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What is AP 
Upload



What is AP Upload
• An Upload is a way to pay a Supplier or Individuals.

• If you have 10 or more payments in the categories below,  the AP Upload is available 
instead of keying each payment into the Payment Request in PeopleSoft. 

üPrizes & Awards

üStipends

üServices Rendered

üPreceptor Payments

üRefunds

üParticipants

**Note: For awards, please contact AP for proper processing.



Types of 
Worksheets 



Worksheet Template Types
There are 2 Worksheet Template types:

• Regular Payments 
• Single Payment



Regular Payment Worksheet Template
Payments that have a Supplier ID and have either an 
invoice number or date of service.

• Participants
• Stipends

• Services Rendered (Preceptors, Mentors, etc.)

• Over 10 invoices to the same Supplier



Regular Payment Worksheet Template



Demonstration
• Using the Regular Payment Worksheet



Regular Payment Worksheet Template
Email Example:



Single Pay Worksheet Template
One time Payment where no Supplier ID is 
needed.

• Refunds to companies or Individuals for a one-time payment



Refund Payment 
Form



Single Pay Worksheet Template



Single Pay Worksheet Template
Refund Example:



Appropriate 
Documentation



Appropriate Documentation
• All AP Uploads must include the AP Upload Approval Form
• Service

ü Invoice, if available (Include a Memo if invoice not available)

ü Regular Pay Worksheet Template

• Stipends/Participants/Mentors/Honorariums
ü Forms if Applicable
ü Regular Pay Worksheet Template
ü All required documentation listed on the Payment Request Matrix

• Refunds
ü Refund Payment Form 
ü Single Pay Worksheet Template 
ü Supporting documentation

**Note: Please refer to the Payment Request Matrix as this will outline necessary documentation for 
payment types.



AP Upload 
Approval 

Form



Tips and Tricks



Tips and Tricks
• Ensure you are using the correct Spreadsheet Template

• Do not modify the template
üNo Formulas
üDo not move, change, or delete columns
üPlease do not skip rows
üMake sure you are using a valid chartfield

• All backup to support the AP Upload must be attached to the AP Upload 
email



Common Errors
• Use of special characters (&, #, _, etc.)
• Invalid chartfields due to keying errors
• Incorrect formatting



Demonstration
• Review common errors



AP Upload Voucher Lookup
Use the following navigation:
Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher



Demonstration
• Using the Voucher Inquiry



Resources & 
Contacts



Where to Find the 
Resources

For accounts payable 
resources, visit the 

Accounts Payable page 
in the General 

Accounting section.

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


Where to Find the 
Resources

For AP Upload 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
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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
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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


Questions



 

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.




