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Top 10 Time and 
Effort Q and A



Why is Time and Effort so important?

#1 Time and Effort Q and A 

Salary expenses are the largest cost on sponsored awards.

These expenses receive the highest level of audit scrutiny.

Effort reports are provided to sponsors during audits.

Accurate effort reports are critical for compliance.

Reports confirm time and effort dedicated to each project.

Inaccurate reporting can result in loss or return of funding.



Why am I getting this email notification as a 
supervisor?

#2 Time and Effort Q and A 

The system routes effort reports to a supervisor only when 
both the PI and Co-PI are inactive.

The logic in the system is built to route to the supervisor of the 
employee at the time of the release of reports (mid August, 
mid February).

Automated email notifications are generated when an 
approver’s action is required in the workflow. 

Approval routing is based on the employee’s supervisor of 
record at the time reports are released.



Why are we confirming the effort report to HCM 
Distribution if they’re from the same system?

#3 Time and Effort Q and A 

Effort reports include Institutional Base Salary (IBS) only 
and exclude certain pay codes that may appear in HCM.

Effort certification must align with research policy requirements, 
not payroll data alone.

RSCH 1.08 defines Institutional Base Salary (IBS) and its use 
in estimating, accumulating, and reporting salary charges to 
sponsored projects.

Confirmation ensures any retrospective payroll adjustments 
posted during the period are accurately reflected on 
sponsored projects.

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.sc.edu/policies/ppm/rsch108.pdf


Excluded Earnings Codes
• Certain types of 

pay are excluded 
from effort 
reporting – the 
most common are 
highlighted.

• When a specific 
ERN code is 
excluded, you will 
see that pay 
reflected in HCM, 
but not the effort 
report.



I can’t see a department in HCM Distribution. What 
am I supposed to do?

#4 Time and Effort Q and A 

First, contact the Business Manager for the department to 
request the appropriate HCM Distribution.

Please include a clear identifier (e.g., Form ID or Employee 
ID) with your request to prevent delays. Requests without 
identifiers may require follow-up and slow processing.

The T&E team can provide the HCM Distribution report upon 
request.

If you do not receive a response, contact the Time & Effort (T&E) 
team at timeandeffort@sc.edu. 

mailto:timeandeffort@sc.edu


I don’t know the individual whose effort report I 
received to approve. What should I do?

#5 Time and Effort Q and A 

You will continue to receive system notifications until the 
effort report is fully executed.

Contact your primary Business Manager as the first step.

The Time & Effort (T&E) team can add approvers to the 
workflow if needed.

Existing approvers cannot be removed from the workflow.



How do I fix an effort report if it’s wrong?

#6 Time and Effort Q and A 

Tip: Payroll should be reviewed regularly for accuracy.

Retroes can be processed for payroll adjustments less 
than 90 days old.

Submit both of the following forms to the Retro JE mailbox 
at retroje@mailbox.sc.edu.

• Payroll Retro Funding Change form 
• Cost Transfer Justification Forms 

Payroll retro funding changes impacting sponsored 
awards must include a Cost Transfer Justification Form. 
This form replaces the need for separate justifying memos 
for payroll transfers.

mailto:retroje@mailbox.sc.edu
https://sc.edu/about/offices_and_divisions/controller/documents/payroll_retro_funding_change_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/payroll_retro_funding_change_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/cost_transfer_justification_form_april2021.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/cost_transfer_justification_form_april2021.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/cost_transfer_justification_form_april2021.pdf


Payroll Retros and Cost Transfers

https://sc.edu/about/offices_and_divisions/controller/documents/cost_transfer_justification_form_april2021.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/payroll_retro_funding_change_form.pdf


What happens if I don’t approve my effort report?

#7 Time and Effort Q and A Cont. 

FINA 3.12 - Time and Effort Procedure establishes the 
requirement for timely effort report certification. 

Sponsored effort not approved by the established deadline, 
March 18th, will be moved to departmental funding.

Central administration will reallocate salary and effort after 
60 days of non-certification.

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/sc.edu/about/offices_and_divisions/controller/documents/fina_3.12_procedure-time_and_effort_reporting.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/sc.edu/about/offices_and_divisions/controller/documents/fina_3.12_procedure-time_and_effort_reporting.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/sc.edu/about/offices_and_divisions/controller/documents/fina_3.12_procedure-time_and_effort_reporting.pdf


I can’t get an employee to respond to my approval 
requests. Can the T&E team just move the effort 
report to the next approver?

#8 Time and Effort Q and A 

If an employee is unresponsive, the supervisor should be 
contacted as the first step.

If an employee becomes inactive after reports are released, 
the T&E team may assist with routing before the deadline.

The Time & Effort (T&E) team can assist in navigating next 
steps and escalation.

Effort reports cannot be advanced past an employee to the 
next approver before the deadline if they are currently 
employed at the University. 



When a form is in Error status, what does that mean? 

#9 Time and Effort Q and A 

Error status indicates the effort report routed to an approver 
who is no longer active in the system.

If an effort report is in Error status, contact the Time & Effort 
(T&E) team for assistance. The T&E team will add an 
appropriate active approver and restart the workflow.

The workflow cannot 
continue until a current, valid 
approver is assigned.



Why don’t I see my retro reflected in my effort report? 

#10 Time and Effort Q and A 

Payroll retros follow a multi-day processing timeline before 
appearing on effort reports.

General Retro Processing Timeline:

• Step 1: Receipt of Retro request to Retro Mailbox 

• Step 2: Retro Team review, uploads as an entry, approvals 
process and post (this could take multiple days)

• Step 3: Uploaded to HCM (intranet)

• Step 4: T&E Team runs a system update to reflect changes 
on impacted effort reports

Because of this process, retros may not appear on effort 
reports for several business days after submission.



Questions



Resources & 
Contacts



Time and Effort Resources
Policy FINA 3.12 – Time and Effort Reporting

Business Managers Resources
• Time and Effort Report - Business Manager 

Demo Video
• Time and Effort Report - Business Manager 

Job Aid 
• Time and Effort Process Map 
• Earning Codes List 
• PeopleSoft HCM Query for Reports by 

Department Example 

Employee Resources
• Time and Effort Report - Employee Job Aid

Principal Investigator Resources
• Time and Effort Report - Principal 

Investigator Job Aid 

Supervisor Resources
• Time and Effort Report - Supervisor 

Job Aid

https://sc.edu/policies/ppm/fina312.pdf
https://sc.edu/policies/ppm/fina312.pdf
https://sc.edu/policies/ppm/fina312.pdf
https://youtu.be/o6k0ltpjjTo
https://youtu.be/o6k0ltpjjTo
https://youtu.be/o6k0ltpjjTo
https://youtu.be/o6k0ltpjjTo
https://youtu.be/o6k0ltpjjTo
https://sc.edu/about/offices_and_divisions/controller/documents/new_tande_jobaid_business_manager_8_24_20.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/new_tande_jobaid_business_manager_8_24_20.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/new_tande_jobaid_business_manager_8_24_20.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/new_tande_jobaid_business_manager_8_24_20.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/new_tande_jobaid_business_manager_8_24_20.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_process_map_9_01_20.xlsx
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_process_map_9_01_20.xlsx
https://sc.edu/about/offices_and_divisions/controller/documents/earnings_code_included_in_july-december_2021_effort_reporting.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/earnings_code_included_in_july-december_2021_effort_reporting.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/dept_query_example.xlsx
https://sc.edu/about/offices_and_divisions/controller/documents/dept_query_example.xlsx
https://sc.edu/about/offices_and_divisions/controller/documents/dept_query_example.xlsx
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-employee.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-employee.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-employee.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-employee.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-pi.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-pi.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-pi.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-pi.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-pi.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-supervisor.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-supervisor.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-supervisor.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-supervisor.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/time_and_effort_job_aid-supervisor.pdf


Where to Find 
the Resources

For more information, 
visit the Compliance 
Management page 

found in the 
Compliance and Tax 
Management section.

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


Where to Find the 
Resources

For training resources, 
visit our Business 

Manager page in the 
Resource and Training 

Toolbox section.

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


For Questions or Issues
If you have questions or experience any issues, please contact 
the Compliance Team at timeandeffort@sc.edu.

• Lindsey Cox – Assistant Controller for Compliance and Grants 
Management

• Rachel Goode – Director for Compliance
• Shannon Nickens – Senior Compliance and Tax Accountant

mailto:timeandeffort@sc.edu


Controller’s Office Contact List
General Accounting (JEs, JVs, Apex, GL issues/Questions) Email Address

General Email Address genacctg@mailbox.sc.edu

Cash Advance Settlement cashadvc@mailbox.sc.edu

Payroll Retro Journal Entries retroje@mailbox.sc.edu

Chartfield Maintenance cfmaint@mailbox.sc.edu

Moving & Relocation Mailbox moving@mailbox.sc.edu

PeopleSoft Finance Security Requests pssecure@mailbox.sc.edu

Accounts Payable Email Address

General Email Address ap@mailbox.sc.edu

AP Uploads apupload@mailbox.sc.edu

Supplier Maintenance apsupplr@mailbox.sc.edu

Travel Office Email Address

General Email Address teoffice@mailbox.sc.edu

Student/Non-employee Travel Authorizations and Travel Reimbursement Vouchers tesubmit@mailbox.sc.edu

mailto:genacctg@mailbox.sc.edu
mailto:cashadvc@mailbox.sc.edu
mailto:retroje@mailbox.sc.edu
mailto:cfmaint@mailbox.sc.edu
mailto:moving@mailbox.sc.edu
mailto:pssecure@mailbox.sc.edu
mailto:ap@mailbox.sc.edu
mailto:apupload@mailbox.sc.edu
mailto:apsupplr@mailbox.sc.edu
mailto:teoffice@mailbox.sc.edu
mailto:tesubmit@mailbox.sc.edu


Controller’s Office Contact List
Capital Assets Email Address

Physical Inventory physinv@mailbox.sc.edu

Capital Leases lease@sc.edu 

Cash Management and Treasury Email Address

General Treasury Email Address treasury@mailbox.sc.edu

Program Expense Card cards@mailbox.sc.edu

Team Card teamcard@mailbox.sc.edu

Travel Card travelcard@sc.edu 

Compliance and Tax Email Address

General Compliance Email Address controllercompliance@sc.edu 

General Tax Email Address tax@mailbox.sc.edu

Research/Development Sales/Use Tax Exemptions rdequip@mailbox.sc.edu

Time and Effort Reporting timeandeffort@sc.edu

mailto:physinv@mailbox.sc.edu
mailto:lease@sc.edu
mailto:treasury@mailbox.sc.edu
mailto:cards@mailbox.sc.edu
mailto:teamcard@mailbox.sc.edu
mailto:travelcard@sc.edu
mailto:controllercompliance@sc.edu
mailto:tax@mailbox.sc.edu
mailto:rdequip@mailbox.sc.edu
mailto:timeandeffort@sc.edu


Controller’s Office Contact List
Grants and Funds Management Email Address

Sponsored Award Specific Questions Contact your Post Award Accountant (PAA)

Payroll Email Address

General Email Account payroll@mailbox.sc.edu

mailto:payroll@mailbox.sc.edu


 

THANK YOU!
Address:
1600 Hampton Street
Columbia, SC 29208

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

Email Address:
controller@sc.edu

Office of the Controller

Alone, we can do so little; together, 
we can do so much.
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