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Today’s Agenda
• What information does HCM Distribution provide
• How to use the tool

– Search Options
– Display Options
– Output Options

• Other Capabilities
– Drill Down
– Export

• Payroll Corrections:  Retro Funding Journal Entries
• Tips and Reminders
• Access to HCM Distribution
• Resources
• Contacts



What information is 
provided? 

• Provides a listing of all employees 
within the payroll system using a 
given set of parameters.

• The listing displays payroll information 
by employee, including:
– pay group, 
– funding chartfield, 
– gross earnings, and the 
– cost of each employee’s benefits to the 

department.



Why is this tool important? 
• Used to complete a review and 

reconciliation of payroll charged to account.
– Verify accuracy of employees charged
– Rate of pay
– Account chartfield
– Employee fringe benefits appear appropriate 

and reasonable
– Ensure Supervisors are updated
– View end dates of appointments

• Used to detect any errors or problems and 
assist with any needed corrections.



Who can use this tool?

• Business Managers/Budget Officers
• HR Contacts
• PIs and Grant Administrators



The HUB – HCM Distribution



SEARCH OPTIONS
HCM Distribution



Search Criteria - Options

• USCID: This is the employee ID associated with the employee.  Can type name or ID to 
populate options to select.

• HCM Dept: The primary Dept within HCM assigned to the employee.  
• Supervisor USCID: Supervisor of the employee as identified within HCM.
• Empl.Rcd: The employee record or job related to salary paid.
• Full/Part:  Drop down, ability to pull full or part-time status employees.
• Reg/Temp: Drop down, ability to select type of employee.



USCID & HCM Dept

• USCID: This is the employee ID associated with the employee.  Can type name or ID to 
populate options to select.

• HCM Dept: The primary Dept within HCM assigned to the employee.  



Empl.Rcd – Employee Record
• Empl.Rcd: The employee record or job related to 

salary paid.

• Helpful when performing account changes and 
updating funding provided.

• Shows funding for ONLY Empl.Rcd 0:

0

• Shows funding for ALL Empl.Rcds: Rcd 2

Rcd 1



HCM BU (Campus)

• HCM BU (Campus):  Allows you to select a specific campus.  

Note:  HCM BU represents the campus the employee is assigned 
to and not necessarily the campus receiving the charge. 



Full/Part

• Full/Part:  Allows you to select all employees or just employees designated as Full or Part-time 
Time.

Note:  Number of Records does not correspond to 
number of employees found.



Reg/Temp
• Reg/Temp:  Drop down menu based 

on appointment type.
• Select:  “Temp” 
• Remember: Number of Records does not 

correspond to number of employees 
found.

• Recommendation: Download or export 
to excel to ensure you have a proper 
count of employees.

• 394 Temp Employees received a paycheck 
on 3/15/22 from the Aiken Campus.



Search Criteria - Dates

• Check Date: This is the check issue date
• Pay End Date: The end date associated with the pay period for back-office use 
• Earn End Date: The maximum timesheet date the pay was earned
• Pay Period: The mid-month and end-month payroll
• From/To Pay Period: The 15th and last day of each month
• Fiscal Month: Follows the GL Fiscal year, July is the 1st month in the GL fiscal year
• Fiscal Year: July 1st through June 30th , it is recommended to select ALL.



Search Criteria - Dates

• Earn End Date:  Processing of the various leave types (and possible lag between when leave 
is taken vs. recorded) along with RETRO pay processing can cause issues with amounts 
pulled in if From and To Pay Period are not set to “ALL” or to the most recent pay period.

7/1/2021        12/31/2021



HCM Distribution



HCM Distribution



HCM Distribution



Pay Groups

• Pay Group:  You can also run reports by Pay Group for a specified:
• Time period
• Operating Unit or Department
• Campus
• Employment Type (Reg/Temp or Full/Part)



Pay Groups – Current vs. Lag

Note: Important to 
be familiar with 
the Payroll 
Schedules and 
Hourly Schedule 
posted on the 
Payroll website.

https://sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/processing_dates/index.php
https://sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/processing_dates/index.php
https://sc.edu/about/offices_and_divisions/payroll/pay_dates/index.php


Dist. Code

• Dist. Code:  You can enter specific earning (ERN) codes to pull just those amounts recorded 
using those codes for specified time period.  

BON



Dist. Code – Data Review

• Great tool for determining how much a department/college/Operating Unit is paying for 
specified earning types over a time period:
• Bonuses (BON)
• Monetary Cash Awards (AWD)
• Temporary Salary Adjustments (TSA)
• Overtime  (OVP)
• Earnings Leave Payouts (ALP)



PeopleSoft Earnings Codes

Full Listing of Earnings Codes can be 
found in PeopleSoft HCM Query:

SC_PY_EARN_CODE



Other Search Features

You can run reports using a variety of options (one or multiple); including:
• Operating Unit
• Department
• Fund

• Account
• Project BU
• Project

• Contract
• Sponsor
• Costshare



Other Search Features
In the following example, we ran all the payroll that posted during 7/1/2021 –
12/31/2021 for CL071 121002 A0001 funds:



Other Search Features

You can run reports using a variety of options (one or multiple); for a specified time period 
(pay periods), Month, or Fiscal Year.

In this example:  CLO25, account 51200 (Classified Employees) for the month of February.



Other Search Features
In the following example, we ran all the payroll that posted during the month of 
February for CL025, Account code 51200 across all departments and funds:



Project BU

You can run reports by Business Operating Unit:
• USCSP – All Sponsored Awards
• USCIP – All Internal Projects

• USCEN – All Endowment Accounts
• USCSA – Student Activities



Other Search Features
In the following example, we ran all the payroll that posted 3/15/2022 USCSP
(Sponsored Projects) from CL034:



Other Search Features
In the following example, we ran all the payroll that posted 3/15/2022 USCIP
(Sponsored Projects) from CL034:



Search Criteria – By Project

• In this example we will review All salary that has posted to project 
10009070.



By Project - Data Review

What to look for:
• The correct employees funded by the project 
• Each employee is charged appropriately
• Are account changes and/or retro account changes needed?



Search Criteria – By Contract

• Enter the overall Contract number for larger awards that have multiple projects.
• In this example, we will review contract CON0005590 for 2/15/2022 through 

2/28/2022.



By Contract - Data Review



Search Criteria – Cost Share

• In this example, we will review costshare related to project 10009608.
• Cost Share combo codes begin with “C” instead of “A”.



Cost Share – Data Review

• There is a Cost Share query that can be used to verify the data. The name of the Cost Share 
query in PeopleSoft that can be used is: SC_GM_CS_RECON_PC_DETAIL

• Remember to delete any year end adjusting entries, Journal ID will start with 
YE00XXXXXX

• Always reach out to your Post Award Accountant to verify cost share if you have questions. 



DISPLAY OPTIONS
Data Review



Default Display

The default display options are:
• Order By:  Chartfield, Name
• Detail Only

• Output:  Fringe-Summary(Horizontal)



Default Display – Chartfield, Name
In the following example, we ran all the payroll that posted 2/15/2022 - 3/15/2022 USCSP 
(Sponsored Projects) from CL034, using the default display.

Ordered by Chartfield, then the name of the employee.   Each EE’s paychecks are displayed 
together without being subtotaled.



Ordered by Chartfield, Pay Period
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, ordered 
by Chartfield, then by Pay Period.  All EE’s for each pay period are displayed together.  Tip:  
Add Subtotals!



Ordered by Pay Period, Chartfield
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, ordered 
by Pay Period, then by Chartfield.  All EE’s for each pay period are displayed together.  Tip:  
Add Subtotals!



Ordered by Pay Period, Name
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, ordered 
by Pay Period, then by Name.  Employees are listed by Pay Period in Alphabetical order.  
Shows all funding sources.  Tip:  Add Subtotals!



Ordered by Name, Chartfield
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, ordered 
by Name, then Chartfield.  Employees are listed Alphabetical, by chartfield.  Shows all 
paychecks received for that employee on that funding source together.  Tip:  Add 
Subtotals!



Ordered by Name, Pay Period
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, ordered 
by Name, then Pay Period.  Employees are listed Alphabetical, by Pay Period.  Shows all 
funding sources together for each employee’s  Pay Period.  Tip:  Add Subtotals!



Sum.Adjustments Option

• In this example, we are going to look at project 10010736 for 1/15/2022 to 3/15/2022.



Retro Journal Entries
Pink lines represent Retro Funding Change Journal Entries.  The Check number will show the 
RPAYXXXXX entry number and the CHK Date will become the date the retro was processed.



Sum.Adjustments
The Sum.Adjustments check box will allow you see the net adjustments.  Making the data 
easier to review.



Total Options:  Total

• In this example, we are going to look at payroll posted within Department 911046 for 1/15/2023 to 
3/15/2023 and select “Total” only.



Total Options:  Total

• The Data totals the salary and fringe paid to each funding source within Department 911046 for 
1/15/2023 to 3/15/2023.

• Doesn’t provide employee or check detail.



Total Options:  Sub-Total

• In this example, we are going to look at payroll posted within Department 911046 for 1/15/2023 to 
3/15/2023 and select “Sub-Total” only.



Total Options:  Sub-Total

• The Data totals the salary and fringe paid to each employee within Department 911046 for 
1/15/2023 to 3/15/2023.

• Doesn’t provide a check detail. 



OUTPUT OPTIONS
Data Review



Output:  Default (Fringe-Summary Horizontal)
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, Ordered 
by: Chartfield, Name with OUTPUT:  Fringe-Summary (Horizontal).  Data is ordered by 
Chartfield, then Employee Name with all paychecks grouped together. Shows detail of LBR 
(SALARY) and Fringes:



Output:  Fringe-Detail (Vertical)
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, Ordered 
by: Chartfield, Name with OUTPUT:  Fringe-Detail (Vertical).  Shows additional detail:  
Account Code, Earnings End Date, Earnings Code(s), and Amounts.



Output:  Fringe-Total Only
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, Ordered 
by: Chartfield, Name with OUTPUT:  Fringe-Total Only.  Shows only the total amount of LBR 
(SALARY) and Fringe.  Does not break fringes down by type and amounts.



Output:  Labor Only
Payroll for CL034 2/15/2022 - 3/15/2022 USCSP (Sponsored Projects) from CL034, Ordered 
by: Chartfield, Name with OUTPUT:  Labor Only.  Shows only the total amount of LBR 
(SALARY).  Does not display fringes.



Output:  Demographic

Payroll for CL044 for 3/15/2022, Ordered by: Chartfield, Name with OUTPUT:  
Demographic.  Displays important additional information:
• Job Effective Date
• Job Info 

• Std. Hours
• Supervisor



Output:  Demographic
Employees paid 3/15/2022 from CL044, Ordered by: Chartfield, Name with OUTPUT:  
Demographic.  Displays additional information related to employment by funding source 
(does not show dollar amounts of salary or fringe).  Tip:  Copy and Paste into Excel!



OTHER CAPABILITIES
Data Review



Drill Down Capability

In this example:  Department 155001 for 3/15/2022, Ordered By “Pay Period, 
Chartfield”.



Drill Down Example

To view the different earnings for an employee you can drill into the labor.



Export Options 
Option #1 - CSV 
• This option will download all the data into an excel file. The file 

will include all the background data not shown on the screen –
so cleanup or manipulation of the file will be needed to make it 
useful. The data can easily be converted into a table or placed in 
a pivot table.

Option #2 - Highlight Data on HCM Screen and Paste into Excel

• This option will paste the data (in the same formatting) into 
excel. You will only need to remove the hyperlinks and resize the 
columns – and can manipulate/summarize the data from that 
point.



PAYROLL CORRECTIONS:  RETRO 
FUNDING JOURNAL ENTRIES

Data Review



Retro Funding Change Journal 
Entries

• Retro Funding Change Journal Entries are after 
the fact corrections to payroll.

• Must be requested using a Retro Funding 
Change Form. 
– Payroll Retro Funding Change Form

• Please note, if payroll corrections affect 
sponsored awards, they are subject to the 
Cost Transfer Policy and must have a Cost 
Transfer Justification Form attached.  
– FINA 3.35 - Cost Transfer Policy
– Cost Transfer Justification Form

https://sc.edu/about/offices_and_divisions/controller/documents/payroll_retro_funding_change_form.pdf
https://sc.edu/policies/ppm/fina335.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/cost_transfer_justification_form_april2021.pdf


Payroll Retro Funding 
Change Form

• Use the detailed instructions to complete 
the form. 
– Be sure to provide supporting documentation, including 

Cost Transfer Justification Forms if applicable

• No manual forms or hard copies will be 
accepted.
– Email forms to RetroJE@mailbox.sc.edu

mailto:RetroJE@mailbox.sc.edu


Payroll Retro Funding Change Form
• Please make sure you are using the current Payroll Retro Funding Change Form.
• Use the Original Paycheck Date
• Be sure to enter the CORRECT funding chart strings and corresponding combo 

codes.



Payroll Cost Transfers 
• Sponsored Awards: Any cost transfer must have a Cost 

Transfer Justification Form attached, if they impact 
sponsored awards. This form is to protect all vested 
parties
- Ensures PI review and approval prior to expenses being 

moved
- Ensures proper documentation to avoid audit findings

• Non-Sponsored Awards: A Cost Transfer Justification 
Form is not needed for non-sponsored award accounts 
(departmental transfers or corrections).



Cost Transfer Justification Form

Cost Transfer 
Justification Form

Access the form 
using this link:

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 Retro Funding Change Process
• The Controller’s Office review forms received.  
• If approved, the Controller’s Office will create the Retro 

Journal Entry, post the JE and upload all retros to HCM 
Distribution.

• Expect 3-5 days before you can view the change in HCM 
Distribution. 

• Will show a pink lines once posted: 

• Please remember to submit any corrections within 90 
days of the pay date.



Tips and Reminders
• Please remember to complete retro 

account changes within 90 days of the 
pay date.

• Be sure to clear search criteria fields 
before submitting a new search. 

• Reports can be created by pulling data 
into an excel spreadsheet but it will 
require some cleanup.



Access to HCM Distribution
• Users with HR home department access in PS HCM, 

will have the same access in HCM Distribution. This 
access feeds nightly and is updated when home 
department access changes in HCM.

• Manual entry of funding/Finance departments 
require manual removal, so it is important to request 
removal using the All HCM Access form.

• Users that are Project Team members will receive 
access.

• If access to a funding department is needed, a HCM 
All Access form will need to be completed and 
attached to a Service Ticket (DoIT). 

• Be sure to have the form signed by your Budget 
Officer.



Where to Find Resources



Additional Resources
• PeopleSoft HCM Query for Earnings Codes:  

SC_PY_EARN_CODE

• Hourly Pay Schedule

• CSV File Download in Excel - HCM Payroll Tool

• Payroll Schedules

• Pay Group Reference Sheet

https://sc.edu/about/offices_and_divisions/payroll/pay_dates/index.php
https://www.sc.edu/about/offices_and_divisions/controller/documents/csv_filedownloadinexcel_hcm_payroll_tool.xlsx
https://sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/processing_dates/index.php
https://www.sc.edu/about/offices_and_divisions/controller/documents/pay_group.pdf


HCM Distribution Support

• For assistances or questions regarding Retro Journal 
Entries, please email: RetroJE@mailbox.sc.edu

• For PI/Grant Administrator assistance or questions 
regarding HCM Payroll Distribution, please reach out 
to your Post Award Accountant.

• For general HCM Payroll Distribution assistance and 
questions, please email: CONTROLLER@sc.edu

mailto:RetroJE@mailbox.sc.edu
mailto:CONTROLLER@sc.edu


Questions




