
Manual 
Change distribution of costs 

Below you can read how to change a distribution of costs, so that the costs of an 
employee can be assigned under the correct cost centre or WBS element. When 
appointing a new staff member, cost distribution is a mandatory part. If an employee 
is not assigned under a WBS element, use a K-number. 

This form can be used retroactively with a maximum of 1 month. Take the 
processing time into consideration. If changes have been made > 1month, use the 
old paper procedure. 

The form will be sent to all the budget holders of the WBS elements that you have 
entered. Log in to the DSPE using your AUAS ID. 

Step 1 

Step 2 

Under Apply changes, select Change distribution of costs. 



Step 3 

Under the employee details you will see the current cost distribution, if there is one. 
Here you can also change or end an existing cost distribution. If there is no current 
distribution of costs this field is empty and you can only select New distribution of 
costs. 

Step 4 

Click on New distribution of costs and enter the 
start and  end date. The start date cannot be 
more than 1 month in the past. 

Step 5 

Enter the WBS element. If you are unsure you can use the search option 
Also enter a percentage here. 

Step 6 

Add (an)other line(s) by clicking New distribution of costs and continue until the 
percentage is 100%.  

If the cost distribution applies to more start dates you can enter a new date by 
clicking New distribution of costs above the first start date, as shown here: 



Step 7 

In the upper left corner click on Check before submitting the form by clicking Send. 

The form is now sent to the budget holders of the WBS elements you entered (also if 
you change or end an existing distribution of costs). If you are the project manager, 
no further authorisation is required.  

Supervisors can always check the current distribution of costs in the employee’s 
profile under My Team. 
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