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I. Add a New Labor Distribution Profile.   

 

 

 

 

 

 

 

 

 

1. Go to My Team 

2. Click on Employee 
Information.  

3. Choose the employee, and click 
on the Employee Information tab. 
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4. Make sure you are on the Main 
tab then click on Profiles.  

5. Click on Manage Profiles.  



CENTRALLY HR (CHR) – SPLITTING COST CENTERS 

 

Page 3 of 10 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click on Labor Distribution.  

7. Click on Add New Profile. 
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8. Use Employee’s Name as Profile 
Name. Ex. Jane Smith. It will make it 
easier to search in the later steps.  

9. Click on List Values/ Cost Center.  

10. Choose your location and clixk 
on the + sign.  
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11. Choose the appropriate Cost 
Center.  
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11. Put the % amount to charge to 
this Cost Center.  

12. Add row as needed.  

13. As you add the Cost Center and % 
allocation, the total must =100%.  

14. Click Save  
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II. Adding the new Labor Distribution to an Employee’s Profile.  

 

 

 

 

 

 

 

 

 

 

 

 

 

15. The new Labor Distribution profile is now 
added here and can be searched by name.   

16. Go back to the 
Employee Information tab 
and click on Profiles. 

17. Click on Manage Profiles. 
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18. Click on Labor Distribution. 

19. Click on the Search List. 
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20. Type the name of the New Profile you created. 

21. Select the Name. 
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22. The name will now appears in the 
Labor Distribution box.  

23. Hit Save.  

23. Click OK.   


