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                     PeopleSoft Training Related Resources

                     			
                     The PeopleSoft training teams use comprehensive training plans incorporating a variety
                           of approaches including self-paced tutorials, full-blown documentation, hands-on training
                           workshops, and recorded webinars. All of the training resources below cover the university's
                           suite of business processes from beginning to end.

                     
                     		
                     
                        
                           
                              			
                              Expand allGetting Started: Access, Using the UPK Player
                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Request for PeopleSoft Finance Access [pdf]

                                          
	
                                          
                                          How to Use the UPK Player [pdf]

                                          
	
                                          
                                          PeopleSoft Chart of Accounts (COA) [pdf]

                                          
	
                                          
                                          USC PeopleSoft Glossary [pdf]

                                          


                                    
                                    Training Videos:

                                    
                                    	
                                          
                                          How to use the UPK Player

                                          


                                    
                                    eLearning Self-Paced Training:

                                    
                                    	
                                          
                                          PeopleSoft 101 UPK

                                          


                                    
                                    Visit the Finance PeopleSoft Training Schedule to sign up for sessions that pertain to the work you will do in PeopleSoft.

                                    
Accounts Payable: Payment Request, AP Upload, Employee Reimbursement (non-travel)
                                    
                                    Webinar Recordings:

                                    
                                    	
                                          
                                          Employee Reimbursement (non-travel) Proxy Training

                                          
	
                                          
                                          How to Create an Employee Reimbursement (non-travel) in Travel and Expense

                                          
	
                                          
                                          Payment Request Entry and Inquiry

                                          
	
                                          
                                          AP Upload

                                          


                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Preparing an Employee Reimbursement (non-travel) in Travel and Expense [pdf]

                                          
	Employee Reimbursement (non-travel) Matrix [pdf]

	
                                          
                                          Payment Request Matrix [pdf]

                                          
	
                                          
                                          Payment Request Guidelines [pdf]

                                          
	
                                          
                                          Receipting Guidelines [pdf]

                                          
	
                                          
                                          Approver Out of Office [pdf]

                                          
	
                                          
                                          Using Favorites in PeopleSoft [pdf]

                                          


                                    
                                    Presentations:

                                    
                                    	
                                          
                                          Employee Reimbursement (non-travel) Proxy Training [pdf]

                                          
	
                                          
                                          Payment Request Entry and Inquiry [pdf]

                                          
	
                                          
                                          AP Upload [pdf]

                                          


                                    
                                    Training Videos:

                                    
                                    	
                                          
                                          PeopleSoft Purchasing Training Prerequisite

                                          
	
                                          
                                          Payment Request Entry

                                          
	
                                          
                                          Payment Request Inquiry

                                          


                                    
Approval Workflow: Approver Responsibilities, Out of Office
                                    
                                    Quick References Guides:

                                    
                                    	
                                          
                                          Approver Out of Office [pdf]

                                          
	
                                          
                                          ePro Requisition Approval Workflow [pdf]

                                          
	
                                          
                                          Workflow Tip 1 [pdf]

                                          
	
                                          
                                          Workflow Tip 2 [pdf]

                                          
	
                                          
                                          Who are my Department Approvers [pdf]

                                          


                                    
Deposits: Creating a Deposit, Deposit Transmittal
                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Creating a Deposit Transmittal [pdf]

                                          
	
                                          
                                          Deposit Checklist [pdf]

                                          


                                    
                                    eLearning Self-Paced Training:

                                    
                                    	
                                          
                                          Bursar Deposit Tasks

                                          
	
                                          
                                          Department Deposit Tasks

                                          
	
                                          
                                          Contract and Grant Accounting Deposit Tasks

                                          


                                    
General Accounting: Journal Entries/Vouchers, Cash Advances, Physical Inventory
                                    
                                    Webinar Recordings:

                                    
                                    	
                                          
                                          Journal Entry and Journal Voucher eForm

                                          
	
                                          
                                          Cash Advance and Prepaid Card Program 

                                          
	
                                          
                                          Physical Inventory Webinar for Inventory Users 

                                          
	
                                          
                                          Physical Inventory Webinar for Inventory Approvers

                                          


                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Journal Entry and Journal Voucher Cheat Sheet [pdf]

                                          
	
                                          
                                          Reference Sheet for Journal Entry [pdf]

                                          
	
                                          
                                          USCSP Analysis Types Guide [pdf]

                                          
	
                                          
                                          Recording Physical Inventory Transactions for the User
[pdf]

                                          
	
                                          
                                          Approving Physical Inventory Transactions [pdf]

                                          


                                    
                                    Presentations:

                                    
                                    	
                                          
                                          Journal Entry and Journal Voucher eForm [pdf]

                                          
	
                                          
                                          Cash and Travel Advances [pdf]

                                          
	
                                          
                                          Physical Inventory Webinar Guide for Inventory Users
[pdf]

                                          
	
                                          
                                          Physical Inventory Webinar Guide for Inventory Approvers [pdf]

                                          


                                    
                                     Training Videos:

                                    
                                    	
                                          
                                          General Accountant 

                                          


                                    
General Ledger: Chart of Accounts, Budget, Speedcharts
                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Chart of Accounts [pdf]

                                          
	
                                          
                                          New Code Structure [pdf]

                                          
	
                                          
                                          GL Dashboard Summary [pdf]

                                          
	
                                          
                                          Budget Cheat Sheet [xls]

                                          
	
                                          
                                          Budget Adjustment Tips [doc]

                                          
	
                                          
                                          Using Favorites in PeopleSoft [pdf]

                                          
	
                                          
                                          Approver Out of Office [pdf]

                                          


                                    
                                    Training Videos:

                                    
                                    	
                                          
                                          Ledger Inquiry Video Tutorial

                                          


                                    
Grants and Funds Management: Grants Inquiry, University Dashboard, Time and Effort
                                       Reporting
                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          USCSP Analysis Types [pdf]

                                          
	
                                          
                                          Steps to Run the Grants Dashboard Report [pdf]

                                          
	
                                          
                                          Using Favorites in PeopleSoft [pdf]

                                          
	
                                          
                                          Approver Out of Office [pdf]

                                          


                                    
                                    Presentations:

                                    
                                    	
                                          
                                          University Dashboard [pdf]

                                          


                                    
                                    Training Videos:

                                    
                                    	
                                          
                                          Grants Dashboard Report

                                          
	
                                          
                                          University Dashboard Overview

                                          
	
                                          
                                          University Dashboard Sponsored Projects

                                          


                                    
                                    For additional Grants and Funds Management resources, visit the Grants and Funds Management page on the Controller's Office website.

                                    
Purchasing: Requisitions, Change Requests, Highlights
                                    
                                    Webinar Recordings:

                                    
                                    	
                                          
                                          Purchasing Highlights May 20 - COVID 19 

                                          
                                          (Note: This recording has sound only due to technical issues, please follow along
                                             with the presentation posted below.)

                                          
	
                                          
                                          Creating a Change Request in PeopleSoft

                                          


                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          USC's Purchasing Policies and Procedures

                                          
	
                                          
                                          How to Print Purchase Orders [pdf]

                                          
	
                                          
                                          How to use the Category Query [pdf]

                                          
	
                                          
                                          How to Update Your Web Browser [pdf]

                                          


                                    
                                    Presentations:

                                    
                                    	
                                          
                                          Purchasing Highlights May 20 - COVID 19

                                          
	
                                          
                                          Requisition and Receiving Training [pdf]

                                          
	
                                          
                                          Dell Punchout [pdf]

                                          
	
                                          
                                          Creating a Change Request in PeopleSoft [pdf]

                                          
	
                                          
                                          Catalog and Category Code Changes [pdf]

                                          


                                    
                                    Training Videos:

                                    
                                    	
                                          
                                          PeopleSoft Purchasing Training Prerequisite

                                          


                                    
                                    eLearning Self-Paced Training:

                                    
                                    	
                                          
                                          Requisition and Receiving

                                          


                                    
                                    For additional Purchasing resources, visit the Purchasing Toolbox page on the Puchasing website.

                                    
Reporting Tools: Queries, University Dashboard, Finance Intranet
                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Using Query Viewer in PeopleSoft [pdf]

                                          
	
                                          
                                          Query Listing with Descriptions [pdf]

                                          
	
                                          
                                          Query Tip 1 [pdf]

                                          
	
                                          
                                          Query Tip 2 [pdf]

                                          
	
                                          
                                          University Dashboard [pdf]

                                          


                                    
                                    Presentations:

                                    
                                    	
                                          
                                          University Dashboard [pdf]

                                          


                                    
                                    Training Videos:

                                    
                                    	
                                          
                                          University Dashboard Overview 

                                          
	
                                          
                                          University Dashboard Operations

                                          
	
                                          
                                          University Dashboard Internal Projects

                                          
	
                                          
                                          University Dashboard Sponsored Projects

                                          
	
                                          
                                          University Dashboard Construction Projects

                                          


                                    
                                    For additional Grants and Funds Management resources, visit the Grants and Funds Management page on the Controller's Office website.

                                    
**NEW** Supplier Self-Service Onboarding PortalAs of July 27, 2020, the University of South Carolina implemented a supplier self-service
                                       onboarding portal. Please choose "Supplier Onboarding" on the Supplier Management
                                       Page.
                                    
                                    Supplier Management

                                    
Team Card/Procurement Card: Update My Wallet, Reconcile/Approve Card Transactions
                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Using My Wallet [pdf]

                                          
	
                                          
                                          Creating a Card Statement Expense Report [pdf]

                                          
	
                                          
                                          Approving a Card Statement Expense Report [pdf]

                                          
	
                                          
                                          Using the My Wallet Pivot Grid [pdf]

                                          


                                    
                                    Presentations:

                                    
                                    	
                                          
                                          Team Card Approver Training [pdf]

                                          
	
                                          
                                          Procurement Card Approver Training [pdf]

                                          


                                    
                                    Training Videos:

                                    
                                    	
                                          
                                          My Wallet Team Card Training

                                          
	
                                          
                                          Expense Report Team Card Training

                                          
	
                                          
                                          Team Card Approver Training

                                          
	
                                          
                                          My Wallet Procurement Card Training

                                          
	
                                          
                                          Expense Report Procurement Card Training

                                          
	
                                          
                                          Procurement Card Approver Training

                                          
	
                                          
                                          Using the My Wallet Pivot Grid Training

                                          


                                    
Travel and Expense: Update Banking Information, Create a Travel Auth, Travel Advance,
                                       Expense Report, Approving Expense Transactions
                                    
                                    Webinar Recordings:

                                    
                                    	
                                          
                                          Travel and Expense – Traveler Training

                                          
	
                                          
                                          Travel and Expense – Approver Training

                                          
	
                                          
                                          Creating a Travel Authorization

                                          
	
                                          
                                          Creating an Expense Report by Associating a Travel Authorization

                                          
	
                                          
                                          Creating an Expense Report

                                          


                                    
                                    Quick Reference Guides:

                                    
                                    	
                                          
                                          Updating Banking Information [pdf]

                                          
	
                                          
                                          Approving Expense Transactions – Traveler [pdf]

                                          
	
                                          
                                          Approving Expense Transactions – Approver [pdf]

                                          


                                    
                                    Presentations:

                                    
                                    	
                                          
                                          Travel and Expense – Proxy Training PPT [pdf]

                                          
	
                                          
                                          Travel and Expense – Traveler Training PPT [pdf]

                                          
	
                                          
                                          Travel and Expense – Approver Training PPT [pdf]
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						Colleges & Schools

						
							
									Arts and Sciences
	Business
	Education
	Engineering and Computing
	The Graduate School
	Hospitality, Retail and Sport Management


							

							
									Information and Communications
	Law
	Medicine (Columbia)
	Medicine (Greenville)
	Music
	Nursing


							

							
									Pharmacy
	Public Health
	Social Work
	South Carolina Honors College


							

						

					

				


				
					Offices & Divisions

					
						
							
									Employment
	Undergraduate Admissions
	Financial Aid and Scholarships
	Bursar (fee payment)
	Veterans and Military Services
	Disability Resources


							

							
									Access and Opportunity
	Human Resources
	Law Enforcement and Safety
	University Libraries
	All Offices and Divisions


							

						

					

				


				
					Tools

						Carolina Alert
	Campus Email
	my.sc.edu
	Blackboard
	Campus Safety and Wellness
	PeopleSoft Finance


				

			

		
		
			
				
					
						©
						University of South Carolina	
						Privacy
						Student Consumer Information
						Student Consumer Information
						Transparency Initiative
						Civil Rights and Title IX
						Digital Accessibility
						Contact
						Contact
					
				

			

		

	
			


      
         
            Challenge the conventional. Create the exceptional. No Limits.
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