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Create Allocation Definition 

To create allocation definitions, the Accountant, 

Accounting Manager or Allocation Specialist accesses 

the Create Allocation Definition task in Workday. 

1. Type Create Allocation Definition in the Search 

bar. The task will display in the search results. 

2. Select the task. 

3. Enter the appropriate information in the fields on 

the Create Allocation Definition page.  

4. Enter the appropriate information and Worktags 

for the Source section. 

5. Enter the appropriate information and Worktags 

for the Basis section.  

6. Enter the appropriate information and Worktags 

for the Target section. 

7. Enter the appropriate information and Worktags 

for the Offset section. 

8. Click OK to create allocation. 
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View Allocation Definition 

To view allocation definition, the Accountant, 

Accounting Manager or Allocation Specialist accesses 

the View Allocation Definition report in Workday. 

1. Type View Allocation Definition in the Search bar. 

The report will display in the search results. 

2. Select the Report. The View Allocation Definition 

page will display. 
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Schedule Allocation Run 

To schedule allocation run, the Accountant, 

Accounting Manager or Allocation Specialist accesses 

the Schedule Allocation Run task in Workday. 

1. Type Schedule Allocation Run in the Search bar. 

The task will display in the search results. 

2. Select the task. 

3. Select the Run Frequency. 
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Schedule Allocation Run 

4. Click OK. 

5. Enter the appropriate information in the Allocation 

Criteria. 

Scroll down to view the allocations to be processed. 

6. Click Submit. 4 
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Run Mass Finalize for Allocations 

To finalize the allocations, the Allocation Specialist 

accesses the Run Mass Finalize for Allocations task in 

Workday. 

1. Type Run Mass Finalize for Allocations in the 

Search bar. The task will display in the search 

results. 

2. Select the Task. 

3. Enter the appropriate information in the fields on 

the Run Mass Finalize for Allocations page. 

4. Click OK. 

5. Review the allocations that are to be finalized and 

select the Allocations. 

6. Click the Submit button to finalize and post to 

ledger. 
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QUESTIONS? 

Please email BusinessEducation@vumc.org.  

mailto:BusinessEducation@vumc.org



