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Purpose

The Earnings Summary Report provides a breakdown of HCM PeopleSoft earnings codes by chartfield string to
provide the user a summary of salary and fringe expenses of an employee over a specified time period.

Navigation in Finance Intranet

To access this new tool, go to https://www.admin.sc.edu/.

Then navigate to:
Payroll Reports > Earnings Summary

1. From the HUB, select the Payroll Reports tile.
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https://www.admin.sc.edu/

2. Next, Select the Earnings Summary tile.

4 ‘Soiul‘h Carolina HUB ~ HCM DISTRIBUTION ~

Boyd, Tiffany

PERKINTD - V58683307

HCM Distribution

Per pay period data by employee and
chartfield

Salary Report

Annual employee salaries and additional
pay

Earnings Summary

Earnings by employee per pay period range

Employee Analysis

Note: PeopleSoft Finance and People Soft
HCM cannot be used in the same internet
browser simultaneously.

Employee Job Data Changes

@ Sign out

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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lll. Search Options

Several search criteria options can be used when creating an earnings summary report; these
options include but are not limited to:

USCID - Enter the USCID of the employee to review. Typing their name in this field will
also provide options to auto-populate.

Name — Enter the name of the employee to review.

HCM Dept. — Enter the HCM Home Department to review.

Dist. Code — Enter the specific earnings code to review. For example, to find out how
much an employee earned in Special Assignment Pay, enter SAP and select the time
period to see the amount and the funding sources used.

Operating Unit — Enter the Funding Operating Unit to review.

Department (Funding) — Enter the Funding Department to review. This will provide
results based on the department used to provide the funding as shown in the Chartfield
Column.

Fund — Enter the Funding Fund Code to review. For example, to find out how much
salary was charged to federal grants, enter F1000.

Class — Enter the Funding Class Code to review. For example, to find out how much was
spent on instruction, enter class 101.

Account — Enter the account number to review. For example, to review non-federal
work study payroll expenses, enter account code 51400.

Project — Enter the project number to review. For example, 10013299 or 80001339.
From Pay Period — Enter the starting pay period for the report.

To Pay Period — Enter the ending pay period for the report.

Important reminders:

A From Pay Period and To Pay Period must always be selected to return results.
The Earn % column will only be visible when viewing a single individual employee’s
earnings.

Deductions and Tax may or may not calculate based on the use of additional search
criteria (such as Dist. Code).
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The following demonstrates running the report for a single employee using USCID for all
earnings from 1/15/2024 to 3/31/2024. The report provides a summary of earnings codes paid,
the funding chartfield, the earnings percentage, along with related deductions and taxes.

45| South Carolina

HUB ~

HCM DISTRIBUTION ~

EARNINGS SUMMARY

HCM Dept
155401
155401
155401
155401
155401
155401
155401
155401
155401
155401

155101

uscip
Name
Job
HCM Dept.
Journal.
Records Found: 398
NAME usciD
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155101

JoB
uGTs
uGT8
UGTS
uGT8
UGTS
uGTs
UGTS
uGT8
uGTs
UGT8.
uGTo

UGT0

Supervisor USCID

Empl.Rcd

Empl.Class

Full/Part
All

Reg/Temp
All

Std.Hours

HCM BU [Campus]

All

PAY RANGE
01/15/2024 - 0313172024
0111512024 - 0313112024
0111512024 - 0213112024
01/15/2024 - 0313172024
0111512024 - 0213112024
01/15/2024 - 0313172024
01/15/2024 - 03131/2024
01/15/2024 - 0313172024
0111512024 - 0213172024
01/15/2024 - 0313172024
0111512024 - 0213112024

01/15/2024 - 0313172024

Pay Group

Dist.Status
ALL
Dist.Type
ALL
Dist.Class
ALL
Dist.Code

ACCOUNT
51300
51300
51300
51300

51300

Combo Project BU From Pay Period
01/15/2024 v
Operating Unit Project To Pay Period
v 03/31/2024 v
Department Pl Pay Run ID
v
Fund Business Manager
(BM)
v
Class
CFDA
Account
Contract
Sponsor
Costshare
ERN CODE COMBO CHARTFIELD EARNINGS
HoL CLO40-155001-A0001-101 $437.02
REG CLO40-155001-20001-101 $14713.41
HOL €00000008156 CLO40-155001-80001-101- 10011285 $546.28
REG CLO40-155001-40001-101- 10011285 $13.381.75
HOL C00DD000STTS CLO40-155001-A0001-101--10011516 $187.30
REG €00000005778 CLO40-155001-40001-101- 10011516 $6.305.77
HOL €00000008814 CLO40-155001-A0001-101--10012114 $240.74
REG CLO40-155001-40001-101- 10012114 58,407.83
HOL CLO40-155001-40001-101- 10012719 $140.48
REG CLO40-155001-A0001-101--10012718 5472028
REG AD0000005983 CLO40-155188-80001-101— 5462084
RTM CLO40-155126-A0001-101 $1.808.51
Grand Total $60,598.01

O Sub-Total by

Name,USCID
EARN % DED TAX TOTAL
0.72% $146.00 32425 $818.17
24.28% $4,94561 $1,153.26 $20.812.28
0.80% $18362 $42.82 §772.72
20.35% $5,182.01 $1,441.57 $28.015.33
031% 56206 st468 526494
10.41% $2.119.51 $404.21 $8.019.49
0.41% $83.94 $19.57 $353.26
13.87% $2,826.02 $858.08 §11.802.62
0.23% S47.22 s11.01 s188.71
$1.580.71 3370.78 $8.680.77
7.72% $1.185.68 $387.78 $6.214.61
208% $450.50 $142.10 $2.401.10
1000%  $1930338 475101 | $85453.00
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The below report used the following criteria:

Operating Unit: CLO34

Sub-Total by Name, USCID: Checked
From Pay Period: 7/15/2024

To Pay Period: 9/30/2024

Notice: The Earn % column disappears.

South Carolinz HUB ~  HCMDISTRIBUTION ~  EARNINGS SUMMARY Y  Sonout
uscio Supervisor USCID Pay Group Combo Project BU From Pay Period Sub-Total by
752024 v||  NameusciD
Name EmplRed Dist.Status Operating Unit Project To Pay Period
ALL v | cLos 093012024 v
Job Empl.Class Dist.Type Department Pl Pay Run ID
ALL v
HCM Dept. FullPart Dist.Class Fund Business Manager
(BM)
All v ALL v
Journal. Reg/Temp Dist.Code Class
CFDA
Al v
Std.Hours Account
Contract
HCM BU [Campus]
Sponsor
All v
Costshare
E=)
Records Found: 51,308
INAME uscip HCMDept JOB  PAYRANGE ACCOUNT ~ ERNCODE COMBO CHARTFIELD EARNINGS DED TAX TOTAL
. cm—cmm m =m. a8 115400 SGNA 07152024 - 0913072024 51400 REG cL 115400-N130( -80005( $5.880.00 50.00 s2352 $5.003.52
[ Er—— p—m— 115400 SGRA 07/15/2024 - 09/30:2024 51400 REG CLI 115400-N1: 5 $2,000.00 50.00 $8.00 $2.008.00
$7.880.00 $0.00 $31.52 §7.911.52
o - === cm 115200 EDSO 07152024 - 0913072024 51600 REG /A00000076981 CL034-115200-F1000-202-10011304- $5,168.00 $1.287.35 $416.53 3887188
$5.168.00 $1.287.35 $416.53 $6.871.88
[ R, = 115200 SGNA  O07/15:2024 - 0913012024 51400 REG AD0000085837 CL034-115200-F1000-202-10010496- $8.822.80 50.00 s27.60 $8.850.49
= ] L = 115200 SGRA 071512024 - 0813012024 51400 REG AD0000085937 CLO34-115200-F1000-202-10010498- $1.656.68 50.00 5867 $1673.3
$8.589.45 $0.00 $34.36 $8.623.82
o 150 SURA  O7H1612024 - 013012024 51400 REG ADDD00S283¢  CLO34-115300-F1000-202-10011808- $1.01500 50.00 5408 $1.010.08
$1.015.00 $0.00 $4.06 $1.019.06
—= —m 115600 uGso 0711572024 - 0 /2024 51300 AV AADD000005453 CL034-115800-A0001-101— §726.49 $250.64 $57.03 $1.043.18
—— m—— 115000 UGRD 07182024 - 0813012024 51300 HoL ADDOOD00S453  CLO34-115800-A0001-101— s21.02 satiz e suzs08
E —-— e 115600 uGso 071512024 - 0913072024 51300 REG /ADD000005453 (CL034-115800-A0001-101— 38.687.88 $2,300.17 $525.00 $0.603.05
). .3 i | 115600 uGs0 07152024 - 09:3072024 51300 SCK 'AD0000005453 (CL034-115800-A0001-101— 5228.89 $81.80 $17.97 532868
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The below report used the following criteria:

Operating Unit: CLO71

Dist. Code: GSA — Grant Salary Adjustment
From Pay Period: 7/15/2024

To Pay Period: 9/30/2024

Notice: The Earn % column disappeared, and the Ded and Tax columns do not calculate.

HUB -  HCMDISTRIBUTION -  EARNINGS SUMMARY
usciD Supervisor USCID Pay Group Combo
Name Empl.Rcd Dist.Status
ALL v
Job Empl.Class Dist.Type
ALL v
HCM Dept. Full/Part Dist.Class Fund
Al v
Journal. Reg/Temp Class
Al v
Std.Hours Account
HCM BU [Campus]
Al v
Records Found: 20
NAME uscip HCM Dept JOB  PAYRANGE ACCOUNT ERN CODE
L 128500 AHID 077152024 - 0072012024 51200 =
P — 135500 AHID 077152024 - 0073012024 51200 GsA
L - 130200 UK0S 07/15(2024 - 0812012024 51300 GsA
L] - 115100 UGTS 071152024 -00/2012024 51300 Gsa
Ty Tan 135800 UGTS 071152024 - 002012024 51300 Gsa

O Sub-Total by
v| " Nameuscip

v

Project BU From Pay Period
0711512024

Project To Pay Period
09/30/2024

Pl

Business Manager
(BM)

CFDA

Contract

Sponsor

Costshare

COMBO CHARTFIELD

cLor

cLo7
AD0000085845 CLO71-130200-F1000-202-10011005-
AD0000105313 CLO71-216000-F1000-201-10013447-

cLo7

Grand Total

EARNINGS
$1.875.00
$1.56250
$2.00000
5284451
5333333
$7.61534

DED  TAX TOTAL
5000 50.00 5187500
5000 50.00 5156250
5000 50.00 52,000.00
5000 50.00 52,84451
5000 50.00 5333333
$000  $0.00 §7.615.34
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IV. Export Options and Creating Reports

This report does not have a CSV export option. However, data can be copied and pasted directly
from the screen into Excel.

1. Using the mouse, highlight all the data to copy.

2. While the data is highlighted, right-click and select Copy from the menu.

HCMDISTRIBUTION ~  EARNINGS SUMMARY

uscip Supervisor USCID Pay Group Combo Project BU From Pay Period
0 Sub-Total by
01152024 v Name,USCID
Name Empl.Red Dist.Status Operating Unit Project To Pay Period
ALL v 03312024 v
Job Empl.Class Dist.Type Department Pl Pay Run D
ALL v
HCM Dept. Full/Part DistClass Fund Business Manager
(BM)
Al v oA v
Journal. RegfTemp Dist.Code Class
CFDA
Al v
Std.Hours Account
Contract

HCM BU [Campus]

Sponsor
Al v

Costshare

Copy |

Copy link to highlight

Ask Copilot
Records Found: 398

Search the web for "NAME USCID HCM Dept JOB PAY RANGE..."

JNAME uscio} {108 [RPAY RANGE o EARN % | {DED |
= ==
[re—— L Em = Read aloud selection P— s oz
e L | | 5202480521024 Open selection in Immersive Reader osox} =
e e s = 78 Bio0175 oo . 2 01
== e =z Translate selection to English s
= I =@ Add to Collections s2.119.51
e EEm Em Inspect ===
e e @m Foosmoorss] P o
T = e = = o =m
O [ = m Em  Em Em
1 CEm o
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3. Next, navigate to the Excel spreadsheet and select the cell location for the data.

4. Once the cell is selected, right-click and select Paste from the menu. Hovering over the
options will provide a preview of what the data will look like once pasted (keeping the

source formatting or using the destination formatting).

B3 D ™Y Y- > Booksh - Excel

X7  AutoSave (@ D~

File ~Home Insert Pagelayout Formulas Data Review View Automate Developer Help  Acr

<1 X Cut

Aptos Narrow 1n A A 25, Wrap Text

Paste

B I U-~|iEiv|de A [&] Merge & Center ~

[ Copy ~
s

Apt AAsS-%9E @
BI=2-A-i R RY

=

Alignment

X Cut

@ copy

&) Paste Options:
Z E
Paste Special...

D Smart Lookup
Insert.
Delete...
Clear Contents

£

5. For this example, the second icon under Paste Options was selected, using the

destination formatting. All copied data will appear in the Excel spreadsheet as shown

below.

x7 AutoSave “f)v

File Home

EsDBryvya-B -

Book66 - Excel

Insert  Page Layout Formulas Data Review View Automate Developer

X Cut

Paste EBCopy ~ B I U~
< & Format Painter a

Clipboard

Aptos Narrow 11 A A 25, Wrap Text

il A

Alignment

= Merge & Center ~

Help  Acrobat

General v %

Conditional Format
Formatting v~

$ v % 9% %8

N Number

%

Table ~

USCID HCM Dept JOB

155401 UG76 01/15/202: 51300 HOL A0000000£ CLO40-155 $437.02
155401 UG76 01/15/202: 51300 REG A0000000£ CLO40-155 ######H##
155401 UG76 01/15/202: 51300 HOL C0000000€ CLO40-155 $546.28
155401 UG76 01/15/202: 51300 REG C0000000€ CLO40-155 #####H###
155401 UG76 01/15/202: 51300 HOL C0000000€ CLO40-155 $187.30
155401 UG76 01/15/202: 51300 REG C0000000€ CLO40-155 #####H###
155401 UG76 01/15/202: 51300 HOL C0000000€ CL040-155 $249.74
155401 UG76 01/15/202: 51300 REG C0000000€ CLO40-155 #####H###
155401 UG76 01/15/202: 51300 HOL C00000007 CL040-155 $140.48
155401 UG76 01/15/202: 51300 REG C00000007 CLO40-155 ########
155101 UG70 01/15/202: 51300 REG A0000000Z CLO40-155 ########
155101 UG70 01/15/202: 51300 RTM A0000000£ CLO40-155 ########

Grand Tot ########

PAY RANG ACCOUNT ERN CODECOMBO  CHARTFIEIEARNINGS EARN %  DED TAX

TOTAL
0.72% $146.90 $34.25 $618.17
24.28% HiHHHHHHE BEREEEEE S
0.90% $183.62 $42.82 $772.72
30.35% #iHHHHHE SEEEEEEE S
0.31% $62.96 $14.68 $264.94
10.41% #issssaE | $494.21  HiEEEEEE
0.41% $83.94 $19.57 $353.26
13.87% #i#ss | $658.98  HiHHHEEE
0.23% $47.22  $11.01 $198.71
7.80% #H##EEEE $370.78 HEEHEEEE
7.72% #EEEEEE $367.78 HEHHEEEE
2.98% $450.50 $142.10 #EE#EHE#EE
100.00%  ##E | SHEHEEE S

6. From here, a custom report can be created using Excel.
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