
 

  

 

  Committed to upholding the objectives of the University of South Carolina by delivering streamlined, 

proficient, and exemplary assistance to students, faculty, and staff in matters pertaining to financial 

operations. 
 

 

 

  
Annually, our Compliance Team: 

• Processes 1,500+ subrecipient invoices, 
• Ensures compliance with subaward 

agreements for 200+ entities, 
• Manages 6,000+ time and effort reports! 

 

 

 



  

Subrecipient Monitoring and Invoicing 
Before subrecipient invoicing can occur, a fully executed subaward agreement must exist 
between the University and the subrecipient. This involves collaboration between many 
parties – the subrecipient, the sponsor, the SAM Office, the Controller’s Office, the 
Purchasing Department, and individual departments. 
  

                
  
Once a subaward agreement has been executed, subrecipients must submit their invoices 
to the Compliance Team using the Subaward Invoice Payment Request Form.  After a 
compliance review occurs, all invoices require PI approval prior to payment.  PIs must be 
satisfied that the subrecipient’s work was completed in accordance with proposed 
specifications and that expenses are allowable and allocable to the sponsored award. 
  
Why does it matter? Fully executed subaward agreements represent binding 
contracts.  The terms and conditions of the University’s prime award flow down to the 
subrecipient as part of the subaward – subrecipient noncompliance constitutes University 
noncompliance, which creates significant risk for the University. Federal regulation and 
University policy requires the monitoring of subrecipients to ensure the subaward is being 
used for authorized purposes. 
  

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fform.jotform.com%2F232335498975067&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192184154%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=xPTzEv2sXzj7D8VRu9QeK0xTbQussmbN4zD391EasjQ%3D&reserved=0


 

Upcoming!  Currently, PI approval is requested by the Compliance Team via email for each 
invoice. We recognize the inherent limitations of this manual process.  Later this year, a 
workflow solution will be implemented in PeopleSoft Finance for subrecipient invoices, 
which will eliminate the need for manual email approvals.  
  
Useful Resources: Visit the Compliance Management page on our Controller's Office 
website. If you have questions not addressed on our website, please contact 
subinv@mailbox.sc.edu. 

• Subrecipient Monitoring and Invoicing Presentation 

• Subaward Agreement Process 

  
Time and Effort Reporting 
Time and effort reporting occurs twice a year.  Reports will be automatically generated for 
any individual whose salary was paid from a sponsored project or cost shared to a project – 
this includes hourly employees as well (including students).  All reports must be certified by 
the employee as well as a PI and supervisor with first-hand knowledge of the employee’s 
effort. 
  
Why does it matter? Salary is the largest expense on sponsored awards and represents 
our biggest risk exposure.  This “after-the-fact” verification must occur to ensure the actual 
time spent on sponsored awards matches the amounts recorded in the system. Effort 
reports are frequently requested during audits. Federal regulation, sponsor-specific 
guidance, and University policy requires effort documentation that demonstrates amounts 
charged are accurate, allowable, and properly allocated. 
  
Upcoming!  The next cycle of time and effort reports, for the July – December 2023 period, 
will be made available on March 4th, 2024. Certification is required to occur within 30 days – 
reports are due April 3rd, 2024!   
  
Useful Resources: Visit the Compliance Management page on our Controller's Office 
website. If you have questions not addressed on our website, please contact 
timeandeffort@sc.edu. 

• Time and Effort Reporting Refresher and Updates for the Business Manager 

• Time and Effort Reporting Refresher and Updates for the Principal Investigator 

 

https://sc.edu/about/offices_and_divisions/controller/compliance_and_tax_management/compliance_management/index.php
mailto:subinv@mailbox.sc.edu
https://sc.edu/about/offices_and_divisions/controller/documents/subrecipient_monitoring_and_invoicing_10_30_23.pdf
https://www.sc.edu/about/offices_and_divisions/sponsored_awards_management/documents/subaward_process_12_5_22.pdf
https://sc.edu/about/offices_and_divisions/controller/compliance_and_tax_management/compliance_management/index.php
mailto:timeandeffort@sc.edu
https://sc.edu/about/offices_and_divisions/controller/documents/updated_t_and_e_bms_feb2024.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/t_and_e_refresher_pi_feb2024.pdf


  

Moving and Relocation Reminder! 
The Moving agreement and offer letter 
should be sent to moving@mailbox.sc.edu 

during the onboarding process. These 
documents will then be forwarded to the 

University Controller for approval and 
signature. 

 

 

 

 

 

Correct Addresses for Student/Non-
Employee Reimbursements 

Ensure that the address provided in the 
Recipient Information section of the 

TA/TRV eForm is a valid address for the 
individual. It is crucial to include apartment 

or suite numbers, if applicable. 

 

 

 

 

Tip of the Month!  
  

Understanding Journal Entries (JE)  
When do I process a JE?  JE’s can be submitted to correct previously posted deposits, 
to record or correct internal transfers, to process or correct 86000/81000 departmental 
transfers, to correct a previously posted online JE done in error, or to correct a single pay 
voucher processed through AP module. 
  

mailto:moving@mailbox.sc.edu


When to not process a JE?  JE’s should not be used to correct posted expense reports, 
to correct paid AP vouchers (with exception of single pay vouchers), or to correct payroll 
items processed in HCM module.   
  
JE Quick Tips 

• Header Tab: Two very important parts of the JE are on the Header tab, the Long 
Description and the Attachment.  Be sure both of these are as detailed and 
complete as possible.  The information should be so detailed that someone with 
no knowledge of the JE, could easily tell exactly what is being done.  And 
remember to attach a Cost Transfer Justification form if USCSP expenses are 
being moved. 

• Lines Tab: The lines tab contains the accounting strings and debits/credits for the 
entry. 

o Use the Reference and Journal Line Description fields on each line of 
the entry to store information to be used after the entry posts. These fields 
will be very helpful in the future when running queries or Finance Intranet 
reports. 

o Use Speedtypes to auto-populate a chartfield string when entering a 
project.  In the Speedtype field, simply type the letter “P” followed by the 
full project number, the system will automatically populate the full 
chartfield. 

o Use the Increases and Decreases/Debits vs. Credits Quick Reference 
to compare debits/credits with positives/negatives. 

o Use the Analysis Types Chart Quick Reference to determine the analysis 
type used with projects. 

o Use the Fund Types: Transfer From/Transfer To Quick Reference for 
assistance with processing an Internal Transfer entry where one 
department is providing a good or service for another. 

o Use the Grid Action Menu icon on the left of the screen to personalize 
the order of the individual fields for your entries or to download your entry 
to Excel as needed. 

o Use Errors Only check box at the top of the screen on right to view any 
error lines on your entry. 

o Remember if you use different balancing chartfields (operating unit, fund 
or project) on your entry, it will automatically create 10300 lines. The lines 
cannot be edited and are essential to be sure the cash is in the correct 
locations on the GL.   

• Totals Tab – shows the details associated with the different balancing chartfields 
on your entry. 

• Errors Tab – details any errors you may have with brief explanations of each. 

• Approval Tab – Allows your entry to be submitted for approval and shows where 
your entry is in the approval process. 

https://sc.edu/about/offices_and_divisions/controller/documents/increases_decreases_2_6_23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/analysis_types_chart_2_6_23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/transferfrom_transferto_2_6_23.pdf


If you run into any issues while creating a JE or have questions, please email our General 
Ledger Team at genacctg@mailbox.sc.edu. 

  
 

 

Selecting the correct Work Location Code 
Tax location should reflect the state where the employee is conducting the work so 
taxes can be appropriately deducted for that state and reported. As employees may 
work remotely, we need to ensure the data is accurate in HCM PeopleSoft, our 
HR/Payroll system.  
 
If the address for the employee is incorrect, please direct them to Employee Self 
Service (ESS) in HCM PeopleSoft to update their address. Instructions to updated 
addresses can be found here.  
 
As a reminder, the hiring proposal in People Admin has the work location code 
which feeds to the tax location code in HCM PeopleSoft at the time of hire. Please 
ensure the appropriate state is chosen when completing the hiring proposal.  
 
If you have questions, please reach out to Payroll@mailbox.sc.edu. 
 
  

  

 

 

mailto:genacctg@mailbox.sc.edu
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fclt1508150.benchurl.com%2Fc%2Fl%3Fu%3DF133299%26e%3D15C5BC3%26c%3D170336%26t%3D1%26l%3D99E40A0F%26email%3D4sr5TV1ohjMwSXqyC9vPBCD4P4%252F2rScIeeWRGMtRs94%253D%26seq%3D1&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192193940%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=CEI0U88aZe9t7jqRiJgDYnag1JSZRtQasxCC3QZ8DIo%3D&reserved=0
mailto:Payroll@mailbox.sc.edu


  

  

 

 

 

The following training will be offered in the 
month of April. To register, click a link 
below. On the registration page, provide 
your first name, last name and email. Once 
registration is complete, you will receive a 
confirmation email and the session will be 
added to your calendar. 
  
April 9: Transaction Corrections 
in PeopleSoft Finance 
  
April 23: How to Create an Expense 
Report for P-Card, Program Expense Card, 
and Team Card 
  
April 23: Understanding Cost Share 
  
April 24: Understanding Cost Transfer 
  
April 25: Understanding and Requesting 
Retro Funding Changes 
  
If you have any questions about the training 
opportunities listed above, please reach out 
to pstrain@mailbox.sc.edu. 
  

  

March 8 by 5pm: Deadline to submit 
February Sales/Use/Admissions Tax 
Returns  
  
March 8 by 5pm: Deadline to submit 
February F&A Adjustment Journal Entries 
 
March 25 by 5pm: Team Card, Travel 
Card, and Program Card March billing 
cycle deadline   
 
March 27 by 5pm: P-Card March billing 
cycle deadline  
  
March 29 by 12pm: March Expense 
Module Correction forms (APEX) submitted 
to GL mailbox  
  
March 29 by 12pm: March AP JV eForms 
completed and approved in PeopleSoft 
Finance  
 
April 1 by 5pm: March Journal Entries 
completed and approved in  
PeopleSoft Finance 
  
April 3: Tentative GL close for March  
  
Please reach out to our General 
Accounting Team, 
genacctg@mailbox.sc.edu, if you have any 
questions. 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2CuUAaQk7Bx0GPYcyGYH-mtA%2ComyzU2PGZEGhSbzfwmPTjg%2CcIhLSh3DrkK3pg9dgvjjbA%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192198622%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lF3i6yfh2NBgvq8bqROoKIQlUZF7lxOUA6Yds5PwT3k%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2CuUAaQk7Bx0GPYcyGYH-mtA%2ComyzU2PGZEGhSbzfwmPTjg%2CcIhLSh3DrkK3pg9dgvjjbA%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192198622%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lF3i6yfh2NBgvq8bqROoKIQlUZF7lxOUA6Yds5PwT3k%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2C-9m8MLmLiEeiMRYn071bfQ%2CT0a2bHevbkC95mv5bv1g4Q%2CuN7_pk95SEOd0IL9yAcRRQ%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192204840%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=HF2h%2FAgY0n84ynCZjjAjuuJAoeLIdHrcKO%2FkrXQs6BI%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2C-9m8MLmLiEeiMRYn071bfQ%2CT0a2bHevbkC95mv5bv1g4Q%2CuN7_pk95SEOd0IL9yAcRRQ%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192204840%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=HF2h%2FAgY0n84ynCZjjAjuuJAoeLIdHrcKO%2FkrXQs6BI%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2C-9m8MLmLiEeiMRYn071bfQ%2CT0a2bHevbkC95mv5bv1g4Q%2CuN7_pk95SEOd0IL9yAcRRQ%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192204840%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=HF2h%2FAgY0n84ynCZjjAjuuJAoeLIdHrcKO%2FkrXQs6BI%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2CPUr3BN5q3kOlUSelkr4f-g%2C8Tcetk1nJ0Cd6j4h3Hd2Ow%2CteOLUCoiBUm6yRBJWcAMLQ%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192211824%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=irS7sxAVxVQIqErunxyiWEjmls4ZDJbt8KUsCrDnm5Q%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2CuJr20UVdQkWDqIQvLYhAQg%2C4VP5lfnzjESbGDuaiTWdvQ%2CxpxlAtwrXkSz6sB4pjOa3Q%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192220188%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Hngxa2HcLN3GQK4Q3pmJe3zz5QthTxG%2BRbWY%2BdVrFgs%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2CR9-DJgEzT06mZkHD3d9nkQ%2CvfybK8tpSUKRjRlsOWSkkw%2CsArIeFNLZ0Sw2gZ_YTKS2A%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192227182%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=rpqolgIcOrIu3goHDKtiuk8%2FvbkhkpgijfOWNj2OAHA%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fregistration%2FGUsqSzXRDkKLsrHNI4mYzA%2CO0X5vgp_E0qH7BEEMEnVyw%2Cc340GtlBdUKzD4a3YPLHJw%2CR9-DJgEzT06mZkHD3d9nkQ%2CvfybK8tpSUKRjRlsOWSkkw%2CsArIeFNLZ0Sw2gZ_YTKS2A%3Fmode%3Dread%26tenantId%3D4b2a4b19-d135-420e-8bb2-b1cd238998cc&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192227182%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=rpqolgIcOrIu3goHDKtiuk8%2FvbkhkpgijfOWNj2OAHA%3D&reserved=0
mailto:pstrain@mailbox.sc.edu
mailto:genacctg@mailbox.sc.edu
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.facebook.com%2FUofSCController%2F&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192237959%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=KBNZWlPdTFkfzH9nEmlDb%2BlxU0LXbJ6bhM0Q0Daflno%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.linkedin.com%2Fcompany%2Funiversity-of-south-carolina-office-of-the-controller%2F&data=05%7C02%7Ctedrickl%40MAILBOX.SC.EDU%7C60af169b91d648cd19e108dc3c55319f%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638451585192247044%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iHXfaRxaIZpnA5etMHuEzmzA3lX0UZG5R2uVFX%2BpVa0%3D&reserved=0

