
 

 
 

Office of the Controller 
Operational Management and Reporting 

Finance Intranet – Payroll Reports - Earnings Summary Report  
 
 

Table of Contents  

I. Purpose  ........................................................................................................................ 2 

II. Navigation in Finance Intranet  .................................................................................... 2 

III.    Search Options  ............................................................................................................ 4 

IV.    Export Options and Creating Reports  ......................................................................... 8 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Finance Intranet – Payroll Reports – Earnings Summary Report  March 2026 
  
 

2 
I. Purpose  

 
The Earnings Summary Report provides a breakdown of HCM PeopleSoft earnings codes by chartfield string to 

provide the user a summary of salary and fringe expenses of an employee over a specified time period.  

 
 

II. Navigation in Finance Intranet  
 
To access this new tool, go to https://financeintranet.sc.edu/.  
 
Then navigate to:   
Payroll Reports > Earnings Summary  

 
1. From the HUB, select the Payroll Reports tile. 

 

 
 
 
 
 
 
 
 
 
  

https://financeintranet.sc.edu/
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2. Next, Select the Earnings Summary tile. 
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III. Search Options  

 

Several search criteria options can be used when creating an earnings summary report; these 
options include but are not limited to: 
 

• USCID – Enter the USCID of the employee to review. Typing their name in this field will 
also provide options to auto-populate. 

• Name – Enter the name of the employee to review.   

• HCM Dept. – Enter the HCM Home Department to review. 

• Dist. Code – Enter the specific earnings code to review. For example, to find out how 
much an employee earned in Special Assignment Pay, enter SAP and select the time 
period to see the amount and the funding sources used. 

• Operating Unit – Enter the Funding Operating Unit to review.  

• Department (Funding) – Enter the Funding Department to review. This will provide 
results based on the department used to provide the funding as shown in the Chartfield 
Column. 

• Fund – Enter the Funding Fund Code to review. For example, to find out how much 
salary was charged to federal grants, enter F1000. 

• Class – Enter the Funding Class Code to review. For example, to find out how much was 
spent on instruction, enter class 101. 

• Account – Enter the account number to review. For example, to review non-federal 
work study payroll expenses, enter account code 51400. 

• Project – Enter the project number to review. For example, 10013299 or 80001339. 

• From Pay Period – Enter the starting pay period for the report. 

• To Pay Period – Enter the ending pay period for the report. 
 
 
Important reminders:   

• A From Pay Period and To Pay Period must always be selected to return results. 

• The Earn % column will only be visible when viewing a single individual employee’s 
earnings. 

• Deductions and Tax may or may not calculate based on the use of additional search 
criteria (such as Dist. Code). 
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The following demonstrates running the report for a single employee using USCID for all 
earnings from 1/15/2026 to 3/31/26. The report provides a summary of earnings codes paid, 
the funding chartfield, the earnings percentage, along with related deductions and taxes. 
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The report below used the following criteria: 
 
Operating Unit: CL034 
Sub-Total by Name, USCID: Checked 
From Pay Period: 7/15/2024 
To Pay Period: 9/30/2024 
 
Notice: The Earn % column disappears. 
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The below report used the following criteria: 
 
Operating Unit: CL071 
Dist. Code: GSA – Grant Salary Adjustment 
From Pay Period: 7/15/2024 
To Pay Period: 9/30/2024 
 
Notice: The Earn % column disappeared, and the Ded and Tax columns do not calculate.   
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IV. Export Options and Creating Reports  

 

This report has the Export Summary functionality, which will export the data from the search 
criteria.  
 
Step 1: Enter the criteria in the search fields.  
 
Step 2: Click the Export Summary button.  
 

 


