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1 Go to Organizational Management > Cost Center.   

2 Click on Create Cost Center.   

3 Fill in these fields in order: • Controlling area • Personnel area • Name • Cost center 
code • Valid from   

4 Remember to click on Save.  
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1 	 Go to Organizational Management > Cost Center.

2 	 Click on Create Cost Center. 

3 	 Fill in these fields in order:
	 • Controlling area
	 • Personnel area
	 • Name
	 • Cost center code
	 • Valid from

4 	 Remember to click on Save.
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1 	 Go to Employee data > Contract Parameters.

2 	 Select the expected contract and click on Cost Distribution and +Add. 

3 	 Fill in the start date and select the cost center.

4 	 Click on Save.

! 	 If the total percentage is not 100 %, please repeat the action until the 100 % is reached.  
	 It is important to follow the steps as indicated.
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