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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 * Sponsor invoicing, grant closeout,
accounting and final reporting
« Time and effort reporting

Use the following navigation:
Employee Self Service — My Homepage/My Work — ePAF Homepage
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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 Hou

red uce th e need for retro fu nd | n g Ch a ng es January 15,2026 1/15/2026 1/15/2026 12/31/2025  Refer to 15

January 31, 2026 1/30/2026 1/31/2026

« For current deadlines, use the Payroll website
rather than a static date example.

February 15,2026 2/13/2026 2/15/2026

February 28,2026 2 2/19/2026,5
\ p.m.

. . O 1O Y,
Deadllne Remlnder March 15, 2026 / ‘ob‘ Q( g Refer to HR 3/5/2026,5
website p.m.
Use the paer” SChedUIe for the pay date you are March 31,2026 3/15/2026 | Referto HR 3/23/2026,5
changing. Submit early enough for the eForm to website pm.

R April 15,2026 6 " 3/31/2026 | Referto HR 4/7/2026, 5
complete its approval route before payroll website  pm.

April 30,2026 4/30/2026 4/30/2026 4/15/2026 | Referto HR 4/22/2026,5

processing. website  pm.
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Selecting Funding

To enter funding information, use
s e ey | No,indicate other the search function by clicking on
New Additional Pay Funding the gray Select Funding button.

Naotice the gray Select
Funding button. For differ-
ent actions, the fitle of this

Select Non-Base Funding Operating Unit < Fund Code < ) A
button might vary slightly.

0.000000 100.000000 Select Non-Base Funding CLOBS Select Non-Base Funding

Total Distribution

Parcent Total 100.00

Example: Changing funding
within an existing department

Select Chartstring

. Combination Code  AD0Q0QD003325
When you click on the gray Select
F_Undlng bUt‘On, the SC[.eel'I Wl” Operating Unit Departmeant Fund Code Account Class Field Businass Unit
display Select Chartstring search CLo8s a 430000 a aooot a 51200 a 504 a

critiena. The Chartstring search Project/Grant Activity ID Cost Share

automatically populates the base pay a a Q
funding string. Note: You can narrow your

search results if you enter data
in additional chartstring fields.

To search for different funding, you : This is helpful if the chartstring
. I Select Chartstring . .

must manually clear the information in you are trying to selectis a

all fields that you need to replace. sponsored project.

Combination Coda

In the example on the right, we
cleared Combinationation Code at the - ) _ _
[op _ and the Fund Code and Class (il:;t;:;lrlg Unit a Z;;t:]:;::;;m:nl . Fund Code a A5.<12|;|D|n| . Class Field ~ Business Unit
Field below. This left us with operating ProjectiGrant Activity ID Cost Share

unit, department, and account — which Q a

are the constants for this example.




Selecting Correct Combination Codes

Select Chartstring

Combinatien Code

When you click the Search button

Operating Unit Department Fund Code Account Class Field Business Unit
CLO&S Q430000 Q Q 51200 Q Q
Project/Grant Activity ID Cost Share

=1 Q Q

Search

all valid chartstrings matching the
entered search critena appear below.

Search

AODOD00033ZS CLo8S 430000 ADOD1

/ Combination Code Operating Unit Department | Fund Code Class Field | Business Unit Project/Grant Activity ID | Cost Share

From here, click to select the T — €L08S 430000 F1000 10001070
applicable Combination Code (in blue).

ADDOD000A3ZT CLOBS 430000 F1000 10001072

The newly selected chartstring fields
will then populate in the eForm. ADDODOON3228 CLo8s 430000 FAIB

ADOODODD332S CLoas 430000 FAJ19

CO0000D004 08 CLOBS 430000 ADOD 10001070

?

What if there are no results? If a combination code (chartstring) is missing from the PeopleSoft
HCM system, send a request for one to cfmaint@mailbox.sc.edu. Remember to include all
chartstring fields, ideally in the form of a screenshot from the Finance PeopleSoft system.

U Current Bass Pay Funding® | Mo, indicain ether
Mew Additional Pay Funding

Insart
Ameunt Balect MeevBase Funding  Oparating Unit ) - - I Combinaton "3 Dalate
Raw

1 0000 Galoct Non:Base Funding CLaS £ ADDODOOOIA2E 4 -

Todal Distribution

Scroll to the right to ensure that the new chartstring fields and combination code are populated.




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. v
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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
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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

NavBar: Menu NavBar: Menu

Menu

® E Manager Self Service
Recently Visited

yVisted Reporting Tools

o E Organizational Development
avorit

F es P




SC PY COMBO CODES

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

What does it do?

funding.
When would | use it?

 |dentify valid funding
combinations.

Confirm a combo code is active.

Support payroll funding
transactions.

Key Search Criteria:
Department ID

Operating Unit
Status

Project

Cost Share

SC_PY_COMBO_CODES - All Combo Codes Detail

Dept ID 620499
Operating Unit

*Status [ Active

Project

Cost Share
View Results

Download results in :

View All

Process

Row SetID Group

usco1 07/01/2019 A
Usco1 07/01/2019 A
uUsco1 07/01/2019 A
usco1 07/01/2019 A
usco1 07/01/2019 A
usco1 07/01/2019 A
usco1 07/01/2019 A
usco1 07/01/2019 A
uUsco1 07/01/2019 A
uUsco1 07/01/2019 A
usco1 07/01/2019 A
Usco1 07/01/2019 A
uUsco1 07/01/2019 A
usco1 07/01/2019 A
usco1 07/01/2019 A

W o~ DO W N =

alalalalala
G kw2 o @

Eff Date  Status

Excel SpreadSheet CSV Text File XML File (8 kb)

GL Combo

Code Descr

A00000000440 CL00062049920125990
A00000000686 CLO10620499A0001602
A00000004554 CLOD062049920125980
A00000004800 CLO10620499A0001602
A00000008668 CLOD062049920125980
A00000008914 CL010620499A0001602
A00000012782 CL00062049920125990
A00000013028 CL010620499A0001602
A00000016896 CLOD0620499Z0125980
A00000017142 CLO10620499A0001602
A00000021008 CLOD0620499Z0125980
A00000021254 CLO10620499A0001602
A00000025123 CLOD0620499Z0125980
A00000025369 CL010620499A0001602
A00000029237 CL00062049920125990

Acct DeptlD Project

51200 620499
51200 620499
51300 620499
51300 620499
51330 620498
51330 620499
51390 620499
51390 620499
51400 620499
51400 620499
51422 620499
51422 620499
51600 620499
51600 620499
51800 620499

Fund Class

Z0125 990
A0001 602
Z0125 990
A0001 602
Z0125 990
A0001 602
Z0125 990
A0001 602
Z0125 990
A0001 602
Z0125 990
A0001 602
Z0125 990
A0001 602
Z0125 990

First 1-23 of 23 Last

Operating Cost
Unit Share

PC
Bus Activity
Unit
CLOCO

CLO10

CLO0O

CLO10

CLO0O

CLO10

CLOCO

CLO10

CLO0O

CLO10

CLO0O

CLO10

CLO0O

CLO10

CLOCO

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




SC PY FUNDING BYPROJ

What does it do?
|dentifies employees charged to a project for the current fiscal year.

When would | use it?

* Review employees funded by a project.
* Monitor project payroll charges.
« Confirm project funding assignments.

Key Search Criteria:

* P roj eCt I D Project | 10010544
) F is Ca I Yea r Fiscal Year (required) | 2027

PC Bus Unit Q

« PC Business Unit | ™=

Download results in:  Excel SpreadSheet CSV TextFile XML File (2 kb)

SC_PY_FUNDING_BYPROJ - Funding query by project

View All First 1-4

Empl Planned

PCBus Funding Di
Class Exit

First Empl Job Eff
Record Date Unit End Date

Key Tip: Fiscal Year e e neme| = | °

is required; enter the e e
Project ID to focus on
one project.

Auto
End Year EffDate Sequenc Earn Seq Combo Code Project
J

Pay :
us Action Group Type © Code Nbr

Sequence DeptID Position Stat

d
ob
TSF 01/31/2027 ¥ 2027 07/01/2028 1 A00000066389 10010544 USCSP 03/31/2027 N

RGP 09/24/2027 ¥ 2027 07/01/2026 1 A00000066389 10010544 USCSP 03/31/2027 Y

H 0
S 1

2 10/16/2025 0 130200 00773712 A PAY S RGP 12/31/2026 Y 2027 07/01/2026 0 1 A00000066389 10010544 USCSP 03/31/2027 Y
S 0

3 08/26/2026 0 155101 00774185 A DTA RGP 12/18/2027 ¥ 2027 07/01/2026 1 A00000066389 10010544 USCSP 03/31/2027 Y




SC PY FUND BYPROJ DATE

What does it do?
|dentifies grant funding sources and funding end dates.

When would | use it?
* Monitor expiring or inactive
grant funding. s v oy | 20

PC Bus Unit (required) lUSCSP |Q

ReVI eW fu n d | n g e n d d ates fo r Funding End Dale <= [09/30/2026 |[5]

View Results |

e m p I Oye eS Download results in: Excel SpreadSheet CSV TextFile XML File (188 kb)
.

View All

. .
Auto
ll I ll Il II " Empl Job Eff e P Empl Pl d E Si
I d e tlfy paerI | u d I g t at Row Name First Name ID ReT:rd %ate Sequence DeptID Position st:iﬁs Action Group Type Clr::s ET;;E Eng Year EffDate Sequence C:;: N?:?' Combo Code

0 08/16/2026 0 115070 A REH 112 STU 12/15/2026 Y 2027 08/16/2026 1 A00000133398

S 0

I I Iay need to be u pd ated . 0 07/20/2026 0 152200 00773711 A DTA P12 S RGP 09/30/2027 ¥ 2027 07/01/2026 1 1 A00000131303
S 1
S 0

SC_PY_FUND_BYPROJ_DATE - Project Funding Query by date

0 07/20/2026 0 152200 00773711 A DTA P12 RGP 08/30/2027 ¥ 2027 07/01/2026 1 AO0000132106
2 08/16/2026 0 152400 A REH Ti12 STU 09/30/2026 Y 2027 08/16/2026 1 AO0000133193

Key Sea rc h C rlte rl a 3 05/11/2026 0 1156800 00773461 A DTA 112 RGP 11/14/2026 ¥ 2027 07/01/2026 1 AO0000132692
P rOJ eCt I D 0 07/20/2026 0 152200 00774230 A DTA P12 RGP 09/30/2027 ¥ 2027 07/01/2026 1 AO0000131303

0 08/14/2026 0 152200 00772624 A DTA P12 RGP 09/30/2027 ¥ 2027 07/01/2026 1 A00000131341

"
F IScaI Yea r (requlre d) 0 05/16/2026 0 155401 00774057 A PAY 112 RGP 10/31/2026 ¥ 2027 089/01/2026 1 A00000125237
0 08/16/2026 0 155301 A REH STU 05/15/2027 ¥ 2027 08/16/2026 1 AOO000127041

PC B u Sl n eSS U n |t (rGQUIred) 3 05/17/2026 0 115300 A DTA STU 12/15/2026 Y 2027 07/01/2026 1 AODD00133457
. 0 08/14/2026 0 152200 00773778 A DTA RGP 09/30/2027 ¥ 2027 07/01/2026 1 AO0000131341
Purchasing End Date

Key Tip: Compare funding end dates with employee end dates to prevent payroll from posting
after a project ends.




SC PY GT ACCOUNT CHANGE APPROV

What does it do?
|dentifies individuals responsible for approving Account Change eForms within an area.

When would | use it?

« Confirm the appropriate eForm approver.
* Review approvers for a department.
» Prepare for staffing or responsibility changes.

Key Search Criteria:

° Department SC_PY_GT_ACCOUNT_CHANGE_APPROV

Dept ID (Optional) [620499 Q
| View Results |

- - L
Key TI p " eave Download results in : Excel SpreadSheet CSV Text File XML File (1kb)

D e pa rt m e nt b I a n k to VieWRj:IMIv Account Change Approvers Dept ID - Access

1 620499

review approvers '
across all areas ]

First 1-3 of 3 Last

Dept ID Descr
CONTROLLERS OFFICE
CONTROLLERS OFFICE
CONTROLLERS OFFICE

available to you.




SC PY GT ACCT CHANGE FORMS

What does it do?
|dentifies Account Change eForms in a selected status.

When would | use it?

Check the status of
Account Change
eForms.

Find forms awaiting
action.

Monitor forms for a
department.

Key Search Criteria:

Key Tip: Form Status is required

Form Status
Department ID

SC_PY_GT_ACCT_CHANGE_FORMS - Account Change Forms

*Form Status [Executed v]

Dept ID Q,
View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (6770 kb)
View Al

Row FormID Display Name
1 17793
14640
14462
13710
16047
15232
13122
15600
13782
17070
17831
17833
16410
17555
13847
13866
13596
14044
140486
14089
14103

Position

00101364
00145392

00772964
00005566
00124362
00772148

00770485

Dept 1D
111100
213000
150001
155401
911611
600200
131300
986028
112000
112000
130700
130700
111100
120400
111100
155101
125500
126100
131300
111100
111100

HRL
HRL
HRL
HRL
HRL
HRL
HRL
HRL
C12
C12
Ic1
TC1
IC1
c12
c12
c12
Ca9
c12
Cc12
152
152

Group

Empl Record

Form Status

First 1-100 of 28935 '+ Last

Eff Date
041472019
041142019
041142019
0411472019
041472019
0411472019
0411472019
0411472019
0416/2019
041162019
041162019
041162019
0416/2019
041162019
041162019
041162019
041162019
0416/2019
041162019
04/116/2019
04/116/2019

. Use it first, then add a Department ID to narrow the results.
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Most Common Errors

Past Pay Period Effective Date

Funding fields typed manually

Percentages do not total 100%

Duplicate Combo Codes

Wrong department

Use the applicable retro funding process for past
payrolls.

Use the Select Chartstring or Select Funding button.
Update all distribution lines before submitting.

Confirm the Chartstring returned in New Distribution.

Verify department number prior to completing Account
Change Form

28 UNIVERSITY OF
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ePAF with 0%

Percent of Distribution )

Amount T}

Select Chart5tring

Operating Unit T Department T,

Fund Code 1

Account T

Class Field 1,

Business Unit 1,

Project/Grant 11 Activity ID 1) Cost Share 11 Combination Code 1.

32.690000

22672.784000

Select ChartSiring

45.417000

31500.000000

Select ChartString

10.000000

6936.000000

Select ChartSiring

5.000000

34G67.847000

Select ChartSiring

0.000000

0.000000

Select ChartSiring

6883000

4780.774000

Select ChartSiring

eForm Data

Form T

Form Type: ACCT_CD

Approval Workflow

Form Status:

In Error

NA UNIVERSITY OF
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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.

Nz UNIVERSITY OF

kil South Carolina



Resources &
Contacts

A UNIVERSITY OF

kil South Carolina




GATEWAYS FOR: STUDENTS FACULTY &STAFF  ALUMNI  PARENTS & FAMILIES CALENDAR MAP DIRECTORY APPLY GIVE

SEARCH SC.EDU Q

UNIVERSITY OF

South Carolina

Where to Find the

Office of the Controller

Office of the Controller
General Accounting

Grants and Funds
Management

Sponsored Award Set Up

Sp d Award M

Sponsored Award Invoicingand AR
Sponsored Award Reporting
Sponsored Post Award Close Out

Grants and Funds Staff Directory

Compliance and Tax
Management

Payroll Department

Operational Management
and Reporting

External Financial Reporting
and Transparency

Resource and Training
Toolbox

Contact Us

Sponsored Award Management

Award management occurs once the grant, contract or cooperative agreement has been
awarded to the university. During award management, the principal investigator (P1), along
with assistance from department grant support staff, is responsible for fulfilling the
proposed project and overseeing financial and personnel activity, all while ensuring
compliance with university and sponsor policies and procedures.

Sound management of sponsored projects is critical to maintain the public trust in research results and outcomes.
Success of a sponsored project is contingent on both the ability of the Pl and grant support staff to carry out the

project by ensuring proper stewardship of the awarded funds.

Award Management Activities

Major activities that may occur during award management include:

expending funds, including purchasing, managing personnel and travel

making modifications to the award budget, personnel, and timeframe

monitoring financial activity on the award, and when necessary, initiating cost transfers in a timely fashion
issuing project reports, including both financial and technical

if an award has one or more subawards, it is important for the Pl to carefully monitor the sub awardee’s
activity

Cost Share
Expense Monitoring
Expense Timing

Cost Transfers

Monthly Payroll Account Funding Review Checklist for Business Managers/Pl

Resources

For additional resources,
visit the Sponsored
Award Management

page in the Grants and
Funds Management
section.

Nz UNIVERSITY OF
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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

GATEWAYSFOR: STUDENTS FACULTY &STAFF ALUMNI PARENTS & FAMILIES CALENDAR MAP DIRECTORY APPLY GIVE

UNIVERSITY OF .
South Carolina

Visit the Payroll Website for
more resources.

Access PeopleSoft HCM he X RO oney s

In cooperation with Human Resources and
University departments, we fulfill the obligation

using your Network e | e
Username and password. SR

)> Payroll Department We are responsible for preparing payrolls for the University of South Carolina in accordance

with university policies and federal/state rules and regulations.
My Payroll

/ \ Pay Dates
SsE PEOPLESOFT HCM
Direct Deposit Payroll Department Communication Hours and Contact Login to the HCM

L] I f =
Re m I n d e r International Payroll oo PeopleSoft System

The Payroll Team has relocated to the 6th floor of 1600 Hampton
To login, use your Network

U S e S e p a rate b rOWS e rS fo r P e O p I e S Oft Payroll Toolbox Street. In person employee appointments will remain unchanged T ——

Office Contacts —Wednesdays from 9 a.m. to 4 p.m. For assistance outside of requires two-factor authentication

those hours or to schedule an appointment, employees are (DUO).

HCM and Finance to avoid the Invalid G REING 8 i
Portal Name error. SRR

The HCM PeopleSoft system
replaces ITAMS.

PeopleSoft HCM »

hours to address questions or coordinate meetings as needed.

/ The employee liaison team is committed to responding within 24

Scheduling appointments helps ensure timely support by making Contact Payroll

$he richt indiideal ilahl ihytinata clane



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, emalil PAYROLL 1001 ‘

payroli@mailbox.sc.edu.

&



mailto:payroll@mailbox.sc.edu

Contact Us

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

ﬁmarmh South Carolina



https://sc.edu/about/offices_and_divisions/controller/index.php
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Alone, we can do so little; together,

we can do so much.

THANK YOU!
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Office of the Controller

Address:
/ﬁ\ 1600 Hampton Street
Columbia, SC 29208

N Contact Number:
% Phone: 803-777-2602
Fax: 803-777-9586

Email Address:

controller@sc.edu
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