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Objectives

By the end of this procedure, you should be able to:
1 Use the reporting toolo verify/reconcile payroll by operating unit, department, project and employee
9 Use theoutput options to show dat@hat meet your needs
1 Understand thenew Retro Fundingprocess
1 Understand the different export options for reporting
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ll. Tips, Tricks and Reminders
Here are few tips and tricks that will help whasing this toal
i1 This is the new payroll reporting tool that is replacing a Yéw Distributed Data.
1 1 / a Yiéw Distributed Data is nodecommissioned and no longer accessible.
i Please remember to complete retro account changes wil@idaysof the pay date.
1 Be sure taclearsearch criteria fields before submitting a new search.

1 Reports can be created by pulling data into an expetadsheet but it will require some
cleanup.The copypaste optionis much cleaner, just remember to disable the active links.
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Using the HCM Payroll Distribution Reporting Tool

Navigation

Toaccess this newool, goto https://www.admin.sc.edu/

Then navigate toHHCM Distribution>HCM Payroll Distribution Search

Step 1:Click theHCM Distributionlink.

@ & |https:/jwww.admin.sc.edu 0%
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HUB ~  HOME
NA

Main Navigation

« Finance Intranet
Reporting solution for PeopleSoft Finance data.
HCM Payroll Distribution Reports.
* Legacy Intranet
Legacy reporting solution for Mainframe data.
« Travel Authorization
Legacy TA - Travel Authorization Quick Form.

s & W O search T 4L IN D @

Sign out

Info

* Welcome
This site is maintained and supported by
Finance IT. if you have any issues please let
us know. intranet@mailbox.sc.edu

Step 2:Click theHCM Payroll Distribution Seardimk.
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LINA HUB - HCM DISTRIBUTION ~ HOME

Main Navigation

Io HCM Payroll Distribution Search I "
‘Search displaying HGM Payroll Accounting Distribution Data
» Payroll Expenditure Report
Search by Pay Period and Chartfields.
» Fringe Benefit Summary Report
Search by Pay Period and Chartfields.
= Employee Analysis
Search by Pay Period and Chartfields.
= Employee Analysis by USCID
Search by Pay Period and Employee.

Sign out

Info

« HCM Distribution Group required to view this
page.

« Excel Journal Import

= HCM Distribution Membership List
+ HCM Distribution New Membership

* HCM Distribution Row Level Permission List
* HCM Distribution New Row Level Permission
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https://www.admin.sc.edu/

Search Criteria z Date Fields

As you can see, there are many date field options available on the Search Criteria section of the
screen.

The following date fields are mostly used by back officmloyeesh y G KS / 2y iNRf f SNRA&

A Check DateThis is the check issue date
A Pay End DateThe end date associated with the pay period for back office use
A Earn End DateThe maximum timesheet date the pay was earned

Thefollowing Fiscal datdields are mostlysed by HR Contacts, Business Managers/Budget Officers,
and Pls/Grant Administrators:

A From/To Pay PeriodThe 1% and last day of each month
A Fiscal Month:Follows the GL Fiscal year, July is thednth in the GL fiscal year
A Fiscal Yearduly #through June 30

UNIVERSITY OF

ﬁ GM)UM HUB ~ HCM DISTRIBUTION ~ HCM DISTRIBUTION SEARCH Sign out
uscio Pay Group Combo Projact BU From Pay Period Num of Records
ALL j 10000
Name Pay End Date (m/diy) Operating Unit Project To Pay Period Order By
ALL j Chartfieid Name j
Job rn End Date (m/d/y] Department CFDA Fiscal Month
Total
SO e
HCM Dept. Dist.Status Fund Contract Fiscal Year
Detail
ALL b 2019-2020 = & N
um.
Journal. Dist.Type Class Sponsor Pay Run ID
Output
ALL hé
Check DistClass Account Costshare F"““'S""'"'a“'w“"z‘j
m -l
Check Date (m/dly) Dist.Code

]
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V. Returned Data
The reporting tool organizes the data in the following way.

Note: The output options may chandww the data is organized.

NAME USCID  FISCAL JOB HCM GROUP  PAY CHECK CHE COMBO CHARTFIELD LBR LBR  TAX  RETRE LFE LTD HEALTH DENTAL FRNG  FRNG Tor

PERIOD : DEPT PERIOD DATE $ % $ % $

JOURNAL

16208:  UGT4 155301 CO9 12152019 E000ZATH1 12132019 ADOOOOOSS1S  CLO4C-155001- 538333 10000 40588 147440 022 218 28R47T  BE0 185061 A 72004
PAY00S0880 ADOD1-101—

18208:  UGT4 155301 CO9 1312019 8000230345 12232019 ADOOOQOOSS1S  CLOMO-155001- 538233 10000% 40588 17410 022 215 26847 860 185061 3484% 724204
PAY0091580 ADOD1-101—

16208:  UGTS 155301 CO9 12152019 BOOOZ4TAZ 12132019 AOOOOO0SS18  CLO4C-185001- 85470 10.00% 804 1280 002 022 5318 080 20808 3147% 88078
PAY00S0839 ADOD1-101—

16208 uGTs 155301 cos 12312019 B000230845  12/23/2018  ADOODOOOSE18 (CLO40-155001- 85470 10.00% 808 14280 002 022 5318 o0 20807 3148% 88077
PAY0091580 ADOD1-101—

16208 AH1D 188201  C12 127152019 8000216483 121132019 AO0000001702  CLO40-155001- 181008  100.00% 13242 30803 018 101 201.38 874 73021 4082% 288017
PAY00S0838 AOOD1-101—

16208 AHID 155201 €12 123172019 8000232703 121232019 ACC000001702  CLOMO-155001- 181668 100.00% 13243 w803 018 101 201.35 a7 73022 40.02% 255018
PAY00S1560 ADOD1-A01—

1620-0:  AMSB 155020 C12 12152019 8000216383 121132019 AOGOO01702  CLOMC-155001- 344650 10000% 20381 76243 046 101 20135 674 122040 3554% 407000
PAY0080800 AOD1-101—

16208 : AMBE 158020 C12 122112019 8000232631  12123/2019  ADOO0OQO1702 CLO40-155001- 344080  Bl40% 263.80 40246 0.00 o.8a 10708 aeo Tie5e 2267% 422848
PAY0001580 ADOD1-101—

Returned Data Column | Returned Data Defined

Records Found Number ofrecords that match the criteria entered

Name Employee Name

USCID Anine (9) character alpha numerical numtikat can be found on the
back of the Carolina Card.

Fiscal Period Fiscal YeaFiscal Month: Journal ID

Job Code for faculty and staffositions in PeopleSoft

HCM Dept 9YLX 28SS5SQa K2YS RSLI NILYSyY

Group Pay code for grouping of like positionsri@nth, 12month, current vs.
lag, etc.)

Pay Period The midmonth and endmonth payroll

Check The check number:
8- Direct Deposit
7- LiveCheck

CHDate The check issue date

Combo The full chartfield combination that is charged including account
number (Op Unit, Department, Fund, Account, Class, and Project IL
also commonly referred to as the HCM Combo Code

Chartfield A field thatstores information related to the funding for the employe¢
job at USC

Labor Details Payment amount and the percentage of pay charged to a specific
funding source

Fringe Details The Employeraxamounts and percentages for all types of fringe

Total Labor plus the fringe = Totakpense
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VI. Using HCM Distribution z HR Contacts

A HR Contact may search specifically by:
1 Department
1 Employee

To search byepartment:
1 Enter the department
1 Search by from/to pay periods, fiscal month, andfiscal year
1 Select the Order By and Output options to organize the data in a way that best meets your
needs
1 Submit

Note: Be sure to increase the Number of Records if you think the number is higher than the defaulted
number of 10000.

RO Of, HUB~  HCMDISTRIBUTION ~  HCM DISTRIBUTION SEARCH Sign out
CAROLINA
usciD Pay Group Combo Project BU [From Pay Period Num of Records
1211502019 v 10000
Name Pay End Date (midy) Operating Unit Project To Pay Period Order By
o 123172019 v Chartfield, Name
Job Eam End Date (m/dfy) Department CFDA Fiscal Month —
0
o
= o] Ry
HCM Dept. Dist. Status Fund Contract Fiscal Year
etail
Atk 20182020 o [ Sum.Adjustments
Joumal. Dist.Type Class Sponsor Pay Run ID
Output
ALL
Check Dist.Class Account Costshare Fringe-Summany(Hoi[v]
ALL
Check Date (m/dly) Dist.Code
to

]
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Use the returned data to identify:
1 Al employees are being paid from the correct funding source
91 Al retro funding changes are processed and cor(alitretro changes are identified with pink

lines)

1 Labor and fringe amounts look accurate

Records Found: 4,252

§EE[ESSE83380808888¢8638§8§8§8¢§

DT PEROO

156301 COS 1252019
156301 Cos  1z3wamny
155301 €05 1215a01s
156301 Cos  125wEeny
155201 €1z 1215Ems
156201 C12 125w
155020 €12 12152019
156020 c12 12w
156301 Cos  1z5Ems
156301 Cos 12wy
155020 c12 12152013
155020 C12 125w
158001 COS 12153
15801 CoS  125w203
15501 C12 12153
18501 C12 1251013
156301  C12 12152019
156301 c12 125wy
155901 €03 1z15Ems

cos
c1z

155901 €12 125w013

CHECK

JHHIHHHHIH]

RPAY00006S

CHKDATE  COMBO. CHARTFIELD (L LER TAX  REMRE UFE LTD HEALTH DENTAL FRNG  FRNG Tor
3 % 3 % s

12N ADOONN0SENE I CLD40-155001-A0001-101 I 536331 10000% 40568 17710 02 215 Ev 899 1SSl MS% 720254
12232010 AXCOONSHIE CLOK-155001-AI001-101 = SM33)  10000% 4058 17410 02 248 0847 890 1B SN 7205
12132013 ADCO000SES CL040-155001-A0001-101- S0 1000% a8t wx om0z 518 0% 0808 31ATH 88078
12252019 AK00O00SBIE CLOKO15501-A001-101, e 1000% ass ww om o0z s 0% w807 NAE% o077
T2NIWS AN CL0%0-155001-A0001-101-~ 181908 WO00%  1R2 1|3 06 181 235 874 7821 2062% 28m 17
12252019 AMOOONTTR CLOK-155001-A0001-101: 141994 10000% 124 2em 018 18 138 874 ™2 4062% 28010
12N ABO000TT2 CLO40-155001A0001-101 244090 10000% 26381 4 018 181 mas B74 12610 BN 46700
12292013 AOOO0TTZ CLOK-155001-A0001-101: 34990 suaw  2eM azss 005 0m w79 200 s 25T ama
12132013 ADO000SEE CLO40-155001-A0001-101 52672 10000% 38403 134845 02 215 eSE 899 22072 4106%  7Ama
12232019 A000000SBIE CLOYO-155001AD001-101 52572 10000% 08407 14848 02 215 eesa2 899 22070 4166% 74m22
12N ACO0N0TT CLO40-155001-A0001-101 218406 10000% 16250 2 0wl 18 35 874 B50E8  M78% 30852
1223201 A0COONTTR CLOY-155001:A0001-101+ 216406 10000% 124 mm 0w 14 038 6 087 WM 30491
12132013 ABOOO0SEE CLO40-155001-A0001-101-+ 852100 10000% QuW @A 0z 215 v 899 1738 7S B3NN
12232013 AB0COO00SBIE CLOK-155001A0001-101« a52100  10000% 0w a@n oz 218 w80 890 17 28m B3
12323 A0 CLD40-155001-A0001-101- 275M W% 1578 aness 016 18 035 874 B4 MEn aoanz
12252019 NS00 TR CLOK-1550TAI001-101 205 Q0% e we om  om e 28 amie 2089% 202540
12NIAS AGCOON0TTIZ CLO40-155001-A0001-101~ 1AMT W0000% 1@ 528 016 181 135 874 BB1S  4160% 237286
12232013 A0COONTTCR CLOK0-155001-A0001-101: AT 10000% 12304 M 0w 1m ;s a7 ente 4160% 23728
12132013 AD00NSENS ‘CLD40-155001-A0001-101-+ 855545 10000% 916 15%9 02 215 41204 8m 2085t 2032% LEE
12250019 ASCOONSBIE CLO40-155001-A0001-101: STm 10000% 205 1289 02 215 41204 8: 178195 J0S6N T5mae
123213 ADC00NSE S CL040-155001-A0001-101 - 781068 748% 11184 1752 012 12 20850 S04 2u232  Z706% 100

01292020 ASCON0SEIS CLOK1SS01AI001-101

a7a% 707

To search b¥mployee

T 9yGSNJ 6KS SYLJX
1 Search by from/to pay periods,
9 Order by Pay Period, Name
1

Submit

Note:, 2dz Ol y

[j

e LIS

you can select the correct name.

28S5SQa

{1/ L5
fiscal month, and/or fiscal year

GKS SyYyLX 28S8S80a f

UNIVERSITY OF

2

USCID

Wame

HCM Dept.

Journal.

Check

Check Date (midly)
to

CAROLINA e -

Pay Group

Pay End Date (m/dly)
to

Earn End Date {mldly)
to
Dist. Status
ALL
Dist.Type
ALL
Dist.Class

ALL
Dist.Code

HCM DISTRIBUTION

HCM DISTRIBUTION SEARCH
Combo Project BU
‘Operating Unit Project
Department CFDA
Fund Contract
Class Sponsor
Account Costshare

csVv

Sign out
From Pay Period Num of Records
1211572010 -] o000
To Pay Period Order By
Fiscal Month
- Total
AL N o suronm
Fiscal Year
o]
20192020 j
" Sum,
Pay Run ID
Output
Fringe-Summary[Horize j

Using the HCM Payroll Distribution Reporting Tool
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Use the returned data to identify:

1
1
|l

= =

The employesds being paid from the correct funding source

Overpayments and/ounderpayments

All retro funding changes are processed and correct (all retro changes are identified with pink
lines)

Labor and fringe amounts look accurate

The employee has entered direct deposit information in HCM PeopleSoft, check numbers
beginning withthe number 8 indicate direct deposit. Checks beginning with the number 7
indicate a live check. This may be appropriate for the employee but if it is not be sure to reach
out to encourage them to enter direct deposit information in HCM.

In the employee d@ below, notice NS G N2 W9 Y2@SR (GKAA&A SYLX 2&8SSQa
for periods 12/15/19 and 12/31/19. The negative line is showing the funding source the payroll is
being removed from.

TOTAL

USCID  FISCALPERIOD:  JOB HCM GROUP  PAY CHECK CHK comeo CHARTFIELD LBR  LBR TAX RETRE LIFE LTD HEALTH DENTAL FRNG FRNG  TOT
JOURNAL DEPT PERIOD DATE s % s % s
19206 : UG76 155401 c12 12/15/2019 1211312019 CL( 625710 70.00% 8905 136468 012 113 349.56 472 180026 2892% 8.066.36

PAY0090869
1920-7 ¢ UG76 155401 c12 12152019 01/30/2020 (=1 268161 30.00% 38.16 58486 004 048 149.80 202 77536 2891% 3456.97
RPAY000069
16206 : UGT6 155401 C12 1211572019 121372019 17 101 268161 3000% 3816 58486 004 048 14980 202 77536 2891% 345697
PAY0090869 10008118
19207 : UGT6 155401 C12 121512019 01/3012020 17 CLO4: (2681.61) -30.00% (38.16) (58486) (0.04) (048) (149.80)  (202) (775.36) 2891% (3.456.97)
RPAY000069 -10008118
19206 : UGT6 155401 C12 121312019 8000232733 12/23/2019 ACO00000S816  CLO4O-155001-A0001-101— 625710 7000% 8906 136467 011 113 34055 472 180024 2891% 806634
PAY0091560
19207 : UG76 155401 C12 123172019 0113012020 CLO40-155001-A0001-1 268161 30.00% 3816 58487 005 048 14981 202 77539 2892% 3457.00
RPAY000069
1920-6.: UG?6 155401 C12 123312019 1212372019 17 CLdo A 268161 3000% 3816 56487 005 048 14981 202 77539 2802% 345700
PAY0091560 10008118
19207 : UGT6 155401 C12 123172019 0173012020 17 CLO40-155 1 (2681.61) -30.00% (38.16) (58487) (0.05) (048) (149.81)  (202) (775.39) 2892% (3.467.00)
RPAY000069 10008118
1787742 25443 389908 032 322 998.72 1348 5,169.25 2891% 2304667

Using the HCM Payroll Distribution Reporting Tool March 2020
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VII.

1C

Using HCM Distribution z Business Managers/Budget Officers

A Business Manager/Budget Officer may search specifically by:

1 Operating Unit

1 Employee
9 Account
1 Earnings

To search bypperating Unit
1 Enter the operating unit
1 Select a fiscal month andurrent fiscal year

1 Select the Order By and Output options to organize the data in a way that best meets your

UNIVERSITXIOH HUB -  HCMDISTRIBUTION ~  HCM DISTRIBUTION SEARCH Sign out
CAROLINA
uscio Pay Group Combo Project BU From Pay Period Num of Records
ALL j 10000
Name Pay End Date (m/dfy) ‘Operating Unit Project To Pay Period Order By
to ALL j Chartfield,Name j
Job Earn End Date (m/dfy) CFDA Fiscal Month
Total
to -
DECEMBER J Sub-Total
HCM Dept. Dist.Status Fund Contract Scal Year
Detail
ALL - 2018-2020 j
Sum.Adjustments
Journal. Dist.Type Class Sponsor Pay Run ID
Output

ALL J
Check Dist.Class Account Costshare F"Wﬁsummmmmj

AL j
Check Date (midiy) Dist.Cade

to

Using the HCM Payroll Distribution Reporting Tool
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11
Use the returned data to:

1 Gomplete a monthly payroll review and reconciliation for all employlegseconciling budgets
to expenses in funds across the units, especially A funds
9 Identify a spike in pay indicating an annual leave payout or overpayment

Note: This search will show all departments within that operating unit. This may pull in a larggenum
of records, so be sure to change the Number of Records field to a number higher than the defaulted
number.

To search bEmployee
f 9yGSNI GKS SYLX288SQa ! {/L5 2NJ[lFad ylFIYSKkCANERI
1 To complete a monthly payroll review aneconciliation for a specific employee, select a fiscal
month and current fiscal year
1 Submit
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