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Account Funding 
Change eForm

ACCOUNT FUNDING CHANGE EFORM



Account Funding Change eForm 

The Account Funding Change eForm updates payroll accounting expenses for current and 

future pay periods.

Review project begin and end dates before payroll posts. When funding ends, move the 

employee to an appropriate active funding source. 

Timely, accurate changes support:

• Internal controls and accurate payroll 

accounting

• Time and effort reporting

• Sponsor invoicing, grant closeout, 

and final reporting

Use the following navigation:

Employee Self Service → My Homepage/My Work → ePAF Homepage



Timely Submission of Account Funding 
Change eForms

• Refer to the current Payroll Schedule for Lag Employees to determine each submission 

deadline.

• Submit the eForm before the deadline to 

reduce the need for retro funding changes.

• For current deadlines, use the Payroll website 

rather than a static date example.

Deadline Reminder

Use the payroll schedule for the pay date you are 

changing. Submit early enough for the eForm to 

complete its approval route before payroll 

processing.



Selecting Funding



Selecting Correct Combination Codes



Account Change eForm Checklist

1. Select the Record and Distribution

Confirm the correct employee job record before 

selecting Related Actions.

Use the Pay Period Effective Date lookup. Past pay 

periods are not available in this eForm.

Toggle the distribution row that requires a change.

2. Update and Verify Funding

Update distribution percentages so the total equals 

100%.

Use Select Chartstring to choose funding.

Confirm the New Distribution includes the correct 

chartstring and Combination Code.

3. Submit and Confirm Routing

Submit the form and use View Approval Route to 

confirm routing.



Employees Paid on a Lag

For employees paid on a lag, payroll may post after a project 

end date when the wages were earned during the project 

period. 

Review the Payroll Schedules and project end dates together 

when selecting an effective date. 

Use the current Pay Calendar on the Payroll website for 

payroll dates. 

For Example, 

A project has an end date of 1/31/26 – employees paid current 

will only be allowed to post earnings to the project through the 

1/31/26 payroll, but lag employees will be allowed to post 

earnings to the project through the 2/15/26 payroll.

https://www.sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/processing_dates/index.php
https://www.sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/processing_dates/index.php


Account Funding 
Queries

ACCOUNT FUNDING QUERIES



Accessing Query Viewer 
To access queries, click the Compass icon in the righthand corner to access the 

navigation bar. Then, use the navigation: 

 Main Menu > Reporting Tools > Query > Query Viewer



SC_PY_COMBO_CODES

Key Tip: Use one or more chartfield criteria to narrow results to the needed funding combination.

When would I use it?

• Identify valid funding 

combinations. 

• Confirm a combo code is active. 

• Support payroll funding 

transactions.

Key Search Criteria:
• Department ID 

• Operating Unit 

• Status 

• Project 

• Cost Share

Returns active combo codes for a specific area when completing HCM transactions that require 

funding.

What does it do?



SC_PY_FUNDING_BYPROJ

Identifies employees charged to a project for the current fiscal year.

What does it do?

When would I use it?

• Review employees funded by a project. 

• Monitor project payroll charges. 

• Confirm project funding assignments.

Key Search Criteria:

• Project ID 

• Fiscal Year 

• PC Business Unit

Key Tip: Fiscal Year 

is required; enter the 

Project ID to focus on 

one project.



SC_PY_FUND_BYPROJ_DATE

Key Tip: Compare funding end dates with employee end dates to prevent payroll from posting 

after a project ends.

When would I use it?

• Monitor expiring or inactive 

grant funding. 

• Review funding end dates for 

employees. 

• Identify payroll funding that 

may need to be updated.

Key Search Criteria:
• Project ID 

• Fiscal Year (required)

• PC Business Unit (required)

• Purchasing End Date

Identifies grant funding sources and funding end dates.

What does it do?



SC_PY_GT_ACCOUNT_CHANGE_APPROV

Key Tip: Leave 

Department blank to 

review approvers 

across all areas 

available to you.

When would I use it?

• Confirm the appropriate eForm approver. 

• Review approvers for a department. 

• Prepare for staffing or responsibility changes.

Key Search Criteria:

• Department

Identifies individuals responsible for approving Account Change eForms within an area.

What does it do?



SC_PY_GT_ACCT_CHANGE_FORMS

Key Tip: Form Status is required. Use it first, then add a Department ID to narrow the results.

When would I use it?

• Check the status of 

Account Change 

eForms. 

• Find forms awaiting 

action. 

• Monitor forms for a 

department.

Key Search Criteria:

• Form Status 

• Department ID

Identifies Account Change eForms in a selected status.

What does it do?



Errors and 
Take-Aways

ERRORS AND TAKE-AWAYS



Most Common Errors

Error Solution

Past Pay Period Effective Date
Use the applicable retro funding process for past 

payrolls.

Funding fields typed manually Use the Select Chartstring or Select Funding button.

Percentages do not total 100% Update all distribution lines before submitting.

Duplicate Combo Codes Confirm the Chartstring returned in New Distribution.

Wrong department
Verify department number prior to completing Account 

Change Form



ePAF with 0%



Account Change eForm Key 
Take-Aways

• Some employees may have more than one record return, indicating they have a 

primary and secondary job here at the university. Be sure to click the Related 

Action Menu button on the job requiring the account funding change.

• The Pay Period Effective Date Lookup will only show the current Payroll and 

future dated Payrolls. If you attempt to enter a date for a past Payroll(s) you will 

receive an error message.

• Always double-check the Chartstring information populated in the New 

Distribution section. Specifically, ensure there is a Combination Code at the 

end of the chartstring. This indicates the string is valid. 



Resources & 
Contacts

RESOURCES AND CONTACTS



Where to Find the 

Resources

For additional resources, 

visit the Sponsored 

Award Management 

page in the Grants and 

Funds Management 

section.

https://sc.edu/about/offices_and_divisions/controller/grants_and_funds_management/sponsored_award_management/index.php
https://sc.edu/about/offices_and_divisions/controller/grants_and_funds_management/sponsored_award_management/index.php


Resources

Reminder

Use separate browsers for PeopleSoft 

HCM and Finance to avoid the Invalid 

Portal Name error. 

Visit the Payroll Website for 

more resources. 

Access PeopleSoft HCM 

using your Network 

Username and password. 

https://www.sc.edu/about/offices_and_divisions/payroll/index.php
https://hcm.ps.sc.edu/


Questions or Need Help? 

For questions 

about Payroll 

processes, email 

payroll@mailbox.sc.edu. 

mailto:payroll@mailbox.sc.edu


Contact Us

For specific 
questions, please 
visit our website to 
find the appropriate 

contact.

https://sc.edu/about/offices_and_divisions/controller/index.php


Questions



THANK YOU!
Office of the Controller

 

Alone, we can do so little; together, 

we can do so much.



END
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