
Committed to ensuring efficient and effective stewardship of the University’s financial resources by 
streamlining processes, providing reporting and analysis tools, and delivering training and excellent customer 

service to students, faculty and staff.

The Office of the Controller continuously
strives to achieve excellence! We are
proud to announce that we have been
awarded the Certificate of Achievement for
Excellence in Financial Reporting from the
Government Finance Officers Association
(GFOA) for the thirteenth consecutive year.
“Earning this award for 13-straight years is
a huge accomplishment,” said Mandy
Kibler, the University’s Associate Vice
President for the Division of Administration
and Finance and the University Controller.
“This achievement demonstrates the
dedication of the Controller’s Office staff to
ensure the highest integrity in financial
reporting and continued commitment to
being good stewards of the university’s
financial resources.”

Annually, our Accounting Services and Treasury
Team:

Maintains 321 + Program Cards
Analyzes 268 + ACH returns, rejects, and
reversals
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Initiates 900 + wire payments annually

New Program Expense Card
The new Program Expense Card can be used for educational programs (e.g. Study Abroad,
summer & outreach programs, etc.) and research participant incentive payments.
This new credit card program provides maximum flexibility for research participant
payments with the ability to:

purchase physical & electronic gift cards
make cash-equivalent payments through apps/websites like Venmo & PayPal
provide variable payment amounts
uses PeopleSoft expense report workflow and approvals

The Card Matrix & Program Card FAQ are helpful tools in determining if the Program Card
is right for your needs.

Forms and procedures can be found on our website.
Upcoming Card Expense Report Deadlines
All card program expense reports (P-Cards, Travel Cards, Team Cards & Program Cards)
for the June billing cycle must be fully approved in PeopleSoft by Friday, June 28th. We
recommend cardholders cease spending after June 20th to ensure transactions will post
and interface into PeopleSoft timely.
Keep in mind, transactions will not reflect in your expenses for FY24 unless fully approved
by the deadline. This includes outstanding expense reports for prior billing cycles.
If you have questions, please reach out to cards@mailbox.sc.edu.
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Tip of the Month!
Using the GL Inquiry Screen in PeopleSoft Finance
Last month, we discussed the initial step of our recommended early year-end
General Ledger (GL) preparations. This step involved reviewing the activity posted
to the GL for your department by utilizing the GL Actuals query. This month, we are
outlining the process for reviewing individual GL balances for each department.
This can be accomplished by utilizing the GL Ledger inquiry page.
To get started, follow the below navigation in PeopleSoft Finance:
Main Menu > General Ledger > Review Financial Information > Review Ledger

Information

The first step is to select the “Find an Existing Value” tab (if you have used
this screen before and already have a run control) or the “Add a New Value”
tab (if this is your first time using this screen). Note: If setting up a new run
control, be sure to choose a very specific inquiry name before saving. Once
a run control is set up, it cannot be deleted and the inquiry name cannot be
changed. Use underscores and hyphens to separate words as needed.
When setting up your run control, the items in yellow below will remain the
same each time you run the process. The items in green will change based
on the time period you are requesting a balance. Update the Max Ledger
Rows value if you have over 100 items in your search.

Next step is to enter your chartfield information or search criteria. This can be
very simple such as just a department or project number or very specific
including a full chartfield string. Enter your desired chartfield information in
the value section and select the Sum By checkbox beside the value(s) you
wish to divide your balances by. Select the Search button when finished.

The system will populate results based on the time period and chartfields you
enter in the search criteria. Use the Grid Action Menu icon to download
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results to Excel and the Activity hyperlink to see the transactions that make
up each balance.

If you have any questions, please reach out to the General Accounting Team at
genacctg@mailbox.sc.edu for assistance.

Some Important Payroll Reminders
Using Correct Funding on Summer Hire ePAF Forms
When completing Summer Hire ePAF forms, please verify that you are using the
correct account funding information to ensure proper distribution of earnings,
deductions, and taxes. Monitor HCM Distribution on the HUB at least monthly so
that timely Retro Funding Requests can be made if an incorrect chartfield string
was used.
Correct Address and State Taxes in PeopleSoft HCM
Now that tax season is over, we would like to remind everyone to verify that your
address and state tax withholdings are correct in PeopleSoft HCM. In most cases,
employees are taxed based on where work is physically performed. If you have
moved or plan to move, please let Payroll know so we can update your state tax
settings in PeopleSoft HCM.

If you have questions, please reach out to our Payroll Team at
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The following training will be offered in May
and June. To register, click a link below. On
the registration page, provide your first, last
name and email. Once registration is
complete, you will receive a confirmation
email and the session will be added to your
calendar.
May 23: Fiscal Year End 2023-2024
Reminders
June 5: Fiscal Year End 2023-2024
Reminders
If you have any questions about the
training opportunities listed above, please
reach out to pstrain@mailbox.sc.edu.

May 10 by 5pm: Deadline to submit April
Sales/Use/Admissions Tax Returns
May 10 by 5pm: Deadline to submit April
F&A Adjustment Journal Entries

May 24 by 5pm: Team Card, Travel Card,
and Program Card May billing cycle
deadline

May 27 by 5pm: P-Card May billing cycle
deadline
May 31 by 12pm: May Expense Module
Correction forms (APEX) submitted to GL
mailbox
May 31 by 12pm: May AP JV eForms
completed and approved in PeopleSoft
Finance

June 3 by 5pm: May Journal Entries
completed and approved in
PeopleSoft Finance
June 5: Tentative GL close for May
Please reach out to our General
Accounting Team,
genacctg@mailbox.sc.edu, if you have any
questions.

Facebook Instagram LinkedIn

payroll@mailbox.sc.edu.
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