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Today’s Agenda
• Limiting Off Cycles
• New Earnings Code to Track Overpayments
• Summer Ecom Recap
• Timely Benefits Termination and Ramifications
• Document Scanning Available in Employee Self 

Service 
• New! Demographic Report in HCM Distribution
• Coming Soon! New Combo Code Type for Salary 

Cap Cost Share
• Time/Labor and Absence Management Updates
• Time/Labor FAQs
• Where to Find Resources



Limiting Off Cycles
Due to IRS payment deadlines and best practices the 
Payroll Department will only run an off cycle when:

1) an error in payment due to HR/Payroll data entry, 
2) a timesheet or paperwork is submitted late from the 

departments, or 
3) a deposit was rejected by the bank

• The off cycle will be processed 3-4 business days 
after payday. 

• Only one off-cycle is processed each pay period and 
a total two off cycles per month – one following 
each pay period.



New Earnings Code to 
Track Overpayments

• Starting July 1, any overpayments given, and
corresponding repayments are recorded 
using the OVP earnings code.

• The OVP earning code helps everyone track 
overpayments and is not be included in 
effort reporting, and therefore doesn’t not 
skew the percentages presented on effort 
reports.



Summer Ecom Recap

Late Summer Ecom paperwork needs to be submitted as soon as 
possible. If not submitted timely, there is a negative impact on the 
system process.

Summer ECOM 2021 Data
Group All Term’d as of Start Date Contract Pay Changed

SRC/Summer Research Current 1147 23 11

SRL/Summer Research Lag 161 7 3

SIC/Summer Instruction Current 1030 29 8

SIL/Summer Instruction Lag 449 18 11

SUM/Summer 1 1 0

TOTALS 2788 78 33



Timely Benefits Termination 
and Ramifications

• Timing of the termination paperwork is very 
important. 

• Late paperwork can cost the university and the 
department additional fringe expense.

• If the university can receive a refund from PEBA, it 
may take 2-3 months after PEBA processes the 
termination paperwork.

• Based on PEBA’s billing cycle, they will only go back 
30 days to refund.

• The late termination will cause annual leave payout 
to be delayed.



Document Scanning Available 
in Employee Self Service 

• Employees can now submit secure documents 
remotely to Payroll via Employee Self-Service. 

• This will allow employees to securely submit these 
forms without mailing them or visiting the Payroll 
Office in person. 

• There are step by step instructions available that 
will walk you through this new process. How to 
submit secure documents to Payroll [pdf]

• If you have questions regarding this new process, 
please reach out to payroll@mailbox.sc.edu.

https://sc.edu/about/offices_and_divisions/payroll/documents/submit_secure_documents_instructions.pdf
mailto:payroll@mailbox.sc.edu


How to Scan a Document in HCM PeopleSoft
Step 1: On the Employee Self Service page, click the Payroll tile.

Step 2: On the Payroll page, click the Documents Upload tile.



How to Scan a Document in HCM PeopleSoft
Step 3: Click the Upload button.

Step 4: Select the file from your computer files and save.

Step 5: Select the Description that best describes your document type: 8233 treaty, W9 
treaty, W4, SC W4, Non-SC W4.  If you do not recognize any of these, please select “Other”.

Step 6: Click the Submit button.



How to Scan a Document in HCM PeopleSoft
You will receive a message indicating the upload was successful.

Payroll reviews the box daily to approve.



New! Demographic Report in HCM Distribution
Navigation: HUB > HCM Distribution > Payroll Demographic Report 

Use this report to review:
• Job Data
• Supervisor ensuring it is correct for Time and Labor purposes to receive timesheets 

and absence requests for direct reports
• Employees coded to the correct chartfield



New Combo Code Type for 
Salary Cap Cost Share

• Coming Soon! 
• Differentiate the cost share combo codes 

from the ones over the NIH salary type.
• These special designated combo codes will 

need to be requested specifically for an 
employee being paid on a grant that has a 
salary cap limitation.



Time/Labor and Absence 
Management Updates

Entering time to the minute on the timesheet:
• The decimal place is not the number of minutes worked but it is a 

calculation of minutes worked over 60.

• 3 hours and 34 minutes would be entered on the timesheet as 3.57 
(34 minutes/60 minutes= 0.57).

• This is the same concept of how it was done in ITAMS we just only 
allowed quarter hours increments.

15 minutes = 0.25
(15 minute/60 minutes =0.25)

30 minutes = 0.50
(30 minutes/60 minutes =0.50)

45 minutes = 0.75
(45 minutes/60 minutes = 0.75)

Note: Departments can continue to enter time in quarter hour 
increments or enter to the minute.



Time/Labor and Absence 
Management Updates

Managing Exceptions:
• The exception icon appears when you enter time that the system 

identifies as an exception and flagged as a potential issue. The most 
common exceptions are: 
• Invalid Employee Status – employee is entering hours worked on the timesheet for 

the terminated job. Please be sure to enter hours worked on the active job.
• Quantity cannot be zero – 0 zero hours cannot be entered in the timesheet. If there 

are no hours worked for a specific day, please leave the entry field blank. 
• More than 24 Hours Reported – cannot enter more than 24 hours worked for a 

single day 
• Work Order Number is Missing – applicable for Facilities and Housing only
• Partial Sick Absence (LOAS – scheduled work week) – Select LOAS if they are sick for 

a full scheduled work week, applicable to Salaried Exempt Temps only 
• Personal Leave Validation (LOAP – full scheduled day) – Select LOAP if they are 

requesting personal leave for a full scheduled day, applicable to Salaried Exempt 
Temps only 

• HOLEX only on holiday – selecting the time reporting code HOLEX-Worked a Holiday 
and entering hours worked on a day that is not an approved UofSC holiday 

Please pay close attention to Fix Exceptions in the workcenter and make the 
applicable changes. Managing exceptions job aids are available on the 
Time/Labor and Absence Management Implementation webpage.

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


Time/Labor and Absence Management Updates
What to do on a timesheet for a paid UofSC holiday:

If the holiday eligible employee did not work and observed the UofSC Holiday:
• Time entry field on timesheet should remain blank on that day
• The Holiday will not show on the timesheet as previously did in ITAMS
• Holiday will be seen in the payable time summary once the time administration process runs on the holiday, 

independent of timesheet approval (shown below) 

If the holiday eligible employee worked on the UofSC Holiday:
Salary non-exempt

• Enter hours worked on the timesheet using the REGHR-Regular time reporting code
• Will receive holiday compensatory time at an hour for hour rate for all hours worked on the holiday 
• Regular Holiday Pay will be shown in payable time summary
• Holiday hours will not show on the timesheet as previously did in ITAMS

Salary exempt
• Enter hours worked on the timesheet using the HOLEX-Worked a Holiday time reporting code 
• Will receive holiday compensatory time at an hour for hour rate for all hours worked up to average workday 
• Holiday will be seen in the payable time summary once processed
• Holiday hours will not show on the timesheet as previously did in ITAMS

Note: If an hourly temp or student works the holiday, they enter hours worked on the timesheet using the REGHR-Regular 
Hours time reporting code and will receive payment at their normal hourly rate for hours worked.



Time/Labor and Absence 
Management Updates

Fixes coming soon:
• If an employee enters hours on an inactive job, the system will throw 

and error and will not allow them to submit the timesheet

• If an employee enters 0.00 hours on a timesheet, the system will throw 
and error and will not allow them to submit the timesheet

• Payroll status (Active or Terminated) and Employee Class (FTE, RGP, 
STU, and DLI) will be added to the job description on the timesheet in 
ESS which should help the employee (specifically someone with a dual 
position) identify the correct timesheet. 



Time/Labor FAQs



Time/Labor and Absence Management Resources
Job Aids and Reference Guides are 
available for:

• Employees
• Managers
• TL/ABS Approvers

Listing of Departmental Facilitators, front 
line support for employees.

Webpage URL:
https://sc.edu/about/offices_and_divisio
ns/payroll/payroll_toolbox/time_labor_a
nd_absence_management/index.php

Link to the Time and Absence System: 
hcm.ps.sc.edu

https://sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/time_labor_and_absence_management/index.php
https://cas.auth.sc.edu/cas/login?service=https%3a%2f%2fhcm-prd.ps.sc.edu%2fShibboleth.sso%2fLocalLogin


Where to Find Hot Topic Resources



Contact Information

For questions regarding Off Cycles, please contact 
uscpay@mailbox.sc.edu.

For question regarding Termination and Benefits, please 
contact Central Benefit’s: benefits@mailbox.sc.edu.

For questions regarding Timesheets and Exceptions, 
please email Judy Timmons: timmons5@mailbox.sc.edu.

For questions regarding Document Scanning please 
email Jake Kiehl: kiehl@mailbox.sc.edu.

For general questions regarding the Time and Absence 
System, please email CMTEAM@mailbox.sc.edu.

mailto:uscpay@mailbox.sc.edu
mailto:benefits@mailbox.sc.edu
mailto:timmons5@mailbox.sc.edu
mailto:kiehl@mailbox.sc.edu
mailto:CMTEAM@mailbox.sc.edu


QUESTIONS 




