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Understanding 
Approval Workflow 
in PeopleSoft Finance



PeopleSoft Finance Approval Workflow Levels 
*Note: Employee expense reimbursements require employee approval prior to the levels 

shown below



Making Corrections 
in PeopleSoft



What is a Correction?

A correction is a redistribution or change of a posted 

transaction that originated from a prior regular Journal Entry (JE) 

or a PeopleSoft posting.

Corrections are used to adjust or correct posted vouchers, 

expense transactions, processed payroll, and journal entries.



Making Corrections 
in PeopleSoft
Journal Entry



Journal Entries (JE)

• Used to correct deposits (post to GL with a DEPxxxxxxx 

journal entry).

• Record Internal Charges (5xxxx / 6xxxx).

• Used to record 86000 / 81000 transfer entries.

• Correct previously posted ONL JEs. 

• Correct any single pay supplier vouchers.



Journal Entry Overview
PeopleSoft Journal Entries (JEs), are used to make any adjustment other than 

PeopleSoft AP payment voucher adjustments and Expense Module Adjustments:  

• JEs are processed by departments using PeopleSoft’s online system.  Once they are submitted and approved by 

the department, the Controller’s Office will review, approve, and post entries.

When to Create a Journal Entry:

• Deposit corrections; 86/81 transfers; Creating/Correcting internal charges

• ONL source transaction adjustment (Online Journal Entry)

• Any Single Pay AP payment Vouchers

When NOT to Create a Journal Entry:  

• To adjust AP Vouchers:

✓ A Journal Voucher (JV eForm) should be submitted via PeopleSoft.  Instructions can be found on the Controller’s Office 

website.

• To adjust Expense Module transactions for the following:

✓ Employee Travel and Non-Travel, Pcard, Team Card, Travel Card corrections

✓ An Expense Module Correction (APEX) must be used.  



Internal Charge Journal Entries
An Internal Charge is a transaction where one USC department 

provides a good or service to another USC department. It is 

processed as regular online journal entries (JE) within 

PeopleSoft Finance.

• The JE consists of a 5xxxx expense account and a 6XXXX 

contra expense account.

• The 5xxxx account code is used for the department receiving 

the goods or services and will be a debit/positive value on 

your JE.

• The 6xxxx account code is used by the department providing 

the goods or services and will be a credit/negative value on 

your JE. The 6xxxx account acts as a revenue for the 

department for financial reporting purposes.

• The 5xxxx account will determine the 6xxxx contra account to 

use.  



• Be sure to list the internal charge in your JE 

long description to speed up the approval 

and posting process.

• Supporting documentation must be 

attached to the JE. For example, a copy of 

the created invoice, memo, or letter 

explaining the charge.  

• Internal charges to sponsored awards must 

be fully documented to support the expense 

or sponsors may deny the charge resulting 

in the entry being reversed.

Internal Charge Journal Entries



Types of Supporting Documentation

• Pages or screenshots from PeopleSoft or the Finance Intranet can support the 

entry amount.

• Spreadsheets with labels, emails, or memos can support why the JE is being 

submitted.

• Relevant attachments are required for the JE to be approved and posted.

• When attaching documents, be sure to add a description of the document using 

the Description Field.



JE Upload Template

Some tips and tricks:

• Minimum of 10 lines in order to use template

• Send completed template to General Accounting

• Provide user ID in email since JE will be routed through normal JE workflow

• Amounts must be rounded to 2 decimal places

• Journal line description is required, and journal reference is optional but recommended



Journal Entry – Analysis Types

Analysis types are used in the Project Costing module for creating invoices for 

sponsors and running other processes.

Analysis types are required on ALL lines that use a project within USCSP, USCIP, USCEN, 

and USCSA business units.

• GLE – GL Expense:  For expenses and contra expenses (5xxxx and 6xxxx account codes)

• GLR – GL Revenue:  For revenue (4xxxx account codes)

Note:  There are others that are unique to certain grant activity such and F&A. If you are 

creating out of the ordinary entries, reach out to your Post Award Accountant (PAA).  



Analysis Type Chart

Note:  All GL journal transaction lines related to USCSP, USCIP, USCEN, 

and USCSA PC Business Units MUST follow the above Analysis Type Guide 

to ensure accurate data is cost collected into the Grants module. 



Journal Entry rules

• If correcting a 5xxxx to a different 5xxxx account, provide 

documentation supporting the amount and reason for the 

correction.

• Internal charges should not use a 4xxxx account. 

• If you have a 5xxxx account, then the contra is the 6xxxx.

• Transfer entries must balance between 81000 and 86000.

• Transfer entries cannot be used between Z and non-Z funds.

• Z Funds must have a 4xxxx and 5xxxx account.



Debits vs. Credits / Positives vs. Negatives

• Remember the difference between debits/credits and positive/negative PeopleSoft values on 

your account. This chart shows the general accounting effect of debits/credits and the 

positive/negative values posting in PeopleSoft Finance. 

• For example, a credit/negative value increases revenue (4xxxx account codes) while a 

debit/positive value increases an expense account (5xxxx).  

• The last column shows the values in the Finance Intranet, which on some occasions are reversed 

when compared to PeopleSoft since the Intranet is for more formal internal reporting purposes.

Account Account Accounting Accounting PeopleSoft JE PeopleSoft JE Intranet Signs

Number Name Debit Effect Credit Effect Positive Effect Negative Effect Compared to PeopleSoft

1xxxx Assets Increase Decrease Increase Decrease Same as PeopleSoft

2xxxx Liabilities Decrease Increase Decrease Increase Opposite of PeopleSoft

4xxxx Revenue Decrease Increase Decrease Increase Opposite of PeopleSoft

5xxxx Expense Increase Decrease Increase Decrease Same as PeopleSoft

6xxxx Contra Expense Decrease Increase Decrease Increase Same as PeopleSoft

81xxx Transfer In Decrease Increase Decrease Increase Opposite of PeopleSoft

86xxx Transfer Out Increase Decrease Increase Decrease Same as PeopleSoft



What does the JE Number Mean in PeopleSoft?

• Each journal entry in PeopleSoft is assigned a unique ten-digit ID number.  

• In simple terms, there are two different types of JEs: system JEs and user 
created JEs. System JEs are auto-generated entries containing 
information stored in another module (AP, AR) or system (Banner, HCM). 

• They always begin with a 3–4-character prefix that describes the source 
where the information contained in the JE originated. 

• User created JEs are the JEs that PeopleSoft users manually create to 
record items to the GL (Internal Charges, 86/81 transfers). Both types of 
JEs also contain a pre-assigned numerical value. 

• As JEs are created, the next numerical value is automatically assigned.  



Journal Entry Number Chart
Use this chart as tool to understand what each JE does and how it can or cannot be adjusted.

JE Number Source System/Manual Generated Description Reference Field How to Correct

ADD0123456 AM Manual/System Asset Additions Blank Entry can not be adjusted

ADJ0123456 AM Manual/System Asset Adjustment Blank Entry can not be adjusted

RECAT23456 AM Manual/System Asset Recategorization Blank Entry can not be adjusted

RET0123456 AM Manual/System Asset Retirement Blank Entry can not be adjusted

TRF0123456 AM Manual/System Asset Transfer Blank Entry can not be adjusted

LSEPY23456 AM Manual/System Capital Lease Payable Blank Entry can not be adjusted

DEPR123456 AM Manual/System Depreciation Expense Blank Entry can not be adjusted

AP00123456 AP System AP Accruals AP voucher number Journal Voucher eForm

AP00123456 AP System AP Cancelled Payments AP voucher number Entry can not be adjusted

AP00123456 AP System AP Close Vouchers AP voucher number Entry can not be adjusted

APPY123456 AP System AP Payments AP voucher number Entry can not be adjusted

ARM0123456 AR System GFM AR Maintenance Blank Manual Journal Entry (check with GFM first)

ARP0123456 AR System GFM AR Payments Blank Manual Journal Entry (check with GFM first)

DEP0123456 AR System AR Direct Cash Journal Blank Manual Journal Entry

BI00123456 BI System GFM Billing Blank Manual Journal Entry (check with GFM first)

BNR0123456 BNR System Banner Various term and detail code info Manual Journal Entry (check with Bursar's Office first)

EXA0123456 EX System Expense Accrual Expense report number Expense Module Correction Form (Apex)

EXC0123456 EX System Expense Sheet Close Expense report number Entry can not be adjusted

EXP0123456 EX System Expense Payment Expense report number Entry can not be adjusted

EXX0123456 EX System Expense Canceled Payment Expense report number Entry can not be adjusted

EXU0123456 EXU System Expense Ues Tax Accrual Expense report number Expense Module Correction Form (Apex)

CAGM123456 GM System CA Grants Blank Manual Journal Entry (check with GFM first)

GM00123456 GM System F&A Calculations Blank Manual Journal Entry (check with GFM first)

0000123456 ONL Manual Regular Journal Entry Free field value when creating JE Manual Journal Entry

COR0123456 ONL Manual Journal Entry correction Free field value when creating JE Manual Journal Entry

REV0123456 ONL Manual Journal Entry Reversal Free field value when creating JE Manual Journal Entry

RPAYA12345 ONL Manual Payroll Retro Free field value when creating JE Payroll Retro Form

PAY0123456 PAY System HR Payroll Blank Payroll Retro Form

TR00123456 TR Manual/System Treasury Bank statement accounting ID Manual Journal Entry (check with Controller's Office first)



Demonstration
• Creating a Journal Entry



Understanding Journal/Budget Status

• Errors could be caused by various things, including chartfield errors, exceeds budget, or budget 

date out of bounds.  

• Below are different status codes and their definitions.

Status Code Description Definition

N Not Edited Not edited, cannot be processed

E Error Edited, contains errors

V Valid Valid, ready for posting to GL

P Posted Posted to the GL

T Incomplete Marked incomplete to bypass processing

Note: If you use an award that has been expired for more than 60 days the system will show E for Error 

because all expenses should have been posted before that time.  If you have permission to charge after 

the 60 days, contact GFM.



Journal Entry Page: Tips & Tricks

• Remember the different required chartfields (depending on project/non-projects).

• Journal Reference/Journal Line descriptions should reflect the purpose of the JE and 

is required for JE approval.  These descriptions appear on the queries and GL Activity 

on the Intranet and provide a quick view of why the transactions was created.

• A JE must be self-containing and self-supporting so that someone reviewing the 

entry (including AUDITORS) can see what adjustment was made and why.

• When submitting a JE and a project is involved, use the Speed type field to 

automatically populate the chartstring.

• The speed type is the letter P followed by the project ID (P100xxxx).

• SAVE often when working in PeopleSoft!  



Resources and 
Contacts



Where to Find the 

Resources

For JE, JV, and Apex 

resources, visit the 

General Ledger section 

on our General 

Accounting page.

https://sc.edu/about/offices_and_divisions/controller/general_accounting/general_ledger/index.php


Where to Find the 

Resources

For transaction 

correction training 

resources, visit our 

Business Manager page.

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


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

Cash Management and Treasury Email Address

General Treasury Email Address treasury@mailbox.sc.edu

Business Expense Card cards@mailbox.sc.edu

Team Card teamcard@mailbox.sc.edu

Travel Card trvcard@mailbox.sc.edu

Compliance and Tax Email Address

General Compliance Email Address concpl@mailbox.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:treasury@mailbox.sc.edu
mailto:cards@mailbox.sc.edu
mailto:teamcard@mailbox.sc.edu
mailto:trvcard@mailbox.sc.edu
mailto:concpl@mailbox.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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