the type of expenditure in the external file from 

which data will be loaded. 

 Record the base of cost allocation code defined for the data in the external 

file. Assign each expenditure a different code. 

2. Enter the Load File Definitions sub-level form. The Title column lists all the fields that 

can be migrated to Priority. 

3. Fill in the First Character and Last Character of each field. 

 If you are loading a file containing fields with fixed width, use these values to 

specify where each field begins and ends in the record. 

 If you are loading a file separated by tabs, specify identical values in these 

columns; in this case, they represent the relative position of the fields in the 

record. 

Tip: for fields that are not relevant to the migration, it is recommended to 

define unrealistic values (e.g., 999). 

4. If the field is a date, select the appropriate date format. 

5. Enter the parallel Identifiers for File Records form and assign an identifier to each profit 

center. Use the value identifying the profit center in the external file. This will be used 

to link the record in the external file to the profit center (e.g, phone numbers in the 

external file to profit centers defined for employees in the system). 
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STAGE 2: LOADING THE FILE INTO THE INTERIM TABLE 

1. Run the Load File Interim Table program. Specify the source file type from which to 

load data, as defined in the Definition of Load Parameters form. 

2. Specify the name of the data file you want to load, and the path where it is stored. 

Tip: Use the browser to locate the file. 

STAGE 3: CHECKING THE DATA IN THE INTERIM TABLE 

1. Run the Check Validity of Data in Table report. The report displays various errors in the 

data loaded into the table, according to category. These errors are usually the result 

of missing mandatory data or data inconsistent with the existing data in the system. 2. 

2. To correct the errors or delete records that you do not want to load into the 

database, enter the Weight Calculation Interim Tbl form and perform the necessary 

revisions. Do not continue until you receive a "valid data" message after running the 

report. 

STAGE 4: CHECKING THE WEIGHTS BEFORE LOADING 

Run the Weights from the Interim Table report to preview the weights which will be loaded 

into the database. After reviewing the report, you can revise data in the Weight Calculation 

Interim Tbl form as necessary before loading the data. 

STAGE 5: LOADING THE DATA INTO THE SYSTEM 

1. Run the Update Weights by Sums program.  

2. Specify the external Source File from which data was originally loaded.  

3. In the Date column, specify the month for which to load data by indicating the first 

day of the month. This will also determine the date of the record opened in the Cost 

Allocation Dates form (sub-level of Bases of Cost Allocation). Any lines that could not 

be loaded are documented in the Load Errors report. 

RESULTS 

 Any lines in the interim table that were successfully loaded will be flagged as such. 

 The program calculates the total sum of weights for each profit center appearing in 

the form for the specified month and source file, and loads these totals into the 

appropriate sub-level forms of the Bases of Cost Allocation form 

B. CALCULATING WEIGHTS BY PROJECT REPORTS 

1. Enter the Employee Costs form and fill in the Date, the Employee ID and at least one 

of the Cost columns.  

2. Run the Update Weights by Proj Reports program. In the program input, specify the 

Allocation Base Code and Date for which to load data. Upon completion, a report 
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will be created displaying profit centers that were loaded and any errors that 

prevented loading. 

RESULTS 

 Project hours and service calls reported by employees for the project and month in 

question are updated in the Employee Costs form and hourly costs per employee are 

calculated.  

 Values are then used to arrive at the weight assigned to each profit center defined 

for each project in the appropriate sub-levels of the Bases of Cost Allocation form. 

PROCESS SUMMARY 

 Weights assigned to profit centers have been calculated and appear in the 

Allocations per Profit Center form (sub-level of Cost Allocation Dates, itself a sub-level 

of Bases of Cost Allocation).  

 The Allocate Costs program can now be run to distribute indirect costs among the 

various profit centers according to calculated weights. 


