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Job Aid - Review and Edit Salary and Travel Data:  Salary and Travel 
Queries and CSV Conversion 

    Date Created: 06/29/2010                                             Revised: June 2011 
 

1.  
 
 

Click the Reporting Tools link.  

2.  
 

Click the Query link.  

 
3.  

 

Click the Query Viewer link.  

 
4.  

 

The Query Viewer page displayed.  

 
5.  

 

Enter the Query Name into the Text Field.  
 
Salary and Travel Queries begin with “0AP033” 
 

1. 0AP033A_SALARY_TRAVEL – This query should be used to extract data for 
uploading to the DOAA TIGA Salary and Travel website.  The extracted data 
represents salary and travel information for the primary PeopleSoft Business 
Unit and does not include any employee data in which the ‘Related BU” field has 
been populated with a business unit value other than the primary agency BU 
(e.g, Primary BU = 40700 / Related BU = 40700). 
 

2. 0AP033B_ SALARY_TRAVEL _TOT- This query should be used to obtain 
summary totals for Salary and Travel data for the primary PeopleSoft Business 
Unit.  The amounts are totals of the data from the 0AP033A query. 
 

3. 0AP033C_ SALARY_TRAVEL _ ATCH _AGY- This query should be used to 
extract “Related BU” data for uploading to the DOAA TIGA Salary and Travel 
website.  If an agency has not updated the value in the “Related BU” field (i.e., 
no Related BU or attached agencies exist), there is no need to run this query.  
The extracted data represents salary and travel information for any employee/s 
data in which the ‘Related BU” field has been populated with a business unit 
value other than the primary agency BU (e.g, Primary BU = 48400 / Related BU 
= 96000). 
 

4. 0AP033D_ SALARY_TRAVEL _ ATCH_TOT - This query should be used to 
obtain summary totals for Salary and Travel data for the attached agencies.  The 
amounts are totals of the data from the 0AP033C query described in step #3 
above. 
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6.  

 

Click the Search button. 
Verify the Query Name to execute, then click the Excel Link (Run to Excel). 
 

 

 
7.  

 

The Run page appears which will be used to define the parameters of the data to the system. 
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8.  

 

Enter the applicable Fiscal Year for the desired Salary and Travel data. 

 
9.  

 

Enter the applicable Business Unit for Salary and Travel data, or use the prompt icon to 
verify the desired valid Business Unit.  
 

10.  
 

Click View Results Link.  
 
 

 
11.  

 

The File Download page is displayed. Click Open 
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12. The File will open in Microsoft Excel.  
 
Note (A): The Employee ID, Job Code, Salary Amount and Travel Amount columns 
have been altered to prevent the display of sensitive data.  
 
Note (B):  Please be sure your formatting does not remove the “leading zeros” in the 
Employee ID column.   
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13. Delete the Header rows (1and 2) by highlighting the rows and right clicking the mouse.  See 
and select the Delete option. 
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14. 

The Header rows (1 and 2) are then removed from the file. 
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15. If an additional row of data is needed to add employee information for salary or travel data 
which was not reflected in PeopleSoft, it can be added to the Excel file for TIGA reporting.    
 
Within the Excel file, scroll to the last populated row of data, all new rows should be added at 
this point. 
 
 

 
 
 
The new row of salary and travel data should be entered by populating all of the fields with 
the appropriate data.  No field should be left blank.  Appropriate formatting updates should 
be applied to ensure the leading zeros are retained for the EMPLID data added. 
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The highlighted row reflects the new row of salary and travel data added.  Additional rows 
may be added as needed.  Once all information has been added, the file should be saved as a 
CSV or comma delimited file (instructions follow below).  The CSV file will be uploaded to 
the DOAA Transparency in Government Act (TIGA) Salary and Travel submission website.   
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16. To save as a CSV file, Click the MS Office Button  and navigate to: Save As -> Excel 97-
2003 Workbook icon 
 
 

 
 
Note:  If you have a different version of Excel, use the appropriate navigation to use the “Save 
As” functionality to create a CSV file. 
 
 
 

Office 
Button 
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17. The Save As dialog page is displayed prompting the user to save the query data in *CSV 
format. 
 

 
 
 
Choose a folder where the file will reside and select the Save As type = “CSV (Comma 
delimited)” then click Save. 
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18. The following message box appears.  Click Yes. 
 
 
 

 

19. Verify CSV file saved by locating the file in the folder where it was saved and open it.  
The file should be similar to the sample below. 
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20. If a business unit has been identified in the “Related BU” field for an employee of an 
attached agency, a separate query (0AP033C_ SALARY_TRAVEL_ATCH_AGY) has 
been created and must be run to extract the attached agency data separately.  Please note 
that although the primary business unit will be used to run the query, the entity code identifier 
for the attached agency will appear in the query results. 
 

 

Enter the appropriate 
Fiscal Year and the 
primary business unit 
number and click the 
“View Results” button. 
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21. The File Download message will then appear.  Select the option to “Open” the file. 
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22. The File will open in Microsoft Excel.  
 
Note (A): The Employee ID, Job Code, Salary Amount and Travel Amount columns 
have been altered to prevent the display of sensitive data.  
 
Note (B):  Please be sure your formatting does not remove the “leading zeros” in the 
Employee ID column.  
 

  
 
 
Note (C):  The value entered in the Relate BU field on the online PeopleSoft Salary and 
Travel page is the value represented in the ENTITY CODE field on the 0AP033 query.  
Only the data for employees of the attached entity will appear in this query results. 
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Note:  If a primary agency has more than one attached agency to report, the data will appear in 
the query for all of the attached agencies; however, the data must be segregated into 
separate files for submission to DOAA. 
 

23. If additional rows of data are needed for employees of an attached agency, follow steps 13 
through 19 to add additional rows for salary and travel data for each affected employee, and to 
convert the file to CSV format for uploading to the DOAA TIGA Salary and Travel 
submission website. 
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24. Control total queries have been created (0AP033B_ SALARY_TRAVEL_TOT and 
0AP033D_ SALARY_TRAVEL_ATCH_TOT) to provide summary totals for the detail 
information from the 0AP033A_SALARY_TRAVEL and 
0AP033C_SALARY_TRAVEL_ATCH_AGY queries.  The 0AP033B query should be used 
to obtain the summary total for the primary business unit, and the 0AP033D query should be 
used to obtain the summary total for the attached business unit’s salary and travel data. 
 
If the results from the 0AP033A_SALARY_TRAVEL and 
0AP033C_SALARY_TRAVEL_ATCH_AGY queries are not modified, these summary totals 
may be used to enter control amounts into the DOAA TIGA Salary and Travel submission 
website.  If the query results are modified, the results of queries 0AP033B_ 
SALARY_TRAVEL_TOT and 0AP033D_ SALARY_TRAVEL_ATCH_TOT will not be 
valid.  Therefore, the control totals will have to be re-calculated by the agency before 
submitting to the DOAA.   
 
The summary totals are not uploaded into the DOAA TIGA Salary and Travel 
submission website.  Rather, they are entered directly into the DOAA website. 
 
 

 
 
The Year and Unit prompts are valid for both of the summary total queries.  Click on the 
“View Results” button to view data. 
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25. The File will open in Microsoft Excel.  
 
Note: The Salary Amount and Travel Amount have been altered to prevent the display 
of sensitive data. 
 
 

 
 

 
26. 

You have successfully completed the Salary and Travel Queries and CSV Conversion 
topic.  
 
End of Procedure.  

 
 


