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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 Reviewed: July 2013

1.

Click the Reporting Tools link.

Click the Query link.

Click the Query Viewer link.

The Query Viewer page displayed.

Enter the Query Name into the Text Field.
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. 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 0APO33A 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. 0APO033D_ 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.
6. | Verify the Query Name to execute, then click the Excel Link (Run to Excel).

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

Wiew Results

[ Tunit [ 10] Lostiame | Firstiame | Midaie Name | Summx | Job coae | Stary Amount | Travel Amount_| unst

Done
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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.

x]

File Download

Do you want to open or save this file?

@ | Mame: 0APO33A_SALARY TRAWEL 18767.xls |
_IJ] Type: Microsoft Office Excel 97-2003 Worksheet, 1.04MB

From: saofntst.state.ga.us

Open ][ Save ]| Cancel |

harm your computer. |f vou do nat trust the source, do not open or

lel YWhile filez from the Intermet can be uzeful, zome files can potentially
-~ zave thiz file. What's the nsk?
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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.

Home | Inset  Pagelayout  Formulas  Data

= ¥ cut

Arial Unicode b - (10~ | A7 o7| |5

S5 Wrap Text Text - ij‘ ﬁjﬂl gﬂl E‘:" 3‘( ’;j ;I:tfs“'""ﬁ 1?3

=, 53 Copy
Paste B 7 U- o[- A~ 3 Merge & Center ~ - o 9 |[=8 08| Conditional Format Cell | Insert Delete Format Sort & Find &
T Fomat Painter || 0= )] 2 Exd Merge & Center ~ ||| § =) % || %4l % Formatting = as Table - Styles = || - - | 2Qear~  Filter~ Selectr
Clipboard & Font &= Alignment (7] Number (F] Styles Cells Editing
| AL ~( f- | 0APU33A_SALARY_TRAVEL
A B c D £ F G H 1 m K L
1 [0AP033A_SALARY TRAVEL | 127
2 |ENTITY CODE | |LastName |[FirstName  |Middle Name [Suffix]Job Code[Total Salary Amount |[Total Travel Amount |
3 [a07 00123456 Chance Jo Ann T A1012 10000.00 0.00
4 fa07 0123457 Warr Sandra A 60066 10000.00 0.00
5 (407 00123458 Silas Sylvia J ‘81333 10000.00 0.00
6 [a07 0123459 cannen Rhonda M. "30002 10000.00 0.00
7 [a07 00123460 Bames Elizabeth P ‘81333 10000.00 0.00
8 [a07 00123461 Cooper Deboran Denise ‘81333 10000.00 100.00
9 [a07 0123462 Walker Eloise D. GE 10000.00 0.00
10 [a07 00123463 Hill Toni Vanesta 81232 10000.00 0.00
11 [a07 0123464 Adams Henrietta Dunn GE 10000.00 0.00
12 [a07 "00123465 Rogers Sandy R "81320 10000.00 0.00
13 [a07 "00123466 Mobley Regina L "41104 10000.00 0.00
14 [a07 0123467 Hudson Jeffrey c 1328 10000.00 0.00
15 (407 00123468 Tate Ellen Kaye "40801 10000.00 0.00
16 [407 0123469 McGaha John David ‘1320 10000.00 0.00
17 [407 0123470 Richie Sharon Marshall "40619 10000.00 0.00
18 [a07 ‘0123471 Hampton Brian G ‘1333 10000.00 0.00
19 [a07 00123472 Datta Ashok K ‘81329 10000.00 0.00
20 [a07 0123473 Hall-Fretwell Debra Y ‘1332 10000.00 0.00
21 [a07 ‘0123474 Howell David Bansiey GE 10000.00 0.00
22 [107 "0128475 Houswerth Richard H ‘81233 10000.00 0.00
23 (107 00122476 Barber Genie Owen 81232 10000.00 0.00

TR Chart2

1155 PM

Page 4 of 17



Otate AAccounting {

of

Fiscal Leadership for Georgia

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
E‘ * cLt Arial Unicode N~ 10 ~ | A o7 | = =i Wrap Text Text ij“ ﬁ _L:‘dl EE- g‘ ’E\ Bl ‘W lﬁ
53 copy =2 (] Fin~
P romat painer ([ B1£ 87| [ S A B werge s center~ | |8 -/ 0 [t )| Somtone Toe s || T O G s s
Clipboard 0] Font ir) Alignment iF) Number (5] Styles Cells Editing

ArialUni-[10 ~|A° o7 § + % , 3 [033A _SALARY TRAVEL

(8] b A-u M E ‘i c D E F G H 1 J K L =
1
By | ot =, |Las G |miadle Name [Suffix|Job Code|Total Salary Amount [Total Travel Amount | 1
3| T Chance Jo Ann T A1012 10000.00 0.00 3
2 7 warr Sandra A ‘60066 10000.00 0.00
5| | Poste silas Sylvia J 1333 10000.00 0.00
6 pestesneon). 9 Cannon Rhonda M. "z0002 10000.00 0.00
7 Insert Bames Elizabsth P GE 10000.00 0.00
8 Delete 1 Cooper Deborah Denise "1233 10000.00 100.00
9 Clear Contents 2 Walker Eloise D. "81233 10000.00 0.00
10 | Format cetin Hill Toni Vanesta 231332 10000.00 0.00
11 Adams Henrietta Dunn 81333 10000.00 0.00

Row Height... v

12| Rogers Sandy R 81329 10000.00 0.00
g | Hoe Mobley Regina L 1104 10000.00 0.00
14| | Unhide 7 Hudson Jeffrey c ‘1328 10000.00 0.00
15 [407 00123468 Tate Ellen Kaye "40801 10000.00 0.00
16 [a07 0123469 McGana John David ‘1320 10000.00 0.00
17 [a07 0122470 Richie Sharon Marshall "0619 10000.00 0.00
18 [a07 0128471 Hampton Brian G GE 10000.00 0.00
19 [a07 0123472 Datta Ashok K 1220 10000.00 0.00
20 [s07 "00122473 Hall-Fretwell Debra \e "1232 10000.00 0.00
21 [207 00123474 Howell David Bansley 31332 10000.00 0.00
22 [s07 "0123475 Housworth Richard H "81233 10000.00 0.00
23 [a07 0123476 Barber Genie Oven GE 10000.00 0.00
W 4> b | Chart2 Chartl | sheeti /%3 = [T m

- —_—
&l £ 7 "[2 Search Results - ¥a

—
= Query Viewer - Win_..

/= https://saofntst sta.

T Job Aid for 2010 Sal...

'l 0AP033A SALARY .
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The Header rows (1 and 2) are then removed from the file.
14.

Home | Inset  Pagelayout  Formulas  Data  Review  View

& cut

S Wrap Text Text - ij ﬁ ,’;ﬂ' EE- §< ’E EA“““""% Lﬁ

Arial Unicode b - (10~ | A” 7| | =

23 copy (] Fini~
P romat paiter (B £ 07| [ A B merae o cencer - | 18 = e oSl | i siten || o e | Qi mers smerts
Clipboard ] Font = Alignment (7] Number (F] Styles Cells Editing
I AL - e | 407
A B c D E F G H 1 J K L =
1 fzo7 00123456 Chance Jo Ann T A1012 10000.00 0.00
2 |a07 "00123457 Warr Sandra A 50065 10000.00 0.00
3 [407 00123458 Silas Sylvia J. 61333 10000.00 0.00 & ||
4 [ao7 "0123459 cannen Rhonda M. "30002 10000.00 0.00
5 [a07 00123460 Bames Elizabeth P ‘1333 10000.00 0.00
6 [a07 "00123461 Cooper Deborah Denise "81333 10000.00 100.00
7 [a07 0123462 Walker Eloise D. GEE 10000.00 0.00
8 [a07 00123463 Hill Toni Vanesta 81232 10000.00 0.00
9 [a07 0123464 Adams Henrietta Dunn GE 10000.00 0.00
10 [a07 "00123465 Rogers Sandy R "81320 10000.00 0.00
11 [a07 "00123466 Mobley Regina L "41104 10000.00 0.00
12 [407 00123467 Hudson Jeffrey c 31328 10000.00 0.00
13 (407 "00123468 Tate Ellen Kaye "40801 10000.00 0.00
14 [07 0123469 McGaha John David ‘#1320 10000.00 0.00
15 [407 0123470 Richie Sharon Marshall "40619 10000.00 0.00
16 (407 '00123471 Hampton Brian G "81333 10000.00 0.00
17 [a07 00123472 Datta Ashok K GET) 10000.00 0.00
18 [a07 0123473 Hall-Fretwell Debra Y ‘1332 10000.00 0.00
19 [a07 00123474 Howell David Bansley "81332 10000.00 0.00
20 [207 "0128475 Houswerth Richard H ‘81233 10000.00 0.00
21 [a07 00122476 Barber Genie Owen 81232 10000.00 0.00
22 [s07 0292536 Moore Marcia Lea 81233 59367 54 0.00
23 (207 00294094 Brown Janice Muray "31332 8390149 0.00
W 4"» M| Charts ~Chartl | sheet1 /% - [T m

Ready Average: 5000 Count 18 Sum: 20000

. ——— e T
i 2 ? Uf2 Search Results - Ya.. | = Query Viewer - Win.. = /2 https://saofntststa.. T Job Aid for 2010 Sal.. | i 0AP032A_SALARY... 33A ¢ = & 11556 PM
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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.

ommercial use

Home Insert Page Layout Formulas Data Review View o - =7 x
iz:;y Arial Unicode V- 110~ [ A 7| |[= = B~ | SiwapTet Number - ijf‘ ?jﬂ Sdl 5= A ‘:J %:‘;tf“m ’ W 5‘3
Pﬂjtﬁ o Format Painter ||| B I U &A= iE|| B Merge & Center~ || § ~ % o ||%8 2B/ FCﬂUrfr‘:a‘tlt“ﬂnfg‘_ a:UT;'S‘E:' St;i‘s‘v Insert D=|jtﬁ F‘"vmt £ Clear - Eﬁtf:f_‘ ;’":ﬂ&'
Clipboard ir} Font ir} Alignment {rl Number ] styles Cells Editing
| 1120 - fe|o
A B c D E F [ H 1 4 K L =
108307 0123563 Smajlovic Edin G 10000.00 0.00
109307 0123564 Hemandez Eduardo Eddie "s1080 10000.00 0.00
110307 0123565 Jenkins Temence L GE 10000.00 0.00
111 [a07 00123566 Day Ezra H 80147 10000.00 0.00
112 [s07 0128567 Gandy Sinetra s "16009 10000.00 0.00
113 [s07 "00123568 Mohamed Ibrahim Umar 81220 10000.00 0.00
114307 "0123569 Chunduru Jayakameswara R "a1220 10000.00 0.00
115307 "0123570 Roberts Marilyn D Tso237 10000.00 0.00
116407 "00123571 Omotoso Rotimi A "0820 10000.00 0.00
117 [a07 0123572 Tawaalai Aqgeel A ‘1320 10000.00 0.00
118407 0123573 Williams Vemica L ‘81333 10000.00 0.00
119 a07 ‘00123574 Griffin areg s "0818 10000.00 100.00
120 s07 ‘0123575 Paimer Christina R "40803 wuou.uul 0.00]
121 [a07 0123576 Williams Dina M "40801 10000.00 000
122 s07 00123577 Martins Kristin w "s0801 10000.00 0.00
123 a07 0123578 Hil Sharon w "40801 10000.00 0.00
124407 0128579 Jakkilinki Raja Sekhar 1220 10000.00 0.00
125 407 0123580 Skelton Thomas Alan A1012 10000.00 0.00
126307 "0123581 PERGL PATRICIA 's0916 10000.00 0.00
127 [s07 "0123582 Diddige Naveen Kumar "1320 10000.00 0.00
128
129
130
M < » »| Chart2 -~ Chartl | sheetl %2 [ I 0|

" Search Results - Ya = Query Viewer - Win... - https://saofntst sta. Job Aid for 2010°Sal... Si DAPO3ZA SATARY.

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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= Cut Ce
& Arial Unicode & - [10 - |[ A% 47|

S5 Wrap Text General - ﬂ ﬁjﬂl L;‘é j\:u jf\ _;J ;A”tusum"%? l?a
= — @] Fill =

53 Copy
Paste (B o =[] -[A -] 53 Merge & Center ~ || $ ~ % o ||%8 8|/ Conditional Format Cell || Insert Delete Format Sort & Find &
- Format Painter == — Eed Memellcenter | BRcO 8 >2 | Formatting ~ as Table - Styles = || - - - | 2Qear~  Filter~ Selectr
Clipboard & Font = Alignment (7] Number (F] Styles Cells Editing
[ A128 ~ fe | 407
A B c D £ F G H 1 m K L

108307 0123563 Smajlovic Edin ‘1232 10000.00 0.00

109 307 0123564 Hemandez Eduardo Eddie "s1080 10000.00 0.00

110[407 00123565 Jenkins Terrence L ‘21332 10000.00 0.00

111407 0123566 Day Ezra H ‘s0147 10000.00 0.00

112407 0123567 Gandy Sinetra s "16000 10000.00 0.00

113207 00123568 Mohamed lorahim Umar ‘1320 10000.00 0.00

114207 0123569 Chundury Jayakameswara R ‘81329 10000.00 0.00

115307 0123570 Roberts Marityn D "a0z37 10000.00 0.00

116 407 0123571 Omotoso Rotimi A "s0820 10000.00 0.00

117 [a07 00123572 Tawaalai Ageel A GE 10000.00 0.00

118407 0123578 Williams Vemica L GE 10000.00 0.00

119 [s07 0123574 Griffin Greg s Tsos1e 10000.00 100.00

120 307 0123575 Paimer Christina R "s0803 10000.00 0.00

121 [a07 0123576 Williams Dina M "s0801 10000.00 0.00

122[407 "00123577 Martins Kristin w "40801 10000.00 0.00

123407 0123578 Hill Sharon w "40801 10000.00 0.00

124407 0123579 Jakkilinki Raja Sekhar ‘1320 10000.00 0.00

125307 00123580 Skeiton Thomas Alzn A1012 10000.00 0.00

126307 ‘0123581 PERGL PATRICIA ‘50916 10000.00 0.00

127 [a07 00123582 Diddige Naveen Kumar ‘81329 10000.00 0.00

128|107 '00123583 Doe. Jane M "31329 5000.00 0.00]

129

130

W 4 b b Chart2 “Chartl | sheetl %
Ready

> Y Search Results

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
Button

commercial use

@ -

Save a copy of the document = ==
New = *j ﬁj:l 7 —m E‘ X Autosum * % lﬁ
=W Text G 1l - " Ik
{1y Excel Workbook E7IEPNE enera £l 77 —L;‘d =2 ‘E;\ e~
i1 Save the file as an Excel Workbook 5 Merge & Center - ||[$ - % o |[%8 %8| Conditional Format Cell | Insert Delete Format Sort & Find &
/ Open == >=|| Formatting ~ as Table = Styles ~ - - - 2 Clear = Filter » Select~
=5 Excel Macro-Enabled Workbook | aiignment 0 Number & Styles Celis Editing
B2 convert 4] save the workbook in the XML-based and
- macro-enabled file format. =
[ Excel Binary Workbook l 12 = = 2 & i ! ! i =
H Save Taaa| Save the warkboak in a binary file format in 81332 10000.00 0.00
optimized for fast loading and saving. vardo Eddie "a1080 10000.00 0.00
m Save s » | [y Excel 97-2003 Workbook rence L ‘1332 10000.00 0.00
B 11| save a copy of the workbook that s fully ra H "80147 1000000 0.00
compatible with Excel 97-2003. r
Lg'b pint > letra s 16099 10000.00 0.00
prin {1y OpenDocument Spreadsheet .
(< 0000
Ziy1| Save the workbook in the Open Document E 1229 10000.00 0.0
- Fomat. yakameswara R B1320 10000.00 0.00
b Prepare » r
é ep PDF or XPS rityn D o237 10000.00 0.00
o= Publish a copy of the workbook as a PDF or || limi A L0829 10000.00 0.00
_E Send > 5T eel A 21329 10000.00 0.00
] Qther Formats mica L ‘81333 10000.00 0.00
H Open the Save As dialog box to select from v
L/ Publish all possibie file ypes. g s gt 10000.00 100.00
fistina R 40803 10000.00 0.00
o gese ia M "40801 10000.00 0.00
- stin w "40801 10000.00 0.00
v
@ oo e[ roomoo 00
rewuur UG 1Z5519 SaRRiIAT maja Sekhar 81320 10000.00 0.00
125 407 "00123580 Skelton Thomas Alan A1012 10000.00 0.00
126 407 "0123581 PERGL PATRICIA ‘0916 10000.00 0.00
127307 "00123582 Diddige Naveen Kumar "81220 10000.00 0.00
128 [a07 00123583 Doe Jane M 81329 5000.00 0.00]
129
130

W 4 » »| Chart2 - Chartl | sheetl %3
Read,

# T F="Search Results - Ya 7= Query Viewer - Win...

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

Save in: | B My Documents A | @ Lﬁ X (] |j -
@ Recent ame Size | Type Date Modified
ICDownloads File Folder 62212010 4:25 PM
@ Deskkap My Data Sources File Folder 41112010 5:40 AM
_ v Fragrents ilz Falder :
@I\"I F 14 File Fald 6/24/2010 2:11 PM
“D";’cuments My Music File Folder 3(26/2010 11:45 &M
T @My Pictures File Folder /2612010 11:45 AM
9 computer | | BBy videos File Folder B/14/2010 6:13 PM
%) i i .
g My Metwork @DAPDSSA_SALARY_TRAVEL_I8698(1).csv 3JE5KE  Microsoft Office Exc...  7/1/2010 12:01 PM
Places
File name:  |nap03sa_SALARY_TRAVEL_20033{1).csv |
Save as bype: | [ omma delimited) { i

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

DAPD33A_SALARY TRAYEL Z0410(1).csw may contain Features that are not compatible with C5Y {Comma
delimited), Do you want to keep the workbook in this Farmat?

\..2 + To keep this Format, which leaves out any incompatible Features, dick es,
« To preserve the features, click Mo, Then save a copy in the lakest Excel format,
+ To see what might be lost, dick 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 ‘iew Help

40700, 00123456, chance, Jo,Ann T.,,12345,1000. 00, 50, 00,40700
40700, 00123456, warr, Sandra, A, ,12346,1000. 00, 50, 00,40700

40700, 00123456,57Tas, sylvia,J.,,12347,1000.00,0.00,40700
40700, 00123456, Barnes,Elizabeth,P,,12348,1000.00,0.00,40700
40700, 00123456, Cooper, behorah, benise, ,1234%,1000, 00, 0. 00,40700
40700, 00123456, walker,Eloise,D.,,12350,1000, 00,50, 00,40700
40700,00123456,H3i17, Tond, vanesta, ,12351,1000. 00, 50.00,40700
40700, 00123456, adams, Henrietta,bunn, ,12352,1000. 00, 50. 00,40700
40?09,00123456,Roger5,5andy,R,,12353,1900.00,50.00,49?09
40700, 00123456, Hudson, Jeffrey,c,,12354,1000, 00, 50, 00,40700
40700,00123456,Tate, E1Ten, Kaye, ,12355,1000. 00, 50.00,40700
40700, 00123456 ,McGaha, John, pavid, ,12356,1000.00,0.00,40700
40700, 00123456, Hampton, Brian, G, ,12357,1000, 00,0, 00,40700
40700, 00123456, 0atta, Ashok, K, ,12358,1000.00,0.00,40700

40700, 00123456,Hall-Fretwell,pebra,y,,1235%,1000.00, 0. 00,40700
40700,00123456, Howel1, pavid, BansTey, ,12360,1000, 00, 0, 00,40700
40700, 00123456, Housworth, rRichard, H,,12361,1000. 00, 0.00,40700
40700, 00123456, Barber,Genie, Owen, ,12362,1000.00, 50, 00,40700
40700, 00123456, Hoover ,Charles,Mm, ,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, King, Frances, &, ,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.

/7 Query Viewer - Windows Internet Explorer RIS

@?j - |g https:Usaantst.stata‘ga.usJ‘psm‘fscmtstJ‘EMPLOYEEJERP)’CJQUER\'_MANAGER.QUERV_VIEWER‘GEL?FDIdarPath=PORT.j Q *3|| % | |Live Search P~

Fil=  Edit Wiew Favarites Tools Help

ﬂf ﬂﬁ @ Query Viewer ! ] = —

= e o
,r"_:; https:/ /saofntst.state ga.us /psc/fscmtst_3/EMPLOYEE,;ERP fq;?ICAction=ICOry¥NameExcelURL=PLELII oy | ﬂh

»

:\;.':\h_/:v |g, https:,ifsanfntst.state.ga.us,l’psc;’Fscmtst_S,iEMPLOYEE)’ERPJ‘q,PICActlnn:j ﬂ 3| % IL\ve Search 2|

/
P File Edit Wiew Favaorites Tools  Help
endors

— »
b Purchasing ;I ﬁ ke @https:jjsaufntst.state.ga‘usp’pscffscmtsth,iEMPLOVE... | | @ - B - o= v |- -Page » () Tools ~

[ eProcurement I— =
[> Services Procurement Year:

[ Sourcing Unit: I—

b Praject Costing Q

[ Billing View Results |

[> Accounts Receivable
[ Accounts Payable

1> Custam Accounts Payable

- Satan Travel Per Diem [ [ unit| 0] | Widdic Name_| Suffx | Job Code | _Salary Amount_| Travel Amount | unit
[ Asset Management
[ Banking

1> Cash Management
[» Commitment Centrol

[ General Ledger
[> Allocations o
» SCH Integrations Enter the appropriate
I Set Up Financials/Supply .
Chain Fiscal Year and the
[ Enterprise Components . . .
b Worklist primary business unit
[ Tree Manager
[ Zeporting Tools number and click the
¥

— Query Manager w s ”
View Results” button.

— Schedule Query

— Report Manaaer
[» PeapleTools
[> Fund Source Distribution
[> Labor Distribution
— Change Ly Password
— Iy Personalizations
— My Systern Profile

— My Dictionary = jid| 51
|http5:p’,l’saufntst‘state.ga‘usp’pscffscmtst | ’_ ’_ ’_ ’_ ’_ ’_ @ Internet | A% - AP

Aistart| | & (@ @& ¥ | o~ |§3 Tnte.. + 92 win... +| g 167.1%2...| 7 Fscvea... | (=2 Micr... -] @) 30bsid .. | i = A2 D3 B U D, cozem
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The File Download message will then appear. Select the option to “Open” the file.

uery Yiewer - dows Internet Explorer =& ]
5.:‘;, + [&] httpsiffsaofrtststate. ga.us]psp{Fscmst EMPLOYEEERPc/QUERY_MANAGER. QUERY_VIEWER, GBL7FolderPatt—PCRT.7 || £ | 44| X | [Live search (2]
File Edit Yiew Favorites Tools Help
* & @ A AL = ! : Action=ICQryNameExcel T = Lo w;lﬁl‘il C
ﬁg‘—% \Q:—)r \er - |g, https:jfsacfntst,state.ga,us/pscfFscmbst_3JEMPLOYEE/ERP qf?ICAction I&I ‘E‘ |Z| ILwe Search |EE‘

Fil= Edit View Favorites Tools  Help

[ Vendors a -~ . ) 3 = —= S
b FEiasTa J v ekt _J Connecting. .. | | @ @ Qpage {3 Toals

[ eProcurement File Download ll LI

[> Services Procurement

[» Sourcing L
2
I Project Costing Do you want to open or save this file?
© Billing
b et TE T AR Name: OAPDI3C_SALARY_TRAVEL_ATCH_AGY_10327 xIs
[ Accounts Payable ELH Type: Microsoft Office Excel 97-2003 Warkshest, 10.5KB

1> Custom Accounts Payable

[> Salary Travel Per Diem Salary Amount Travel Amount

[» Asset Management
[ Banking Open Save | Cancel I
[> Cash Management
> Commitment Control
[> General Ledaer

[> Allocations @ ‘whilg files from the Internet can be wseful. some files can potentially

harm your computer. |f you do not tust the source, do not open or

g ggMUISEi%:':E\QFSJSupp\y save ijh\s file \Ighal's ll’ﬂa Tisk? ¥
Chain

[ Enterprise Components
[ Waorklist
[ Tree Manager
I~ Reporting Tools
= Query

— Schedule Query

— Report Manaaer
I PeapleTools
[> Fund Source Distribution
[ Labor Distribution
— Change Ly Password
— My Personalizations
— My System Profile
— My Dictionary - ﬂ ﬂ

[ |-, Start downloading From site: https: fsaofntst state.ga.usfpscifsemest_3jempLor [ | | [ [ [ @ Internet [®we - 4
Bstan| | @ @ & 7| Cwme. ][ @amte.. - D2 wn.. -] @ie7192.| o fsevea... | (X 2 M. o] B aobaid | o @il SR R DD sosem
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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.

0APQ33C_SALARY TRAVEL ATCH_AGY 5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use

Home | Insert  Pagelayout  Formulas Data  Review  View

= =||®~| | ZwrapText General ° ijﬁi %Ej |__;zl ﬁ‘:‘:‘ jﬁ ;J ;?‘fsum'%? uﬁ

£=|| 5 Merge & Center - || § + % » ||%8 98| Conditional Format Cell | Insert Delete Format Sort & Find &
|| e = 00 >0 Eormatting - as Table = Styles = | - - - 2 Clears  Filter~ Select~

Alignment o} Number ) Styles Cells Editing

°‘$ cLt Arial Unicode N ~ 10 ~ | A A7
53 copy
- Format Painter
Clipboard fa Font iri
[ 16 - £
A B
1 [0APO33C_SALARY_TRAVEL_ATCH_AGY | 3
2 [ENTITY CODE Jio |LastName][FirstName [midale Name [Suffix][Job Code]Total Salary Amount |[Total Travel Amount |
3 (960 0111111 McFalls  Timothy ADD4B 100.00 20.00
4 fo60 0111112 Rnodenizer Carl AD048 100.00 5.00
5 (060 0111113 Stapleton W M. AD048 100.00 20.00

Paste (B o[- A

[l

E F G H | J K L

(e}
(=}

23
W 4> »i| sheet1 <% [N m

Ready EE 100% (=) 0 (+)

= Search Resul. = Query Viewer... || [ hitps://saofn. = hitps://saofnt = hitps://saofnt Job Aidfor20.. || (4 Microsoft ... ~ L8 Documents <« E122AM

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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Home Insert Page Layout Formulas Data Review View
=0 ¥ cut The -] | = 1{;{ P | e Tk ZAumsL.m-%?-
2 Conr Arial Unicode N = 10 | AT || =||®~| | SiwrapText General £ ?Eﬂ |:‘d =) f _=—‘ -
Paste ) cormat peinter ||| B 2 0 || 7][& - A -] (= = =|[s= 5] Hmergencenter~ |[$ - % o |8 ) G Gl @ || D OfEn R | e SIS
Clipboard i} Font & Alignment = Number 5 Styles Cells Editing
[ 16 ~( £]
A B c D E F G H 1 J K L =|

1 [0AP033C_SALARY_TRAVEL_ATCH_AGY | 3

2 [ENTITY CODE [io |LastName|[FirstName [Middie Name [Suffix]Job Code[Total Salary Amount |[Total Travel Amount |

3 [960 00111111 McFalls  Timothy ADD4E 100.00 20.00

4 fo60 0111112 Rhodenizer Garl AD048 100.00 5.00

5 (960 0111113 Stapleton  W. M. ADD48 100.00 20.00°

6

7

8

9

10

11 =
12

13

14

15

16

17

18

19

20

21

22

23

W 4 b ¥ sheetl <¥] [ m I
Ready |[E 0 D1} a00% () [ (+)

+/"18 Documents < @ 129AM

Job Aid for 2010 Sal... | [ 4 Microsoft Office

— Search Resufts - Yah... —~ Query Viewer - Win... —~ https://saofntst.stat...

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 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.

(,; Query Yiewer - Windows Internet Explorer _|5| x|
@‘-‘ - IE https:p’p’saantst.state‘ga.usfpspffscmtsthMPLOYEE,iERP;’c,iQUERV_MANAGER.QUERV_VIEWERGEL?FDIderPath:PORT.ﬂ % (| X ILive Search P

File Edit Wiew Favarites Tools Help

S G0 @ Query viewer I o o O A &8 »
/= https:/ /saofntst.state.ga.us/psc/fscmtst_4/EMPLOYEE/ERP/q/2ICAction=ICOryNameExcelURL = 5[ %

- Ié https:jfsaufntst.state.ga.us,l’pscp’FscmtstjjEMPLOVEEfERPIqj?ICActiUn=j % 44X ILweSearch £~

File Edit View Favorites Tools  Help

I» Venders - - o »
b Purchasing —I w (€ hitps:jsaofnist. state.qa. usfpse/Fsemst_HEMPLOYE. .. | | - B - 0% v |:-7Page v () Toos +

[> eProcurement I— ﬂ
I Services Procurement Year: 0

[ Sourcing Unit: I_

[> Project Costing Q

[> Billing View Results |

I» Accounts Receivable
[ Accounts Payahle
[ Custom Accounts Payable

b Salary Travel Per Diem || unit Salary Amount Travel Amount | unit |
[» Asset Management
[> Banking

[» Cash Management

[> Commitment Control

I General Ledger

[ Allocations

[» 3CM Integrations

[ Set Up Financials/Supply
Chain

I Enterprise Compaonents

[> Worklist

[ Tree Manager

- Reporting Tools

= Query

— Query Manager

- Reg:rtHanager
[» PeopleTools
I Fund Source Distribution
I Labor Distribution
— Change My Password
— My Personalizations
— My System Profile
411 Dictionary = = ol

[pane T T T T @meme [fwew -
djstart |l&@ & > oM. -| At - D2 win o] @B1ers. | o fomen, | [F 3 e -] B b | [ @i Sin R R PO szaem

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.

DAPO33B_SALARY_TRAVEL_TOT_10113[1] [Compatibility Mode] - Microsoft Excel non-commercial use

Home Insert Page Layout Formulas Data Review View
‘= iz:;y Arial Unicode b - (10~ | A 7| ||[= = =8|  SiwmapText General - ij ﬁjﬂl L—:ﬂl j:u :‘r\ _;J ;:‘:‘tjsum'% 1?3
P rormat painter || B U ~|[EE |- AE=E= ==| EdMergeaCenter~ || § - % 2 || %8 58 Fiuﬂ:nda‘g‘ﬂn':;“ Format st;fe!- Insert Delete Format || - ear- on Hnd&
Clipboard i} Font i Alignment 0 Number 5 Styles Cells Editing
C o« o &
A ! > D E F G H 1 J L=

1 [oaPo33B_sAL] 1

2 [ENTITY CODE][Total Salary Amount [Total Travel Amount

3 [a07 100000.00 1750.00

4 | 1

5

6

7

2

9

10

11 =
12

13

14

15

16

17

18

19

20

21

22

23

W 4 b bi| sheet1 <57 [N m

12005 (=) 0 ()

Ready_
-~
[ 5 Microsoft Of.. ' |l Documents < @ 1231AM

.'g B &l 2 7 /2 SearchResults-.. | /2 Query Viewer - ... & 2//saofntsts... || [ https:/fsaofntsts.. | DY Job Aid for 2010 ...

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

End of Procedure.

Page 17 of 17



