
OFFICE OF THE CONTROLLER

Queries Webinar Series: 

General Ledger

September 2026



Table of Contents

3Accessing and Searching for Queries

8General Ledger Queries

21Resources and Communications



Accessing and 
Searching for 
Queries

ACCESSING AND SEARCHING FOR QUERIES 



Query Viewer 
To access queries, use the navigation: 

 Main Menu > Reporting Tools > Query > Query Viewer

Why Use Query Viewer?

• Locate existing PeopleSoft 

queries 

• Run queries in HTML or 

Excel 

• Save frequently used 

queries as Favorites 

• Access real-time financial 

data



Searching for Queries by Name

When you know the 

query name:

1. Enter the query 

name in the Query 

Name field.

2. Leave the search 

option as Begins 

With.

3. Click the Search 

button. 



Searching for Queries by Folder

If you don't know the exact 

query name, use the Folder 

Name search criteria. 

1. Change the search 

operator from Begins 

With to Contains, Equal 

To, or other search 

options as needed 

2. Enter all or part of the 

folder name. 

3. Click the Search 

button. 



Viewing Search Results

HTML
View results 

on-screen

Excel
Export directly 

to Excel

Favorite
Save query 

for future use

Description

Understand 

what the 

query does
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General Ledger Queries 

If you need to . . . 

Find an account, description, or account status

Find a department or confirm whether it is budgetary only

Find a fund, fund description, or fund status

Find a class code or description

Review active department/fund chartfield combinations

View project team assignments

Research General Ledger journal activity

Find deposit information using a journal ID

Review Finance PeopleSoft security roles

View account-range details by operating unit

Use this query! 

SC_CF_ACCOUNT_LIST

SC_CF_DEPT_LIST

SC_CF_FUND_LIST

SC_CF_CLASS_LIST

SC_CF_DEPTFUND_XWALK

SC_PROJECT_TEAM_LIST

SC_LEDGER_ACTUAL_JOURNALS

SC_AR_DJ_BY_JRNLID

SC_SECURITY_ROLES_USERS

SC_FR_LEDGER_ACCT_DET_BY_UNIT



SC_CF_ACCOUNT_LIST

Key Tip: Use "%" as a wildcard when searching for accounts that begin with a specific number.

When would I use it?

• Find the correct expense account. 

• Find a revenue account for 

deposits. 

• Verify an account is active. 

Key Search Criteria:

• Account Number 

• Account Type 

• Description 

• Budgetary Only 

Find GL account information, descriptions, and status.

What does it do?



SC_CF_DEPT_LIST

Key Tip: Budgetary-only departments are HCM home departments and are not used for 

financial transactions.

When would I use it?

• Determine whether a department 

can be used in Finance PeopleSoft. 

• Confirm whether a department is 

budgetary only. 

• Verify that a department is active.

Key Search Criteria:

• Department Number 

• Description 

• Budgetary Only

Find department information, including whether a department is budgetary only and active.

What does it do?



SC_CF_FUND_LIST

Key Tip: Search the Description field when you know a fund’s name but not its number.

When would I use it?

• Identify the next fund value for a new 

chartfield request. 

• Find a fund number when you know 

only part of its name. 

• Confirm that a fund is active.

Key Search Criteria:

• Fund Number 

• Fund Type / Beginning Letter 

• Description 

• Budgetary Only

Find fund information, descriptions, and active status.

What does it do?



SC_CF_CLASS_LIST

Key Tip: Search by description when you 

know the purpose of the class code but 

not its number.

When would I use it?

• Identify an appropriate class code for 

a new chartfield request. 

• Find a class code by its description. 

• Confirm that a class code is active.

Key Search Criteria:

• Class Code 

• Description

Find class codes, descriptions, and active status.

What does it do?



SC_CF_DEPTFUND_XWALK

Key Tip: Export results to Excel to sort, filter, and review chartfield activity more easily.

When would I use it?

• Identify active chartfield combinations 

for an operating unit or department. 

• Review chartfields as part of a 

cleanup effort. 

• Monitor chartfield balances and 

determine whether combinations are 

still needed.

Key Search Criteria:

• Fiscal Year(s) — required 

• Operating Unit 

• PC Business Unit

Displays active department and fund chartfield combinations.

What does it do?



SC_PROJECT_TEAM_LIST

Key Tip: Search by USCID to see every project assigned to one employee at once.

When would I use it?

• Find all projects assigned to an 

individual. 

• View the team assigned to a 

specific project. 

• Identify projects that need 

reassignment when an 

employee changes roles or 

leaves.

Key Search Criteria:

• USCID 

• Project ID

Shows project team assignments and project responsibilities.

What does it do?



SC_LEDGER_ACTUAL_JOURNALS

Key Tip: Enter a specific amount Journal Line Amount to help locate a transaction quickly.

When would I use it?

• Find unposted journals. 

• Review a department’s 

journal activity. 

• Research a specific 

transaction or journal-line 

amount.

Key Search Criteria:

• Journal Status 

• Department Number 

• Fiscal Year 

• Journal Line Amount

Provides detailed General Ledger journal-entry activity.

What does it do?



SC_AR_DJ_BY_JRNLID

Key Tip: Use the DEP Journal ID to locate the associated deposit ID and attachments.

When would I use it?

• Find a deposit ID from

a journal ID.

• Locate backup

documentation for a

deposit.

• Research deposit

activity.

Key Search Criteria:

• Journal ID

• DEP Journal ID

What does it do?

Connects journal IDs to deposit information and supporting documentation. 



SC_SECURITY_ROLES_USERS

Key Tip: Search by USCID to see every project assigned to one employee at once.

When would I use it?

• Review an employee’s current 

PeopleSoft Finance access. 

• Identify roles to remove or add. 

• Transfer responsibilities when 

an employee changes roles.

Key Search Criteria:

• Role Name 

• Role Description 

• User ID 

• Name 

• EMPLID 

Shows PeopleSoft Finance security roles assigned to users.

What does it do?



SC_FR_LEDGER_ACCT_DPT_BY_UNIT

Key Tip: Results display balances from the ACTUALS ledger.

When would I use it?

• Review account activity for a 

selected period. 

• Identify the department, fund, 

or project associated with an 

account balance. 

• Compare account balances 

across chartfield combinations.

Key Search Criteria:

• Year 

• Account 

• Operating Unit 

View account balances by chartfield combination within an operating unit.

What does it do?



DEMO 3

Demonstration
View and access Queries in PeopleSoft Finance
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Where to Find the 

Resources

For JE, JV, and Apex 

resources, visit the 

General Ledger section 

on our General 

Accounting page.

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


Where to Find the 

Resources 

For transaction 

correction training 

resources, visit our 

Business Manager page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Query Viewer

To request access to Query 

Viewer in PeopleSoft 

Finance, use the 

PeopleSoft Finance Access 

Form to request for 

Finance Intranet Only 

under Inquire Only and 

Operational Reporting 

Access. 

https://sc.edu/about/offices_and_divisions/controller/documents/finance_ps_access_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/finance_ps_access_form.pdf


Controller’s Office Custom GPTs
The Controller’s Office has introduced Custom GPTs to help faculty and staff locate 

information, understand processes, and access available resources.

Controller’s Office Policy Navigator

Controller’s Office Resource Navigator

Grants and Funds Management Navigator

Controller’s Office Contact Navigator

Available Tools

• Controller’s Office Policy Navigator - Find guidance on 

Controller’s Office policies and procedures. 

• Controller’s Office Resource Navigator - Locate forms, 

webpages, training materials, and other resources. 

• Grants and Funds Management Navigator - Get assistance 

locating information related to grants and funds management. 

• Controller’s Office Contact Navigator - Identify the appropriate 

Controller’s Office contact for your question or need.

Learn more and access the available tools on our website!

https://chatgpt.com/g/g-69f25c82fc848191bda35c8e0d937538-controller-s-office-policy-navigator
https://chatgpt.com/g/g-69fb70969e208191b30c1f6847089ba0-controller-s-office-resource-navigator
https://chatgpt.com/g/g-69fcd53d5004819190a9cfe45abfb145-grants-and-funds-management-navigator
https://chatgpt.com/g/g-69fce62f7018819185183f030c8561dd-controller-s-office-contact-navigator
https://sc.edu/about/offices_and_divisions/controller/toolbox/custom_gpts/index.php


Contact Us

For specific 
questions, please 
visit our website to 
find the appropriate 

contact.

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


Questions



THANK YOU!
Office of the Controller

 

Alone, we can do so little; together, 

we can do so much.



END
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