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June 10, 2009

Memorandum

To: 

Vice Presidents

Chancellors

Deans

Department Chairs and Directors

From:

Pam Cope

Director of Payroll

Subject:  
Payroll Reports

On May 8, 2009, the Payroll Office announced that effective May 15, 2009, University departments would be able to access payroll reports electronically using the USC Accounting Intranet.  Utilizing web-based reporting will provide more timely access to critical payroll information and will ultimately reduce administrative costs associated with the dissemination of paper reports.  This tool is now in place and users are beginning to access the system.  Beginning August 1, 2009, paper-based payroll expenditure reports and payroll fringe benefits reports will no longer be distributed to University offices.

Providing departments secure electronic access to information via the Internet has been a long-standing objective of the Payroll Office, and we are delighted to be able to offer this service to the University Community. 

Access to the Payroll reports on the Accounting Intranet is being granted in a manner similar to the Data Warehouse, in that Deans or Vice Presidents will be responsible for designating an individual in their department to access the system.    The individual will have access to the salary expenditures and fringe benefits costs for the department and funds indicated on the form.

Authorization forms are included with this memorandum.  The forms are also available from the Payroll web page at http://busfinance.admin.sc.edu/payroll/.  User instructions can be obtained from this website as well.  We have not received a completed authorization form from your department.  Please authorize at least one user as soon as possible so he/she can become familiar with this new tool.

Completed authorization forms should be sent to the attention of:

Samantha Benton, USC Payroll Office, Suite 721, 1600 Hampton Street, USC Campus 

            Please share this information with the appropriate individual in your department who may need access to the information to manage your personnel costs.   If you have any questions regarding this new tool, please contact me at 777-4227.
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