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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




Searching for Queries by Name

Favorites Main Menu ¥ » Employee Self Service > Query Viewer

25 | universiy o All Edl Advanced Search  [B] Last Search Results AddTo ¥
1= | SOUTH

CAROLINA

When you know the ‘ —

Enter any information you haw j i
q ue ry name. | Query Name | begins with v/ |SC_PY_COMBO_GODES

| begins with V|

Description

1. Enter the query

Uses Field Name | begins with "|

name in the Query heoess Groupam | begrwin <]
Name f|e|d Folder Name |begin5with v|

“Query Type =

| begins with V|

Owner

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB,EMPLOYEE, JRNL_LN.

2. Leave the search
option as Begins Search Result

With.

*Folder View | —All Folders -

Query
‘Eﬂ. Q‘ 1202 v | ViewAl ‘

3. Click the Search
button.

Add to

Runto |Runto |Runto ey
Schedule Definitional References Favorites

Query Name Description Owner | Folder HTML | Excel | XML

SC_PY_COMBO_CODES All Combo Codes Detail Public ‘ ‘ HTML Excel ‘XML Schedule Lookup References Favorite

SC PY COMBO CODES ALL All Combo Codes Detail Public HTML Excel XML Schedule Lookup References Favorite




Viewing Search Results

Favorites Main Menu ~ > Employee Self Service > Query Viewer

e,
Z5% | UNIVERSITY OF Al ~ | gearch Bl Advanced Search  [Bl Last Search Results
i | SOUTH

CAROLINA
New Window | Pel
Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name |begin5wilh V| ‘SC_PY_COMBO_CODES

View results Descrption | 2091 wih_ v

HTML on-screen Uses Record Name |w

Uses Field Name | begins with

Access Group Name | begins with

Export directly

Excel Folder Name |begin5wi1h
to Excel —

Owner

S ave q u e ry When using the IN or BETWEEN operators, enter comma separated values without quates. 1.e. JOB EMPLOYEE JRMNL_LM.

Favorlte for. future use Basic Search

Search Results

Understand
DeSC” ptlon What the *Folder View | —All Folders -
query does

1-20f2 v | ViewAl

Add to
Favorites

Query Name Description Dwner Folder E%l‘t_o E::etlo :anl_to Schedule Definitional References

SC_PY_COMBO_CODES All Combo Codes Detail ‘ ublic ‘ ‘ HTML Excel ‘ ML Schedule Lookup References Favorite

‘ SC_PY_COMBO_CODES_ALL All Combo Codes Detail Public HTML Excel XML Schedule Lookup References Favorite
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Payroll Queries

If you need to. .. Use this query!

Identify active earnings codes SC_PY_EARN_CODE

Find active payroll funding combo codes SC_PY_COMBO_CODES

Review employees charged to a project SC_PY_FUNDING BYPROJ

Monitor project funding and funding end dates SC_PY_FUND BYPROJ_DATE
|dentify Account Change eForm approvers SC_PY _GT_ACCOUNT_CHANGE_APPROV
Check the status of Account Change eForms SC_PY_GT_ACCT_CHANGE_FORMS

Review active Payroll, HR, and Time and Absence security roles SC_SECURITY_ROLES_USERS_ACTIVE

J
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SC PY EARN CODE

What does it do?

Displays all active earnings codes available in PeopleSoft HCM.

When would | use it?
 |dentify the correct earnings
code.
Review available payroll
earnings codes.
Support payroll or additional-
pay transactions.

Key Search Criteria:
 No selection criteria

Key Tip: Use this query when you
know the type of pay needed but not
the corresponding earnings code.

SC_PY_EARN_CODE- Active Earns Codes

Download results in :  Excel SpreadSheet CSV Text File XML File

View All

Earn Code

a A
Du::m-—-lmm-h-mw—\g

R R R S T i S B G RO T
W N = O © oo~ g R W N =

o]
B

Eff Date
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/2019
12/16/2019
01/15/2020
01/15/2020
01/15/2020
01/01/1900
01/01/1900
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901
01/01/1901

NAINA IAONA

P>>»>»>»>»>» >» > > >> > > > >>>F>>rrrrr

(19 kb)

Status

Bonus Student Treaty

Sick Leave Lost

Annual Leave Lost

Athletics Fringe Benefits
Leave Without Pay

Employee Tuition

Athletic Fringe Car

Taxable Fringe Benefits
Taxable Fringe Ben Teach Trty
Taxable Frg Ben Std Trty
Voluntary Separation Prog Pay
State Approved Bonus

State Approved Bonus_Intl
Monetary Cash Student Treaty
All Earnings Codes - System Cd
N/A - Retro Place Holder
Moving Expenses Teache
Athletic Contract Pay

Earnings Balances

Moving Expenses

A L Taken Teaching Treaty
Athletic Fringe Teach Treaty
Monetary Cash Awd Teach Treaty

(= T i T, 4

First 1-100 of 199 '} ' Last




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.




SC SECURITY ROLES USERS ACTIVE

What does it do?
|dentifies active Payroll, HR, and Time and Absence security roles assigned to users in your area.

When would | use it?

« Review user access and
approval roles.
Prepare for an employee | weoumer A
departure or role change. o b
Confirm who can initiate s e

or approve transactions. | "

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

SC_SECURITY_ROLES_USERS_ACTIVE - SC Security Roles Users Active

View All First 1-4 of 4 Last
Ke S ea rc h C ri te ri a [] Row Role Name Descr User ID Description ID Email ID Is Locked Row Sec PrmLst Employee HR Dept
y . 1 SCHGT_WF_CAMPUS_DEPT_1 GT WF - Campus/Dept. 1 0 SCHCDPALL 620499
2 SCHGT_WF_FINANCE_DEPT GT WF - Finance Dept. 0 SCHCDPALL 620499
° U ser 3 SCHPY_Bus_Managers_QryRpts  PY - Bus Mgrs.-Queries & Rpts 0 SCHCDPALL 520499
4 SCHTL_ABS_Approver TL & ABS - Approver 0 SCHCDPALL 620499
 Name

- USCID

Key Tip: Review this query when responsibilities change so new and in-route transactions
continue moving through workflow.
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UNIVERSITY OF

South Carolina

Payroll Department

>> Payroll Department
My Payroll
Pay Dates
Direct Deposit
International Payroll
Payroll Toolbox

Office Contacts

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

SEARCH SC.EDU Q

MONEY MATTERS

In cooperation with Human Resources and
University departments, we fulfill the obligation
of paying all University of South Carolina
employees accurately and timely.

We are responsible for preparing payrolls for the University of South Carolina in accordance
with university policies and federal/state rules and regulations.

Payroll Department Communication Hours and Contact
Information

The Payroll Team has relocated to the 6th floor of 1600 Hampton
Street. In person employee appointments will remain unchanged
—Wednesdays from 9 a.m.to 4 p.m. For assistance outside of
those hours or to schedule an appointment, employees are
encouraged to contact the team by email at
payroll@mailbox.sc.edu (7 or by phone at 803- 777-4227.

PEOPLESOFT HCM
Login to the HCM
PeopleSoft System

To login, use your Network
Username and password. This
requires two-factor authentication
(DUO).

The HOM PeopleSoft system
replaces ITAMS.

Where to Find the
Resources

Visit the Payroll website
for more resources and
information.

NA UNIVERSITY OF
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https://www.sc.edu/about/offices_and_divisions/payroll/index.php

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

South Carolina . Q

Office of the Controller

Office of the Controller Business Manager

[ ]
General Accounting The role of each Business Manager at the University of South Carolina varies across each W h e re to F I n d t h e

Grants and Funds . i \ \ . .
Management influence the success of their departments and the University overall. They provide business

college and department. Each Business Manager handles several responsibilities that directly

expertise on a variety of topics including, but not limited to budget, expenses, supplier
Compliance and Tax . . . . . . u
Management onboarding, transaction corrections, and University policies and procedures.
Payroll Department

. Below is a list of tasks a Business Manager may be responsible for within their college/department. Sections include
Operational Management

and Reporting links to training resources that support each task. F O r tra n S a Ct i O n

External Financial Reporting Note: Each year the Controller's Office provides refresher trainings starting the month of February thru the end of
and Transparency April. Registration links for all scheduled trainings are sent to our BIZMANAGER listserv end of January, provided in

] L] L]
Resource and Training our monthly newsletter, and in a prior week reminder email. On demand training can be found in the sections CO rre Ct I O n tra I n I n g

Toolbox below.

§ e resources, visit our
Business Manager page.

Principal Investigator AP Uploads

Policies & Procedures

Business Expense Prepaid Cards
Forms

Cash Advances
Newsletters

Cost Transfer
PeopleSoft Finance Training
Schedule Departmental Deposits

Listserves
Employee Reimbursement (Non-travel)
Social Media
Endowments
Contact Us

CHONONONORORONONO

Finance Intranet

UNIVERSITY OF

South Carolina



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

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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