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CALCULATING TOTAL COST SHARE 
 
Total cost share required can be a specific amount or can be calculated as a percentage of total sponsored 

funding, or a percentage of total project costs (sponsored funding + cost share). 

 

The formula for cost share as a percentage of total sponsored funding is: 

 [total sponsored funding] * [cost share percentage] 

 

The formula for cost share as a percentage of total project costs (sponsored funding + cost share) is: 

 [total project costs] * [cost share percentage] 

  

PERSONNEL COST SHARE 
 
For personnel, cost share is the difference between effort incurred and salary paid and includes fringe benefits. 

Cost share can be entered for personnel without salary and with salary. 

 

ADDING COST SHARE WITHOUT SALARY 

 

1. Add a person by selecting their name and object code and clicking “Add” in the Personnel Detail panel of 

the Personnel Tab. 

2. From within the Salary/Wages subsection, click “Show,” then click on “Sync to Requested Salary”. 

 

 

 

 

3. Enter the requested cost share amount for the person in the  

Requested Salary field in that pop-up.  
4. Click on “Calculate”. 

5. Copy the % Charged. 

6. Click on “Close”. 
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7. In the Salary/Wages subsection, paste the % Charged from step 5 into the % Effort field. 

8. Leave the % Charged field as zero. 

9. Click on “Calculate”. 

10. Click on “Show” next to the Salary/Wages – Details subsection to confirm the cost share amount is shown 

in the Cost Sharing field. See red box below. 

11. Click on “Show” next to the Rate Classes subsection to view the associated: 

a. Employee Benefits (Fringe) cost share amount in the Rate Cost Sharing column. 

b. F&A cost share amount in the Rate Cost Sharing column. 
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ADDING COST SHARE WITH PREVIOUSLY ENTERED SALARY 

 

1. From within the Salary/Wages subsection, click “Show,” and locate the person for cost share entry. 

 
 

2. Click on “Sync to Requested Salary”. 

3. Enter the desired cost share amount into the 

Requested Salary field. 

4. Click on “Calculate”. 

5. Note the % Charged generated. 

6. Add the % Effort to the % Charged, which equals the 

new % Effort amount to be entered. 

7. Click on “Close”. 

8. In the % Effort field, enter the new % Effort which now 

includes the cost share. 

9. Leave the % Charged as previously entered. 

10. Click on “Calculate”. 

11. Click on “Show” next to the Salary/Wages – Details subsection to confirm the cost share amount on the 

Cost Sharing field. 

 
12. Click on “Show” next to the Rate Classes subsection to view the associated: 

a. Employee Benefits (Fringe) cost share amount in the Rate Cost Sharing column. 

b. F&A cost share amount in the Rate Cost Sharing column. 
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FUTURE YEARS  

If future periods have not been generated, and the personnel cost share entry does not include a requested salary 

amount, the “Apply Inflation” indicator can be unchecked to keep cost share amounts the same in future periods.  

(PLEASE NOTE: The “Apply Inflation” indicator should NOT be changed if a requested salary amount is included 

on the line item, as the indicator applies to BOTH the cost sharing amount and the requested salary amount.) 

 

NON-PERSONNEL COST SHARE 
 

1. From the Non-Personnel tab, expand the panel of the budget category where cost share will be added. 

2. Select the cost share item from the Object Code Name field and click on “Add.” 

 
 

3. From within the Line-Item Details subsection, click “Show.” 

4. Enter the cost share amount in the Cost Sharing field. 

5. Click “Save” at the bottom of the page. 

6. Click “Show” on the Rate Classes subsection line to see the associated cost sharing F&A amount. 
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Third Party Cost Share NOTE: 

Two categories are available in Other Direct Costs to enter Third-party Cost Share as a separate object code. 

 

• “Third-party Cost Share - In-kind” is allowable to be entered as a lump sum by budget period.   

• “Third-party Cost Share - Cash” may be entered as a lump sum by period. If required by the sponsor, 

Third-party Cost Share - Cash may require entry into specific cost categories, such as personnel or travel.  

If the project requiring cost share is funded, a separate PD will need to be routed (or may already exist) for 

the Third-party Cost Share - Cash contribution.    

FUTURE YEARS 

If future periods have not been generated, the “Apply Inflation” indicator can be unchecked to keep cost share 

amounts the same in future periods.   

VIEW COST SHARE BY PERIOD 
 

IN THE PARAMETERS TAB 

 

1. Go to the Parameters tab. 

2. See the cost share by budget period in the Cost Sharing column of the Budget Periods & Totals panel. 
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IN THE PERSONNEL TAB 

 

1. Go to the Personnel tab. 

2. Select the Budget Period at the top of the page and click “Update View.” 

 
 

3. Expand the Budget Overview panel. 

4. View the cost share for the period in the Cost Sharing field. 

 

 

IN THE NON-PERSONNEL TAB 

 

1. Go to the Non-Personnel tab. 

2. Select the Budget Period at the top of the page and click “Update View.” 

 
3. Expand the Budget Overview panel. 

4. View the cost share for the period in the Cost Sharing field. 
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VIEW FULL BUDGET COST SHARE DETAIL 

 
To view, go to the SUMMARY tab of the BUDGET. The Summary tab details the Cost Share for each budget 

category, and the percentage for each period.  
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