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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

Click the Reporting Tools link.

1.

2. | Click the Query link.
Click the Query Viewer link.

3.
The Query Viewer page displayed.

4.
Enter the Query Name into the Text Field.

5.

Salary and Travel Queries begin with “0AP033”

1. OAPO33A_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. 0APO33B_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 0OAP033A 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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Click the Search button.
Verify the Query Name to execute, then click the Excel Link (Run to Excel).

= OQuery Viewer - Windows Internet Explorer

6\:‘/ [} htpsifjsacintst.state.gauusipsp/fscmtst [EMPLOYEE /ERRiciQUERY_MANAGER.CLERY_VIEWER.GoL ] 8 | (B3] [#3 [ ] [29 soode |[2]-

File Edit Wiew Favorites Tools  Help

{\‘f Favatites | {.Lg 9 Suggested Sites @ | Web Slice Gallery +

‘@Query Viewer | ‘ & - @ = @ v Page - Safety - Tools - @v

ﬂ‘?) FSCMTST

Home Add to Favories Sign out

b Wy Favarites A Mew Window | Help | Customize Pags | B,
> News and Announcements

> Manager Self-Senice Vi

[ Supplier Contracts Query lewer

[ Customers Enter any information you have and click Search. Leave fields blank for a list of all values

[» Vendors

I Purchasing *Search By: begins with [papoz3

[» eProcurement

[> Sourcing -
» Accounts Recaivable Search Advanced Search

[» Accounts Payable

[» Custom Accounts Payable Search Results
[ Salary Travel Per Diem

I Asset Management *Folder View: |- AllFolders—  »

I Banking
[ Cash Management
I Commitment Control

Add to

[> General Ledger Query Name Description Owner Folder Excel Schedule o tes
[» Allocations ————
b Set Up Financials/Supply DAPO33A_SALARY_TRAVEL 0AP0334_SALARY_TRAVEL Public HTWL Excel Schedule Favorite
Chain 0APO33B_SALARY_TRAVEL_TOT 0APO33B_SALARY_TRAVEL_TOT Public HTML Excel Schedule Favorite
I~ Reporting Tools 0AP033C_SALARY_TRAVEL_ATCH_AGY DAP033C_SALARY_TRAVEL_ATCH_AGY Public HTML Excel Schedule Favorite
= Query 0AP0330_SALARY_TRAVEL_ATCH_TOT 0AP0330_SALARY_TRAVEL_ATCH_TOT Public HTWL Excel Schedule Favorite

~ Query Manager
= Schedule Query

= Report Manager
[» PeopleTools
[» Fund Source Distribution
~ Change My Password
= My Personalizations
= My System Profile
— Wy Dictionary

3]
|~

2

Done & Internet Gy - Bi00% -

Fsaofntst.state.ga. us/psc/fscmtst__3/EMPLOY EEfJERPfq/?ICActio yMameExcelURL—PUBLIC.0A - Wind.

o e |g, https: [ fsanfntst skate.ga. us/pec Fermbst 5 EMPLOY v| ERIENESIES Google = -

Eile Edit Wiew Favorites Tools  Help

e Favorites | glg @8 Suooested Sites = @] weh Sice Sallery -

|@https:n’saofntst.state.ga.us,rpsc.rfscmtstj.rEMPLovE... | | 5 - B (1 deh v PBage ~ gafety - Tools ~ @@~

vear:| o]
View Reasults I

[ Job Code | ~Satary Amount | Trave Amount | Ut

Done & Internst # 100% -

&
| L3
[
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Enter the applicable Fiscal Year for the desired Salary and Travel data.

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

10. | Click View Results Link.

The File Download page is displayed. Click Open
11.

%)

File Download

Do you want to open or save this hile?

[x] j [ Mame: OAPD334 SALARY TRAVEL 18767.xs |
[Hl Type: Microsoft Office Excel 97-2003 Warksheet, 1.04M6

From: saofntst.state.ga.us

Open ][ Save ]| Cancel |

harm your cormputer. If vau do nat st the source, do nat open ar

lgl YWwhile files from the Internet can be useful, zome files can potentially
- zave thiz file. What's the risk’?
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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.

mmercial use

Home | Insert Page Layout  Formulas Data Review  View x

3 Jﬁ cut arial Unicode b - (10 < A" A7| [= S wrap Text Text = i:j % ,’—;‘ﬂ‘ EE. % E = autosum - ? ﬁ
= 53 copy x| i (8] Fin -

Pste et panter | [ B2 8 [ (B A | ) | ERweroe accener - | (85 o ST | conaonat romar  cen | mien peiete romat || o sere pnaa

Clipboard = Font. = Alignment = Humber (7] Styles Cells Editing
| Al - fi | 0AP033A_SALARY_TRAVEL
A B & D E F G H 1 J K L "E|

1 _SALARY_TRAVEL | 127

2 |[ENTITY CODE o [Lastname |Firstname  [middle Name [Surnix]Job Code|[Total Salary Amount |[Total Travel Amount |

3 fa07 00123456 Chance Jo Ann T. A1012 10000.00 0.00

4 a7 ‘00123457 Warr sandra A 60066 10000.00 0.00

5 207 "00123458 Silas Sylvia J. "81333 10000.00 0.00

6 407 "00122459 Cannon Rhonda M "30002 10000.00 0.00

7 Tao7 "00123460 Barnes Elizabeth P "B1333 10000.00 0.00

8 207 "00123461 Cooper Deborah Denise "81333 10000.00 100.00

9 w07 "00122462 Walker Eloise D ‘81333 10000.00 0.00

10 [a07 "00123463 Hill Toni Vanesta "B1332 10000.00 0.00

11 407 00123464 Adams Henrietta Dunn 81323 10000.00 0.00

12 (407 "00123465 Rogers Sandy R "81329 10000.00 0.00

13 (407 00123466 Mobley Regina L "41104 10000.00 0.00

14 [a07 '00123467 Hudson Jeffrey c "81328 10000.00 0.00

15 (407 "00123468 Tate Ellen Kaye "10801 10000.00 0.00

16 [407 00123469 McGana John David ‘1329 10000.00 0.00

17 [a07 "00122470 Richie Sharon Marshall 0619 10000.00 0.00

18 [407 "00123471 Hampton Brian G "81333 10000.00 0.00

19 [a07 "00123472 Datta Ashok K "B1320 10000.00 0.00

20 [a07 00122473 Hall-Fretwell Debra ¥ "B1332 10000.00 0.00

21 [a07 "00122474 Howell David Bansley 81332 10000.00 0.00

22 fa07 "00123475 Housworth Richard H 10000.00 0.00

22 407 "00123476 Barber Genie Owen 10000.00 0.00

W A» W Chertz Chartl | sheet1 ~%J

Ready

rch Results - o o¥ 1155 PM
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Delete the Header rows (1and 2) by highlighting the rows and right clicking the mouse. See
and select the Delete option.

Home Insert Page Layout Formulas Data Review View g X
o2 ) W|N==] e <
& cut Arial Unicode b - 10 - |A” 27| | Siwrap Text Text . }ﬁ“ ﬁjﬂ ;ﬂ T E‘\ E\E = AutoSum % @a
~—' 53 Copy 153 = = 3] Fin -
Paste B 7 u - A AMerge & Center - | - % o || 98| Conditional Format Cell || Insert Delete Format Sort & Find &
> Format Fainter | | 4 | £l [ B uerg ‘ e iy s Table siyes || = - - || &Zaear~  Fierr setect~
Clipboard il Font iE] Alignment il HNumber Ll Styles Cells Editing
T
AEUN 10 - A A § - % + o [P33ASALARY TRAVEL
=)
s - A-Rma | T D E F G H 1 J K L
2T o 8 L | |middie Name [Suffix|[Job Code|Total Salary Amount |[Total Travel Amount |
u |
8[| Chance Jo Ann T A1012 10000.00 0.00 3
=2 Copy r
4 7 Warr Sandra A 60066 10000.00 0.00
5| @ Easte Silas Sylvia J 81323 10000.00 0.00
6 Paste Special.. 9 Cannon Rhonda M. "30002 10000.00 0.00
7 Insert Bames Elizabeth P "B1333 10000.00 0.00
8 Delete 1 Cooper Deborah Denise 81333 10000.00 100.00
9 Clear Contents 2 Walker Eloise D. ‘81333 10000.00 0.00
v
10 | Fomat e Hill Toni Vanesta 1232 10000.00 0.00
1 Adams Henrietta Dunn B1333 10000.00 0.00
Row Height... -
12] Rogers Sanay R B1320 10000.00 0.00
13 Hide Mobley Regina L 11104 10000.00 0.00
14 S 7 Hudson Jeffrey c "81328 10000.00 0.00
15 (407 00123468 Tate Ellen Kaye "0801 10000.00 0.00
16 [407 "00122469 McGana John David "B1320 10000.00 0.00
17 [a07 "00123470 Richie Sharon Marshall "0619 10000.00 0.00
18 o7 '00123471 Hampton Brian G "81333 10000.00 0.00
19 [407 00123472 Datta Ashok K "B1320 10000.00 0.00
20 fa07 00123473 Hall-Fretwell Debra Y "B1332 10000.00 0.00
21 [a07 00123474 Howell David Bansley ‘81332 10000.00 0.00
22 [a07 00123475 Housworth Richard H ‘81333 10000.00 0.00
23 fa07 "00123476 Barber Genie Owen "B1332 10000.00 0.00
W 4 v M| Chart2 - Chartl | sheetl ~%J [ m

Count: 11
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The Header rows (1 and 2) are then removed from the file.

Home Insert Page Layout Formulas Data Review View
# cu Arial Unicode v - |10 - [A° 7| [= S Wrap Text Text - ﬂ ﬁ Q EE- §< E\ = AutoSum - W lﬁ
43 Copy . _ = . @] Fin -
Poste o romat painter || B £ M ~|[E ][ G- A i Merge & Center - | [ § ~ % 9 |[%§ %) Sotie TRl S || W ehRe i || oo e e
Clipboard ir} Font ] Alignment ir} Number ] Styles Cells Editing
| a1 - fe | 207
A B £ D E G H 1 £l K L N
1 [407 :00'\23456 Chance Jo Ann T A1012 10000.00 0.00
2 [a07 00123457 warr Sandra A 50066 10000.00 0.00
3 407 00123468 Silas Sylvia J 81333 10000.00 0.00 & |7
4 o7 "00122459 Cannon Rhonda M "30002 10000.00 0.00
5 407 "00123460 Barnes Elizabeth P "B1333 10000.00 0.00
6 407 "00123461 Cooper Deborah Denise "81333 10000.00 100.00
7 fa07 "00122462 Walker Eloise D ‘81333 10000.00 0.00
8 407 "00122463 Hill Toni Vanesta "B1332 10000.00 0.00
9 la07 00123464 Adams Henrietta Dunn 81323 10000.00 0.00
10 (407 "00123465 Rogers Sandy R "81329 10000.00 0.00
11 (407 00123466 Mobley Regina L "41104 10000.00 0.00
12 [a07 '00123467 Hudson Jeffrey c "81328 10000.00 0.00
13 [a07 "00123468 Tate Ellen Kaye "10801 10000.00 0.00
14 [407 00123469 McGana John David ‘1329 10000.00 0.00
15 [407 "001228470 Richie Sharon Marshall 0619 10000.00 0.00
16 (407 "00123471 Hampton Brian G "81333 10000.00 0.00
17 [a07 "00123472 Datta Ashok K "B1320 10000.00 0.00
18 [a07 00122473 Hall-Fretwell Debra ¥ "B1332 10000.00 0.00
19 207 "00122474 Howell David Bansley 81332 10000.00 0.00
20 fa07 "00123475 Housworth Richard H "B1333 10000.00 0.00
21 407 "00123476 Barber Genie Owen 81332 10000.00 0.00
22 fa07 00292536 Moore Marcia Lea 81333 59367.54 0.00
23 [407 "00204094 Brown Janice Murray 81333 83001.49 0.00
e n Chart2 -~ Chartl sheetl' (=] = [ I
Ready Average: 5000 Count:18  Sum: 20000
' [ =l 2 7 T2 Search Results - Ya... Query Viewer - Win 7= hitps/fsaofntststa... | ‘T Job Aid for 2010 Sal... | | Elf OAPO33A SALARY_.. | Hlj 0AP033A SALARY
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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.

ompatibility Mode] - M ommercial use
Home Insert Page Layout Formulas Data @ - 7 x
ZE::Y prial Unicade b - (10~ A5 A7| | = | | Siwrap Text Humber - ij:i ﬁjﬁ‘ \:;‘d‘ jﬂj :r\ ;J %:‘:Itfs”m ” %? Ea
Paste 2 omateanter | B2 1 ~|[E <[ 2~ A ]|[E 5] | B Mg conte - |8 mton] [l | Consttiersd ormat et || mcent Defete Format || sate: pma
Clipboard = Font ] Alignment = Humber A\ Styles Cells Editing
I 1120 - £lo
A B8 & D E F G H 1 J K L ¥
108 207 "00123563 Smajlovic Edin "B1332 10000.00 0.00
109 207 "00123564 Hernandez Eduardo Eddie 81080 10000.00 0.00
110 407 "00123565 Jenkins Terence L ‘81332 10000.00 0.00
111 407 "00123566 Day Ezra H ‘o147 10000.00 0.00
112407 "00123867 Gandy Sinetra s "16009 10000.00 0.00
113 407 "00123568 Mohamed lbrahim Umar "B1320 10000.00 0.00
114 407 00123569 Chunduru Jayakameswara R "B1320 10000.00 0.00
115 407 "00123570 Roberts Marilyn D "a0z237 10000.00 0.00
116 407 00123571 Omotoso Rotimi A "a0829 10000.00 0.00
117 [a07 00123572 Tawaalai Ageel A ‘1329 10000.00 0.00
118 207 00123673 Williams Vernica L "B1333 10000.00 0.00
119 407 "00123674 Griffin Greg s 0818 10000.00 100.00
120 407 "00123675 Palmer Christina R "0808 10000 DDI 0.00]
1217207 001223676 Williams Dina M "a0801 10000.00 000
1227407 "00123677 Martins Kristin w "0801 10000.00 0.00
123 407 "00123678 Hill Sharon w "0801 10000.00 0.00
124407 "00123579 Jakkilinki Raja Sekhar 81329 10000.00 0.00
125 407 00123580 Skelton Thomas Alan A012 10000.00 0.00
126 407 00123561 PERGL PATRICIA 0916 10000.00 0.00
127 [a07 ‘00123562 Diadige Naveen Kumar ‘81320 10000.00 0.00
128
129
130
W 4 v M| Chart2 - Chartl | sheetl ~%J [ m 0|

Ready

- Search Results - Ya... — Query Viewer - Win... —~ https://<aofntst<ta... Job Ard'for 2010 5al... i OAPOISATSALARY ..

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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Home | Insert Page Layout  Formulas Data Review  View
3 i z::y Arial Unicode b ~ (10~ |A° A7 | S/-\ S wrap Text General - ij ﬁjﬂ‘ 7’_;3 j‘:ﬂ jf\ ;J % ::Itfium . % é&
Paste F Format painter | | B £ U 7[5 7| <~ A ElMergeacCenter - || § % o |[%8 5% Fc:rl:ndaﬁ\i\ngal' a:mr:_ Stgli‘s- Insert Delete Format & Clear gﬁlr:rsf SF\ETEd{tBe'
Clipboard = Font ] Alignment = Humber (7] Styles Cells Editing
| AL28 - £ [ a07
A B c D E F G H 1 K L
108 407 00123563 Smajlovic Edin ‘81332 10000.00 0.00
109 207 "00123564 Hernandez Eduardo Eddie ‘81080 10000.00 0.00
110 407 00123565 Jenkins Temence L ‘1332 10000.00 0.00
111 407 "00123566 Day Ezra H "Bo147 10000.00 0.00
112 407 "00123567 Ganay Sinetra s "16099 10000.00 0.00
113 207 "00123568 Mohamed Ibrahim Umar "B1320 10000.00 0.00
114 7207 "00128569 Chunduru Jayakameswara R "B1320 10000.00 0.00
115 407 "00128570 Roberts Marilyn D "a0237 10000.00 0.00
118 407 "00123671 Omotoso Rotimi A "0820 10000.00 0.00
117 [a07 "00123672 Tawaalai Adgeel A "B1320 10000.00 0.00
118 407 "00123673 Williams Vernica L "B1333 10000.00 0.00
119 407 00123574 Griffin Greg s "a0818 10000.00 100.00
120 407 00123575 Palmer Christina R "0803 10000.00 0.00
121 407 00123576 Williams Dina M "a0801 10000.00 0.00
122 407 00123577 Martins Kristin w "a0801 10000.00 0.00
123 407 ‘00123578 Hill Sharon w "a0801 10000.00 0.00
124 407 00123579 Jakkilinki Raja Seknar "B1320 10000.00 0.00
125 407 "00123580 Skelton Thomas Alan A1012 10000.00 0.00
126 407 "00123581 PERGL PATRICIA 50916 10000.00 0.00
127 407 "00123562 Diddige Naveen Kumar 81320 10000.00 0.00
128 [407 00123583 Doe Jane M 81320 5000.00 0.00]
129
130
M 4 b W[ Chartz Chartl | sheetl ¥
Ready

—
> T2 Search Results - Ya...

Juery Viewer - Win...

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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To save as a CSV file, Click the MS Office Button and navigate to: Save As -> Excel 97-
2003 Workbook icon

Office

\EL_5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use

Button AR
Save a copy of the document . (== ==, .
'j e = Excel Workbook EPICS Genera! . ﬂ ﬁ::ﬁ Fjﬂ a 3‘ /ﬂ?—\ E futesn ﬁ \?a
(= Excel Workbool = : Gl Fin-
2 [EEL| save the file as an Excel Workbook. EMerge & Center ~ | [ § ~ % o |[%3 5% F@ndu&nnal F;;rrglat SQEIEH Insert Delete Format Y ?T& SF\r‘\d:t&
=7 o ormatting - as Table = Styles = 2 2 & ilter -~ Select ™
{1y Excel Macro-Enabled Workbook Alignment ] Number i} styles Cells Editing
p i M E
] comvert 31} save the workbaok in the XML-based and
- macro-enabled file format. =
{1y Excel Binary Workbook Lo E AN L] J d L3 L
H Save Tmmsa| Save the workbook in a binary file format in 81332 10000.00 0.00
optimized for fast loading and saving. lardo Eddie 21080 10000.00 0.00
H saveas | » | [] % Excel 97-2003 Workbook rence L "B1332 10000.00 0.00
- 11| Save a copy of the workbook that is fully . H 80147 10000.00 000
compatible with Excel 97-2003. r
Lg;ﬂ ant > letra s 16099 10000.00 0.00
Erind E‘_‘! ‘OpenDocument Spreadsheet : 0000
o Save the workbook in the Open Document B ,31329 1 00 0.00
B Format. yakameswara R 81329 10000.00 0.00
“% Prepare » TS rilyn D "a0237 10000.00 0.00
Q Publish a copy of the workbook as aPDF or | timi A "a0829 10000.00 0.00
_E Send > St eel A "B1320 10000.00 0.00
= ! Other Formats mica L 'B1333 10000.00 0.00
Open the Save As dialog box to select from r
L/ Puplish ¥ all possible file types. B s jsos18 10000.00 100.00
ristina R 40808 10000.00 0.00
J'\ Close ia M "0801 10000.00 0.00
= stin w "0801 10000.00 0.00
v
(2 cromen Do o W 1000000 ow
—— FOTZo5TS SaRRIIAT aja Sekhar B1320 10000.00 0.00
125 "407 "00123560 Skelton Thomas Aan Al012 10000.00 0.00
126 407 "00123581 PERGL PATRICIA 80916 10000.00 0.00
127 407 "00123562 Diddige Naveen Kumar ‘81320 10000.00 0.00
128 [407 '00123583 Doe Jane ™M ‘81329 5000.00 0.00]
129
130
H 4 » M| Chart? -~ Chartl | sheet1 ~#J [ =

Ready Average: 1802333333 Count:8  Sum: 5407

T e
) Job Aid for 2010 5al... | & OAI

e | ——————
Search Results - V... ery Viewer - Win... | (= it

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

Save As

The Save As dialog page is displayed prompting the user to save the query data in *CSV

Tools -

Save in: | B My Documents b | @ -0 X O E-

@ Fecent ame Size | Type Date Modified

L5 Downloads File Folder 62212010 4:25 PM
@ Desktop My Data Sources File Folder 4/112010 5:40 AM
Mi My Fraaments File Falder B/24/2010 2:11 PM
B Dgcuments 5y Music File Folder 3(26/2010 11:45 AM
T — My Pictures File Folder 32612010 11:45 AM
o My
9 computer | | EBmy videos File Folder 6/14/2010 6:13 PM

%) i i .
9 My Network X 0APO3A_SALARY TRAVEL _18638(1).cov 365KE  Microsoft Office Exc...  7/1/2010 12:01 PM

Places
File name: |aPO33A_SALARY_TRAVEL_20033(1).csv v

Save as bype: | a

omma delimited) (*.c

Save ] ’ Cancel

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

Microsoft Office Excel

OAPOZ3A_SALARY _TRAMEL_20410(1),csv may conkain features that are not compatible with C3% (Comma
delimited), Do wou want to keep the workbook in this Format?

‘u.) « T keep this format, which leaves out any incompatible features, click Yes.

+ To preserve the Features, click Mo, Then save a copy in the latest Excel format.,
+ T see what might be lost, click Help,

ues | [ Mo ] [ Help ]

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.

] 0APO33A_SALARY TRAVEL_20033(1).csy - Notepad
File Edit Format Wiew Help

40700, 001234 56,chance, Jo,Ann T.,,12345,1000. 00, 50.00,40700
40700, 00123456, warr, Sandra, A, ,12346,1000, 00, 50, 00,40700
40700,00123456,511as, sylvia, ., ,12347,1000. 00,0, 00,40700
40700, 00123456, Barnes,Elizabeth, P, ,12348,1000.00,0,00,40700
40700, 00123456, Cooper, beborah, benise, ,12349,1000, 00, 0. 00,40700
40?00,00123456,wa1Eer,E1uise,D.,,12350,1000.00,50.00,40?00
40700,00123456,H177,Toni, vanesta, ,12351,1000.00, 50.00,40700
40700, 00123456, adams, Henrietta, bunn, ,12352,1000, 00, 50, 00,40700
40?00,00123456,Rogers,sandy,R,,12353,1000.00,50.00,40?00
40700, 00123456, Hudson, Jeffrey,c,,12354,1000. 00, 50, 00,40700
40700,00123456,Tate, E1len, Kaye, ,12355,1000. 00, 50.00,40700
40700, 001234 56,mMmcGaha, John, pavid, ,12356,1000. 00, 0, 00,40700
40700, 00123456, Hampton, Brian, G, ,12357, 1000, 00,0, 00,40700
40700, 00123456, Datta, ashok, K, ,12358,1000. 00, 0. 00, 40700

40700, 00123456,Hall-Fretwell,pebra,v,,12359,1000.00, 0. 00,40700
40700, 00123456, Howe11, pavid, Bans ey, ,12360,1000, 00, 0, 00,40700
40700, 00123456, Housworth, Richard, H,,12361,1000, 00, 0. 00, 40700
40700, 00123456, Barber, Genie, owen, ,12362,1000. 00, 50. 00,40700
40700, 00123456, Hoower ,charles,m, ,12363,1000.00,0.00,40700
40700, 00123456, Moore,Marcia, Lea, ,12364,1000, 00, 50, 00,40700
40700, 00123456,Brown, Janice,Murray, ,12365,1000, 00, 0. 00,40700
40700, 00123456, King, Timothy, Edmund, ,12366,1000. 00, 0. 00,40700
40700, 00123456, K1ng, Frances, 4, ,12367,1000. 00, 0. 00,40700

40700, 00123456, au-veung, Grace,, ,12368,1000.00,50.00,40700
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If a business unit has been identified in the “Related BU” field for an employee of an
attached agency, a separate query (OAP033C_ 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.

f_: Quetry Yiewer - Windows Internet Explorer =] |
@?;' |;e_, https:Hsaantst.stata‘ga.us,ipsp,ifscmtstJ‘EMPLOVEE,I’ERPJ‘CJQUERY_MANAGER.QUERV_VIEWER.GBL?FDIdarPath=PORTd & *1| % | Juive search L |-
File  Edit Wiew Favarites Tools Help
| 1 " - = e - o~ »
W g Y
gQuery vt /= https:/ /saofntst.state.ga.us/psc,/Fscmtst_3/EMPLOYEE/ERP /q,/?ICAction=ICQryNameExcelURL=PUBLI| - Ellil
e
o
=1 . = L +. -
: S A - Ig, https.jjsanfntst.state.ga‘us)’pscJ‘Fscmtst_B,iEMPLOVEE)’ERijPICAEtlnn—j ﬂ | XK IL\ve Search o
P File Edit View Favorites Tools  Help
endars - = 3
I Purchasing ;I T o @ https: jszofntst state.ga,usfpsc/fscmtst_3EMPLOVE. .. | | @ @ - () - |5 Page - (O Taok -
I> eProcurement . I— =
I> Services Procurement Year:
[ Sourcing Unit: I—
[> Project Costing a

[> Billing Yiew Results |

[> Accounts Receivable
[ Accounts Payable

I> Custom Accounts Payable
b Saian, Traie PerDie [ [ unet |10 | e Name | surmx | Job Code | _satary mount | Travel amount | unt
[ Asset Management
[ Banking
I> Cash Management
I> Commitment Control
I» General Ledger
[ Allocations :
I SCM Integrations Enter the appropriate
I» Set Up Financials/Supply .
Chain Fiscal Year and the
[ Enterprise Components . . .
I Worklist primary business unit
I Tree Manager
uEen oG o number and click the
= QUEry
— Query Manager s ”
View Results” button.
— Schedule Query
— Report Manaaer
I PeapleTools
> Fund Source Distribution
> Labor Distribution
— Change Ly Password
— My Personalizations
— My System Profile

Ly Dictionary = =
|https: ffsacfntst. state. ga.us/psc/Fscrtst [ ’_ ’_ ’_ ’_ ’_ ’_ @ Internet ESSSR

doan| | B G & 7| v ][ @amte.. - D2 wn.. -] @ier12.| o fsovea.., | K2 Mo o] Eacbad.. | [ @ A0S0 DR R PO snzem
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The File Download message will then appear. Select the option to “Open” the file.

uery Yiewer -

dows Internet Explorer

=18] x|

G0
S ¢

v | ] https:fsaofist state. ga.uspspifscmtst EMPLONEEERP/c/QUERY_MANAGER. QUERY_VIEWER GBLFoiderath=PoRT, 7| 5 |42 || X | [Live search

[2]-]

File Edit  View Favorites

Tools

Help

ﬁ & @Query Vigwer

> Vendors

[ Purchasing

I» eProcurement

I» Services Procurement

[> Sourcing

[> Project Costing

1> Billing

I» Accounts Receivable

[ Accounts Payable

[» Custom Accounts Payable

I» Salary Travel Per Diem

[ Asset llanagement

[- Banking

[» Cash Management

I> Commitment Control

I» General Ledger

[ Allocations

[» SCM Integrations

I> Set Up Financials/Supply
Chain

[ Enterprise Components

[ Worklist

I Tree Manager

= Reporting Tools

— Schedule Query

— Report Manager
I» PeapleTools
I» Fund Seurce Distribution
> Labor Distribution
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

=

L= s

=[Ol x|

R

o8

File  Edit

View Favorites  Tools  Help

w a

O Connecking... |

iy - B - o= o+ - hPage - () Took - z

o]

File Download

Do you want to open or save this file?

Name: DAPO3IC_SALARY_TRAVEL_ATCH_AGY_10327.xs
Type: Microsoft Office Excel 97-2003 Workshest, 10.5KE
From: saofntst.state.ga.us

| Cancel I

Open Save

9

‘while files from the Internet can be useful, some files can potentially
harm your computer. [f you do not tust the source, do not open or
save this file. What's the risk?

,_f,_, Start downloading From sites https: /fsaofntst,state, ga.us/pscifscmtst_3/EMPLOY ’_ l_ l_ l_ l_ ’_ ’a Internet

|

Salary Amount

b

[wwew - 41

Faan| | E@Z 7| v ][ @amte. - 2w -] @B is7102. | o isavea, | [F 2 Mo o] Eacbad. | [C @@ S DR R PO s0sem
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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.

OAP033C_SALARY_TRAVEL_ATCH_AGY_5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use

Home | Insert Page Layout  Formulas Data Review  View

¥ cut
53 Copy
¥ Format Painter | |
Clipboard ) Font
[ 5 - %]
A 8 & D E F G H J

S Wrap Text General - }g ﬁ;ﬁ‘ 5;'4‘ jﬂj :r\ ﬂAJ %’::ﬁ's”m' %? E&
-

55| S Merge & Center - | | § - % s ||%3 28| Conditional Format Cell | Insert Delete Format Sort & Find &
= % *2)'| Formatting ~ as Table - styles~ ||~ - - || &Zaear~  Fierr setect~

e} Styles Cells Editing

Arial Unicode b 7 (10 = |A° A7| |

Paste B 7 U -|m-|[&-

I
(]

] Alignment il Humber

1]

K L

1 [0AP033C_SALARY_TRAVEL_ATCH_AGY | 3

2 [ENTITY CODE Jio |LastName|[FirstName [Middie Name [Suffix|Job Code|Total Salary Amount [Total Travel Amount |
3 960 00111111 McFalls  Timothy ADD4E 100.00 20.00
4 foe0 00111112 Rhodenizer Carl ADD48 100.00 5.00
5 60 00111113 Stapleton W M ADD4B 100.00 20.00

23
4 4 ¥ 0| sheet1 /73 o

Ready. EE e ) ()

= SearchResult.. || /= Query Viewer... | {2 Rtps//sactn.. || (= https//ssofnt.. || (= hitps//saofnt.. Job Aid for 20.. Microsoft .. ~ | N Documents < @ 122aM

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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23.

DAP033C_SALARY TRAVEL ATCH_AGY_5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use
Home Insert Page Layout Formulas Data Review View @ - 7 Xx
j iz::y Arial Unicode b = 110+ | A" A =|[®-| |SiwmpTea General - ij ﬁjﬂ‘ 7’_;3 jm j‘\ ;J :::Itfium' ? é&
Pﬂjft # Formst Fainter |B I U~k iE 25| e MergeacCenter - | § v % 9 |5 %) F?’l:ndal&;ﬂgﬂl_ asﬂ;;@lﬂ:_ S;IEEHS_ lﬂi_m DE‘_EH Fw_mﬂt & Clear~ :ﬁ{:ﬁt g;‘:{t&_
Clipboard il Font = Alignment il Number ] Styles Cells Editing
[ 16 - fe |
A B 5 D E F G H J K L '=|
1 [DAP033C_SALARY_TRAVEL_ATCH_AGY | 3
2 [ENTITY CODE [io |LastName| FirstName [Middie Name [Surrix|Job Code|Total Salary Amount [Total Travel Amount |
3 :960 :DD‘\‘I‘\‘I‘\‘I McFalls Timothy AD048 100.00 20.00
4 960 00111112 Rhodenizer Carl AD048 100.00 5.00
5 VBBD 'DD‘\‘I‘\‘I‘\B Stapleton W M AD048 100.00 20.00
:
8
9
10
11 =
12
13
14
15
16
17
18
19
20
21
22
23
M 4 b M| sheetl ¥ [ m
Ready ]| 100% (=) () (+)
4 # ECerch Results - Vah "7 Query Viewer - Win 7 https//maotntstatat | T Job Aid for 2010 53l | (% 4 Microsoft Office... ~ | I8 Documents | < @ 120
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.
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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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 0OAP033A_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 0APO33A_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.

_ffﬂuery ¥Yiewer - Windows Internet Explorer — 2] x|

@\’-‘/ - IE https:”sanFntst.statE‘ga.L|s,ipsp,iFscmtstJ‘EMPLOYEEIERPJ‘EJQUERY_MANAGER.QUERY_VIEWER.GELFDIdErPath:PORTd % 3| % IL\ve Search Falhe

File  Edit Wiew Favarites Tools Help

W e & Query viewer | | L= =} Ynoo. e
/= https:/ /saofntst.state.ga.us,/psc/fecmtst_4/EMPLOYEE/ERP/q/?ICAction=ICOryNameExcelURL - EI|5| h

>

- |g https:,i,isaufntst.state.ga‘usp’pscJ'Fscmtstj,iEMPLOVEEfERP,iq,i?ICA:tiUn:j % ‘f X ILweSear:h P~

oy N

File Edit View Favorites Tools  Help

I> Vendors - = _‘
> Purchasing —I ﬂ? ﬁ'ﬁ? @https:,l’,isaofntst‘state.ga‘us;’psc;‘fscmtst_‘l,l’EMPLO\'E... | | ﬁ A D T (- ,-_:‘,’Page - 0 Tools - >

I> eProcurement . =
I Services Procurement Year: I 0

I Sourcing Unit: I—

I Project Costing Q

I Billing View Results |

I Accounts Receivable
I Accounts Payable

[> Custom Accounts Payable
b Sty e Pr D || unit Salary Amount Travel Amount Uniit
[» Asset Management

1> Banking
[» Cash Management

> Commitment Caontrol
[ General Ledger
[> Allocations
[» SCH Integrations
[ Set Up Financials/Supply
Chain
I Enterprise Compaonents
[ Worklist
[ Tree Manager
[~ Reporting Tools
= QUENY
— Query Manager
— Schedule Query
— Report Manager
[» PeopleTools
I> Fund Seurce Distribution
[ Labor Distribution
— Change Ly Password
— My Personalizations
— My System Profile
— My Dictionary = =l

[ [pone T T T [ @ mteme [®w0w -
Baa| EGH L 7| v | [Bem. - Dz | Bieras. | Fseme. | F 3o | Eabad. | [0 oF 0 DR AR PO sz

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.

0APO33B_SALARY_TRAVEL TOT_10113[1] [Compatibility Mode] - Microsoft Excel non-commercial use

Home | Insert  Pagelayout  Formulas Data  Review  View @ - = x
=8 cut . = . # B 7 | Fem Fx [ | E Autosum - %?
. Arial Unicode N .“10 J S wrap Text General £ iﬁé _;‘ﬂ - e ;J -
" toma i [ 25 | B[O A | eneacoe - (8 < o 8 21 Sratt fomt G| v om0 e e
Clipboard ir} Font ] Alignment ir} Number ] Styles Cells Editing
| c i ]
A B & D E F G H J u
1 [oAPo33e_sAL 1
2 |ENTITY CODE[Total Salary Amount |Total Travel Amount |
3 407 100000.00 1750.00
4 | |
5
6
7
e
a
10
11 =
12
13
14
15
16
17
18
19
20
21
22
23
H 4+ M| sheetl /%0 [ I
Ready EEEr e 0 (*)

€= ) 27 U3 Search Results - ~ Query Viewer - "~ https://saofntst.s... 7 Fitps/feactntstor || ] Job Aid for 2010 {8 5 Microsoft Off.. ~ |8 Documents < @ 1231 AM

26.

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

End of Procedure.
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