Job Aid
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Step Action

1. Navigate to the Query Viewer page.

Click the NavBar icon.

Note: This simulation is an example of a transaction. When entering a transaction in the
live TeamWorks Financials system please select all values and options based on agency
policy, the paperwork on hand and the current situation.
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Navigator

Recent Places

*

My Favorites

Step

Action

Click the Navigator icon.

Navigator
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NavBar: Navigator

Navigator

Recent Places

My Favorites

SRM Custom

News and Announcements

SAO Technical

Employee Self-Service

Supplier Contracts

Agency Security

Customers

Products

Customer Contracts

Order Management

Pricing Configuration

Step Action

3. Click the Vertical scrollbar.

NavBar: Navigator

Navigator

Background Processes

Worklist

Tree Manager

Reporting Tools

PeopleTools

Fund Source Distribution

Labor Distribution

Tax Center

Change My Password

My Preferences

My System Profile
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Step Action

4, Click the Reporting Tools link.

Reporting Tools

NavBar: Navigator n
< ‘ Reporting Tools * ‘
Navigator Composite Query >
B, Query b4
"

Hecent Blaces Connected Query >
* PSinVision >

My Favorites
Bl Publisher >

Reporting Console

Search Reports

Report Manager

Step Action

5. Click the Query link.
Query
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NavBar: Navigator o
E :‘ Query i‘
Navigator Query Manager
{1} Query Viewer
(o)
Lz Schedule Query
My Favorites
Step Action
6. Click the Query Viewer link.
Query Viewer
£ Home /h\ E @
New Window | Help | Personalize Page | 2
Query Viewer

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

*Search By begnsuitn |

| Seawh  |advanced Search
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Step Action
7. Query Viewer is a search page that provides users with the ability to search for public
queries using various search criteria. Once the query is found users can:
« Search for an existing query
 Preview a query in an active browser window
* Run a query and display results in a new browser window
« Print a query
 Schedule a query to run at another date and time
< Home /ﬁ\ E @
New Window | Help | Personalize Page | iE
Query Viewer
- j ’SEEIC;BV ' -Deg\"S\'-'IVlh '
Step Action
8. Click the Search By list.
*Search By [ Query Name I
Page 6 Date Created: 4/19/2019 10:49:00 AM




SAo Job Aid

< Home /‘\ = @

New Window | Help | Personalize Page | iE
Query Viewer Access Group Name
Description
Enter any infermation you hayFolder Name
Qwner

*Search By Query Name
Type
Uses Field Name
Uses Record Name

 fields blank for a list of all values.

begins with
Search

Step Action

9. The system displays eight ways a user can search for a query.

Access Group Name - Search for a query or queries in a particular access group
Description - Search for a query or queries based on description

Folder Name - Search for a query or queries saved to a particular folder

Query Name - Search for the user defined query name or description

Type - Search for a particular type of query to run

Uses Field Name - Search for a query or queries that contain a specific field

Uses Record Name - Search for a query or queries that uses a specific record such as
Job Data, Personal Data or Position Data

Click the Query Name list item.

Access Group Name
Description

Folder Mame

Crwner

Type

IJses Field Name
|Jses Record Mame
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< Home /ﬂ\ = @

New Window | Help | Personalize Page | iE
Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.
*
Search By begns wn
Search Advanced Search

Step Action

10. The Advanced Search option provides users with the ability to search for a query using
multiple search criteria in combination.

For this example the user searches for a query using Basic Search functionality.
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< Home

Query Viewer

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

LIC,

New Window | Help | Personalize Page | iE

“Search By —
Search Advanced Search

Step Action

11.

In this example, the user is searching for a specific Salary and Travel report.

Click in the Search By field.

*Search By [Query Name v

begins with

Date Created: 4/19/2019 10:49:00 AM
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< Home ﬁ = @

New Window | Help | Personalize Page | iE

Query Viewer

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

*Search By begins with

Search Advanced Search

Step Action

12. All Salary and Travel reports begin with '0AP033".
Enter the appropriate information into the Search By field.

For this example, 0AP033.
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< Home

Query Viewer

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

*Search By begins with 0APD33

Search Advanced Search

New Window | Help | Personalize Page | iE

Step

Action

13.

Click the Search button.
Search

< Home

Query Viewer

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

“Search By begins with DAPD33

Search Advanced Search

Search Results
*Folder View |—All Folders — v

Query

Query Name Description
0APD33A_SALARY_TRAVEL DAPO33A_SALARY_TRAVEL

0APD33B_SALARY_TRAVEL_TOT DAPO33B_SALARY_TRAVEL_TCT

0AP033D_SALARY_TRAVEL_ATCH_TOT DAPO33D_SALARY_TRAVEL_ATCH_TOT

Person|

Owner Folder

Public

Public

0AP033C_SALARY_TRAVEL_ATCH_AGY DAP033C_SALARY_TRAVEL_ATCH_AGY Public

Public

Run to
HTML

HTML

HTML

HTML

HTML

Run
Run to
Excel 12

Excel XML
Excel XML
Excel XML

Excel XML

hlize | Find | View All | \ E

Schedule

Schedule

Schedule

Schedule

Schedule

New Window | Help | Personalize Page | i

First 4

Definitional
References

Lookup
References
Lookup
References
Lookup
References
Lookup
References

1-40f4 b Last
Add to
Favorites
Favorite
Favorite

Favorite

Favorite
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Step

Action

14.

The system returns the result that matches the search criteria. The system lists some query
reference information:

* Query Name - This is often the name the system uses for the query. Most users would be
unfamiliar with the system Query Name. It is not used often as search criteria

* Description - Is usually what the user would enter as search criteria.

« Owner - Informs the user who created the query for private use or if it was by the
business analyst team for public use. If a query returns errors or has difficulty running
users can use the information displayed here for assistance.

* Folder - Indicates if the query is stored in a specific location within the system. This

information is helpful id the user wants to search for the query at a later date.

Query Viewer

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

< Home /ﬁ\ E @

New Window | Help | Personalize Page | 2

“Search By boansutn (08033
Search Advanced Search
Search Results
*Folder View |—All Folders — v

Query Personalize qu|\'|e\-,-—\\|@\E First ‘&' 1-d40r4 * Last
Run

Runto Runto

Definitional Add to
HTML  Excel Schecue

Query Name Description Owner Folder 3 B e

0APD33A_SALARY_TRAVEL DAPOI3A_SALARY_TRAVEL Public HTML Excel XML Schedule Iﬁ?a?;;f"ces Favorite

0AP033B_SALARY_TRAVEL_TOT DAPO33B_SALARY_TRAVEL_TOT Public HTML Excel XML Schedule Ili?a?;;:"nas Favorite

0APD33C_SALARY_TRAVEL_ATCH_AGY DAP033C_SALARY_TRAVEL_ATCH_AGY Public HTML Excel XML Schedule k%?;;fﬁws Favorite

0AP033D_SALARY_TRAVEL_ATCH_TOT DAP033D_SALARY_TRAVEL_ATCH_TOT Public HTML Excel XML Schedule ;”;;;:ﬁm Favorite

Step

Action

15.

The system also provides the user with three ways to receive the query results.
Users can run the query to:

* HTML - This displays the report online. The user can review the results and ensure it is
the correct report before moving forward.

» Excel - The system runs the report and then opens a Microsoft Excel spreadsheet and
displays the data in a spreadsheet format. This output is helpful if the user wishes to
manipulate the data before distribution.

e XML - The system runs the report in an online format similar to HTML

» Schedule - The user can set the query to run at a later date and time as necessary. Using
the scheduler is similar to using the Process Scheduler for running a standard report

Page 12
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Home

Query Viewer

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

a® =

New Window | Help | Personalize Page | iE

*Search By begins with 0APD33
Search Advanced Search

Search Results

*Folder View |—All Folders — v
Query Personalize | Find | View All | 1| B First ‘&' 14074 * Last

Run
Query Name Description Owner Folder ﬁ#;‘n{“ 'é:;‘e‘l’“ o Schedule g‘:g::‘:;ﬂ ';:fo'r‘fm
DAPD33A_SALARY_TRAVEL DAPO33A_SALARY_TRAVEL Public HTML Excel XML Schedule Ei?'érfmes Favorite
DAPD33B_SALARY_TRAVEL_TOT DAP033B_SALARY_TRAVEL_TOT Public HTML Excel XML Schedule hi‘::rfmas Favorite
0APO33C_SALARY_TRAVEL_ATCH_AGY DAPO33C_SALARY_TRAVEL_ATCH_AGY Public HTML Excel XML Schedule kﬂg‘?;rfmgs Favorite
0AP033D_SALARY_TRAVEL_ATCH_TOT DAP033D_SALARY_TRAVEL_ATCH_TOT Public HTML Excel XML Schedule h“;‘;'e‘r“;mgs Favorite
£ >
DAP033A_SALARY_TRAVEL DAPD33A_SALARY_TRAVEL Public HTML XML Schedule  -00KUP Favorite

References

0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year 0
Unit Q
View Results

D LastName FirstName Middle Name: Suffix

Job Code

Total Salary Amount Total Travel Amount

Date Created: 4/19/2019 10:49:00 AM
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Step Action
17. Use the report parameters page to enter system parameters for running the report.
Most reports will request the user enter their specific organizational information such as
Business Unit and or a date or year.
Note: Security profiles prevent users from running reports for information about business
units to which they are not assigned.
0APO033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL
—
Step Action
18. Enter the appropriate information into the Year field.
For this example, type 2017.
Page 14 Date Created: 4/19/2019 10:49:00 AM
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0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year| 2017
Unit a

View Results

ENTITY CODE D LastName FirstName Middle Name:

Total Salary Amount

Total Travel Amount

Step Action

19. Click in the Unit field.

unt___Ja

0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year| 2017
Unit Q

View Results

ENTITY CODE D LastName FirsiName Middie Name

Total Salary Amount

Total Travel Amount

Date Created: 4/19/2019 10:49:00 AM

Page 15




Job Aid s@

Step Action

20. Enter the appropriate information into the Unit field.

For this example, type 46700.

0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year| 2017
Unit 46700 |Q
View Results

ENTITY CODE D LastName FirstName Middle Name: Suffix Job Code Total Salary Amount Total Travel Amount

Step Action

21. Click the View Results button.

View Results

Page 16 Date Created: 4/19/2019 10:49:00 AM




Job Aid

0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year| 2017
Unit 46700 |Q
View Results |
ENTITY CODE D LastName FirstName Middle Name Suffix Job Code Total Salary Amount Total Travel Amount
Do you want to open or save 0APD33A SALARY TRAVEL 3209.xdsx (555 KB) from saofntrn.state.ga.us?
Open Save |¥| Cancel

The File Download dialog box displays. This dialog box functions like any other file
download dialog box a windows user might encounter. It is much like saving an email

attachment.

Users can open the file immediately, save the file to their computer, or cancel the

transaction.

Date Created: 4/19/2019 10:49:00 AM
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0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year
nt @700y

ENTITY CODE D LastName FirstName Middle Name: Suffix Job Code Total Salary Amount Total Travel Amount

o | e | oo |

Step Action

23. In this example, the user opens the document immediately.

Click the Open button.
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s 0APO33A_SALARY_TRAVEL_3209.xsx [Read-Only] - Excel 7 @ - x
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT
o = & Conditional Formatting = E=Insert = 2. - éY H
[Z7 Format as Table - E¥ Delete - )
$ 0% 0 BB G styles & Format~ & - Sort & Find &
2 &~ Filter - Select =
Clipboard 1 Font o Alignment [ Mumber o Styles Cells Editing ~
A2 - f_} ENTITY CODE v
A B c D E F G E
1
2
3 267 00030003  Atom Ant EDTOL1
4 467 '00060006  Bamney Rubble £DTO11
5 67 ‘00080008 Betty Boop A0048
6 467 ‘00140014  Boris Badenov EDTO11
7 167 ‘00150015  Bugs Bunny PSPOG1
& 467 '00160016 Captain Caveman EDPO11
9 67 ‘o170m17  chip Dale HCP101
10 167 00170017 Cruella De Vil A0048
11 (267 '00200020  Daffy Duck GSTOS1
12 (267 ‘00180018 Daphne Duck GSMO11
13 (167 '00190019  Darkwing Duck EDTOL1
14 (267 00130019 Donald Duck PSM121
15 (467 ‘0204815 Elmer Fudd PSP134
16 (467 ‘00200020 Felix Cat EDPO1L
17 (67 "00210021  Foghom Leghorn EDPO11
18 467 ‘00210021 Fred Flinstone EDPO21
15 (67 ‘0210021 Fred Jones PSP191
20 (467 00210021 George Jetson GSTOS0
21 [a67 00210021 Heckle Jeckle PSM120
22 (467 00220022 Henery Hawk EDPO21
23 467 '00220022 Homer Simpson PSPO6S
Tanmamnra  Hurlksh v -

Step Action

24. The systems opens Microsoft Excel and displays the report data in a standard spreadsheet.

H s DAPO33A_SALARY TRAVEL 320.xlsx [Read-Only] - Excel ? B - x
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT

.n.D 3& s . FZ) Conditional Farmatting - g”lnsert - X %Y H
paste ZER - _ e [Z7 Format as Table = BxDelete -~ [¥]- fapp——

T B U- L oA = $-% 0 W Gcdisyle- FiFormats @ - Firer~ Select~
Clipboard Font IF] Alignment [F] Mumber ) Styles Cells Editing ~
A2 - x| entrvcone v

A B c D E F G E

1

2

3 (467 00030003 Atom Ant EDTO11
1 [a67 ‘00060006 Bamey Rubble —
5 (67 00030008 Betty Boop 0048
6 467 00140014  Boris Badenov EDTO11
7 267 ‘00150015 Bugs Bunny PSPO61
8 (467 ‘00160016 Captain Caveman EDPO1L
9 (167 ‘00170017 Chip Dale HCP101
10 (267 00170017 Cruella De Vil A0048
11 167 ‘o0z00020  Daffy Duck GSTO51
12 67 00180018 Daphne Duck GSMO11
13 167 ‘00190019 Darkawing Duck EDTO11
14 (57 00190019 Donald Duck PSM121
15 267 ‘00204815  Elmer Fudd PSP194
16 (67 ‘0200020 Falix Cat EDPO11
17 [467 ‘00210021 Foghom Leghorn EDPO11
18 [467 00210021 Fred Flinstone EDP021
13 167 00210021 Fred Jones PSP191
20 a7 00210021 George Jetson GSTOS0
21 267 100210021 Heckle Jeckle PSM120
22 a7 ‘00220022 Henery Hawk EDPO21
23 467 '00220022 Homer Simpson PSP0G5

nAnnnaara Hurkdah . el e
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Step Action

25. Review the columns to the right.

Click the Page right button.

2
H s 0AP033A_SALARY_TRAVEL_3209.xlsx [Read-Only] - Excel ? B - x
HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT -
.n.D % - To A a ==HEe. = [ ) B Conditional Formatting = E‘”Insert - 2. '%Y H
o~ Em - ) N e . [7 Format a5 Table - FrDelete - [4]- o Find &
e BlTU- B OA-s==2E B 05 -% 0 (B8 Goasye- FiFormat @+ Fiier- Select-
Clipboard & Font 1) Alignment & MNumber f Styles Cells Editing ~
A2 - x| enmiry cope v
D E F G H 1 1 K -
1
2
3 Atom Ant EDTO11 25042.38 0.00
4 Bamey Rubble EDTO11 20396.69 0.00
5 Betty Boop A0048 1365.00 929.95
6 Boris Badenov EDTO11 17288.05 70.00
7 Bugs Bunny PSPO61 33406.13 0.00
8 Captain Caveman EDPO11 15976.26 0.00
9 Chip Dale HCP101 14540.70 0.00
10 Cruglla De Vil A0048 840.00 283.05
11 Daffy Duck GSTO51 28659.12 0.00
12 Daphne Duck GSMOL1 85447.92 0.00
13 Darkwing Duck EDTO11 2264.40 0.00
14 Donald Duck P5M121 55166.16 0.00
15 Elmer Fudd PSP194 46372.04 0.00
16 Felix Cat EDPO11 14072.16 0.00
17 Foghorn Leghom EDPO11 13621.89 0.00
18 Fred Flinstone EDP021 1674.11 0.00
19 Fred Jones PSP191 14445.56 0.00
20 George Jetson GSTO50 15123.83 0.00
21 Heckle Jeckle PSM120 58130.64 0.00
22 Henery Hawk EDPO21 23134.03 303.71
23 Homer Simpson PSPOB5 6181.41 0.00
~a Huslelabarns Yewnd 0 eomama amamaas aon hd
sheetl (O] 1 v

Step Action

26. Navigate back to the left side of the page.

Click the Page left button.

ATFATA A Fa
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H B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel T @ - x
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT
.n.D $ o o A K = [Gener ) B Conditional Formatting = E‘”Insert - X éY it
B~ [ Farmat as Table ~ EX Delete ~ - ]
Poste ¢ (BT U - - $-% 0 R [ Cell Styles - & Format= & - Sort & Find &

- o Fiter - Select -
Clipboard 1 Font o Alignment & Number r. Styles Cells Editing ~
A2 - x| enmiry cope v

A B c D E F G <
1 12615
2 [ENTITY COL
3 a67 00030003 Atom Ant EDTO11
1 (267 '00060006  Bamney Rubble EDTOL1
5 (67 ‘00080008 Betty Boop 0048
6 467 ‘00140014 Boris Badenav EDTO11
7 167 ‘00150015  Bugs Bunny PSPOG1
3 467 00160016  Captain Caveman EDPO11
9 167 00170017 Chip Dale HCP101
10 167 00170017 Cruella De Vil A0048
11 [a67 ‘00200020 | Daffy Duck G5T051
12 [a67 ‘00180018  Daphne Duck GSMO11
13 267 00190019  Darkwing Duck EDTO11
14 67 00190019 Donald Duck PSM121
15 (467 ‘00204815 Elmer Fudd PSP134
16 (167 ‘00200020 Felix Cat EDPO1L
17 (267 '00210021 Foghom Leghom EDPO11
18 (67 00210021 Fred Flinstons EDPO21
13 67 ‘0210021 Fred Janes PSP191
20 (467 00210021 George Jetson GST050
21 a7 00210021 Heckle Jeckle PSM120
22 267 00220022 Henery Hawk EDPO21
23 267 00220022 Homer Simpson PSPO6S
N A | A— T — Mg |, -
sheetl (O] 4 3

Step Action

217. To upload the report to TIGA users must delete the first two header rows of the report.

Note: When formatting the report take care not to remove any formatting that removes the
leading zeros in the Employee ID column.

Click the 1 cell.
H
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B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel T @ - x
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT
.n.D b o & & - = [Gemenl ~| EE Conditional Formatting - E‘”Insert - éY H
poe Em - } N _ o [Z7 Format as Table - EX Delete ~ o Find &
e BT U N = $ 0% 0 Foarsyles- i Format = &+ Fier Select~
Clipboard 1 Font o Alignment & Number r. Styles Cells Editing ~
A2 - x| enmiry cope v
A B c D E F G <
1 2615
2
3 00030003 Atom Ant EDTO11
1 (267 '00060006  Bamney Rubble EDTOL1
5 (67 ‘00080008 Betty Boop 0048
6 467 ‘00140014 Boris Badenav EDTO11
7 167 ‘00150015  Bugs Bunny PSPOG1
3 467 00160016  Captain Caveman EDPO11
9 167 00170017 Chip Dale HCP101
10 167 00170017 Cruella De Vil A0048
11 [a67 ‘00200020 | Daffy Duck G5T051
12 [a67 ‘00180018  Daphne Duck GSMO11
13 267 00190019  Darkwing Duck EDTO11
14 67 00190019 Donald Duck PSM121
15 (467 ‘00204815 Elmer Fudd PSP134
16 (167 ‘00200020 Felix Cat EDPO1L
17 (267 '00210021 Foghom Leghom EDPO11
18 (67 00210021 Fred Flinstons EDPO21
13 67 ‘0210021 Fred Janes PSP191
20 (467 00210021 George Jetson GST050
21 a7 00210021 Heckle Jeckle PSM120
22 267 00220022 Henery Hawk EDPO21
23 267 00220022 Homer Simpson PSPO6S
N A A Tt pr— i mnnns -
sheetl (O] 4 3

Step Action

28. Now, click row 2 to select both rows 1 and 2.
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B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel T @ - x
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT -
.n.D b A o & & - = [Gemenl ~| EE Conditional Formatting - E‘”Insert - éY H
B~ - [ Farmat as Table ~ EX Delete ~ ]
Peste Bz u- T-&-A- = $ % 0 Foarsyles- & Format -+ & - é;’;af ;;?:ji
Clipboard 1 Font o Alignment & Number r. Styles Cells Editing ~
Al - Jx | 0aP033a_saLaRY TRAVEL v
c
Atom EDTO11
Bamey Rubble EDTO11
Betty Boop AD048
Boris Badenov EDTO11
Bugs Bunny PSPOG1
Captain Caveman EDPO11
Chip Dals HCP101
10 (267 00170017 Cruslla De Vil A0048
11267 ‘00200020  Daffy Duck GST051
12 [a67 ‘00180012  Daphne Duck GSMO11
13 (267 00190013  Darkwing Duck EDTO11
14 [a67 00190019 Donald Duck PSM121
15 267 ‘0204815 Elmer Fudd PSP194
16 (367 ‘00200020 Felix Cat EDPO1L
17 [a67 ‘00210021 Foghom Leghom EDPO11
18 (267 ‘b0210021  Fred Flinstans EDPO21
19 [a67 ‘00210021 Fred Jones PSP191
20 (267 ‘00210021 George Jetson GSTOS0
21 [as7 (00210021 Heckle Jeckle PSM120
22 (267 00220022 Henery Hawk EDPO21
23 (267 00220022 Homer Simpson PSPO6S
i AT — " mnnns

COUNT: 2 B

Step

Action

29.

Now, right-click the selected rows.
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H B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel 7 @ - x
HOME ~ INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT -
o .| = - - -
B % o AN =S=Ee. S [cenenl ~) E& conditional Formatting E‘”Insert > éY H
» CERd [Z7 Format as Table - F~ Delete - [¥]- tm Frda
aste . VA . . . eo oo = ort & Fin
ey BT U- T S-A- === $-% 0 BB Heasye- FiFormat @ * Firer- select-
Clipboard 1 Font o Alignment & Number r. Styles Cells Editing ~
az - x| enmiry cope v
B C D E F G <

Atom Ant EDTO11
Copy Bamey Rubble EDTO11

Paste Options: Betty Boop 0048
“D Boris Badenov EDTO11
Paste Special.. Bugs : Bunny PSP061
Captain Caveman EDPO11
Insert Chip Dale HCP101

Delete Cruella De Vil A0043
Clear Contents Daffy Duck GSTO51
Format Cells... Daphne Duck GSMO1L
i Darkwing Duck EDTO011
14! EowHeight. Donald Duck PSM121
15[ Hide Elmer Fudd PSP194
16 Unhide Felix Cat EDPO1L
17 467 00210021 Foghom Leghom EDPO1L
18 [a67 ‘00210021 Fred Flinstans EDPO21
13 167 ‘00210021 Fred Jones PSP191
20 (467 00210021  George Jetson GSTOS0
21 a7 00210021 Heckle Jeckle PSM120
22 267 00220022 Henery Hawk EDPO21
23 267 00220022 Homer Simpson PSPO6S

A A H— " mnnns -
sheetl (O] 4 3

COUNT: 11 H  -——+ 100%

Step Action

30. Now, delete the two header rows.

Click the Delete menu.
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H %- B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel T @ - x
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT -
.n.D % T A x ==MEe. = [ ) B Conditional Formatting = E‘”Insert - X éY it
Em ~ - [ Farmat as Table ~ X Delete - [~ .
Poste BIu- - &-A- === % E S G sye- FiFormat- & - é;’;af ;;?:ji
Clipboard & Font IF} Alignment F] MNumber ) Styles Cells Editing -
a2 - 467 v
A B C D E F G <
1 [as7 00030003 | Atom | Ant | | [EDTO11 |
2 [as7 00060006 | Barney |Rubble | | [epTO11 |
3 467 ‘00088338 Rouse Tommy 0043
4 a7 ‘00146428 shlaer Susan EDTO11
5 67 ‘00080008 Betty Boop PSPO61
6 467 ‘00140014 Boris Badanov EDPO1L
7 167 ‘00150015 Bugs Bunny HCP101
3 467 ‘00160016  Captain Caveman A0048
9 [a67 bm7om7  chip Dals GSTO51
10 167 00170017 Cruslla De Vil GSMO11
11 [a67 ‘00200020  Daffy Duck EDTO11
12 [a67 ‘00180018 Daphne Duck PSM121
13 267 ‘00190013  Darkwing Duck pspP194
14 67 00190019 Donald Duck EDPO11
15 (467 00204815 Elmer Fudd EDPO1L
16 (167 ‘00200020 Felix Cat EDPO21
17 (267 00210021 Foghom Leghom PSP191
18 (67 0210021 Fred Flinstans GSTO50
13 167 ‘00210021 Fred Jones PSM120
20 (467 ‘00210021 George Jetson EDPO21
21 a7 00210021 Heckle Jeckle PSPOBS
22 267 00220022 Henery Hawk EDPO21
23 267 00220022 Homer Simpson PSP190
i A L — " enanan -
sheetl (O] 4 3

COUNT: 2

Step

Action

31.

Additional rows of data can be added to the Excel file for TIGA reporting as necessary to
reflect salary or travel data that was not reflected in TeamWorks.

H ®- E DAPD33A_SALARY_TRAVEL_3209.xlsx [Read-Only] - Excel EE x
HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT -
.n.D 3(3 p Ta s == = [cwe FR Conditional Formatting - Emlnsert - X~ éY it
By~ - [ Farmat as Table ~ Fr Delete - [¥]- ]
Poste B I u- - &-A- £ E- $-% 98 Goasye- [ Format - &+ éﬁtt,af g‘:ﬁ
Clipboard & Font IF} Alignment F] MNumber ) Styles Cells Editing -
A2 - Ji | as7 v
A B C D E F G <
1 [as7 00030003 | Atom | Ant | | [EDTO11 |
2 [as7 00060006 | Barney |Rubble | | [epTO11 |
3 467 ‘00088338 Rouse Tommy 0043
4 a7 ‘00146428 shlaer Susan EDTO11
5 67 ‘00080008 Betty Boop PSPO61
6 467 ‘00140014 Boris Badanov EDPO1L
7 167 ‘00150015 Bugs Bunny HCP101
3 467 ‘00160016  Captain Caveman A0048
9 [a67 bm7om7  chip Dals GSTO51
10 167 00170017 Cruslla De Vil GSMO11
11 (167 00200020  Daffy Duck EDTOL1
12 (167 ‘0018001 Daphne Duck PSM121
13 267 ‘00190019  Darkwing Duck PSP194
14 67 00190019 Donald Duck EDPO11
15 (467 00204815 Elmer Fudd EDPO1L
16 (467 '00200020  Felix Cat EDPO21
17 (267 ‘00210021 Foghom Leghom PSP191
18 167 ‘00210021 Fred Flinstone GSTO50
19 [a67 00210021 Fred Jones PSM120
20 (467 00210021 George Jetson EDPO21
21457 00210021 Heckle Jeckle PSP0G5
22 267 ‘00220022 Henery Hawk EDPO21
23 (167 Simpson PSP190
malars  Teammmara  Huelblahaene P -
4 »

COUNT: 2

i

M o-——+ 100%

Date Created: 4/19/2019 10:49:00 AM

Page 25




Job Aid

Step

Action

32.

To add additional rows, scroll to the last populated row of data.

Press [Page Down].

H ©- B DAPO33A_SALARY TRAVEL 3209.xlsx [Read-Only] - Excel 2 E - 9
HOME ~ INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW  ACROBAT
.n.D & b i A ==E9. = [cme - FE Conditional Formatting ~ g”lnzert - - %Y H
ZER [Z7 Format as Table - BxDelete - [¥]-

Paste BIUu- - D-A-=S==&=H $-%° 9434 [ Cell Styles - & Format- & - E:;Bf ;?:jf
Clipboard 1 Font o Alignment & Number A Styles Cells Editing
C12610 - Jr

A B C D E F G

12603267 01060106 Jessica Rabbit FIT020
12604267 01060106 Jimmy Cricket GSP130
12605 267 201201201
12606467 205205205
12607467 260260260
12608 467 ‘262262262
12609467 270270270
12610[267 270270270
12611[267 153453453
12612467 ‘364454462
12613(267 ‘a7aa74474
12614267 581581581
12615267 581581581
12616
12617
12618
12619
12620
12621
12622
12623
12624

] Ml -———+ 100%

D12 = 0 @ A

Step

Action

33.

Users can add a new employee line to the spreadsheet. 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.

Note: Appropriate formatting updates should be applied to ensure the leading zeros are
retained for the EMPLID data added.

For this example, click the A12616 cell.
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H ©- B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel T @ -
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT

.n.D % o A A = [Gener ) B Conditional Formatting = E‘”Insert - X éY it
poe Em - } N _ o [Z7 Format as Table - EX Delete ~ o Find &

Sle ¢ BT U I A = $ 0% 0 BB G styles- [EiFormats @ Fijere select-
Clipboard & Font IF} F] MNumber ) Styles Cells Editing
cizs10 < f

A B C D E F 5

12603[267 01060106 Jessica Rabbit FIT020
12604467 (01060106 limmy Cricket GSP130
12605467 201201201
12606467 205205205
12607467 260260260
12608267 262262262
12609(467 270270270
12610[267 270270270 ]
12611267 la53453453
12612[267 "agaas4464
12613467 470474474
12614467 581581581
12615267 sg1581581
12616,
12617
12618
12619
12620
12621
12622
12623
12624
12625

Step Action

34.

For this example, type 467.

Enter the appropriate information into the field.

EH S =

0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel

HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT
-“-D % P Pe— ~| EE Conditional Formatting -
Em ~ [ Farmat as Table ~
Ple w B I U- $-% 0 BN sy
Clipboard & Font IF} F] MNumber ) Styles
cizs10 <
A B C D E
12603[267 01060106 Jessica Rabbit
12604467 (01060106 limmy Cricket
12605467 201201201
12606467 205205205
12607467 260260260
12608267 262262262
12609(467 270270270
12610[267 270270270 ]
12611267 la53453453
12612[267 "agaas4464
12613467 470474474
12614467 "s81581581
12615267 sg1581581
12616, 467
12617
12618
12619
12620
12621
12622
12623
12624
12625

Belnsert - 2. - éY H

F¥ Delete -
[ Format -
Cells

&~

Sort & Find &
Filter - Select =
Editing

G
FIT020
GSP130
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Step

Action

35.

For this example, click the B12616 cell.

a

17616

(]

12601267 ‘n10e010s

12608867 ‘1060206

12605 267 ‘20120020
12606 267 305205305
12607267 "260260260
12608 267 262262282
12605 867 mamzm
12610257 ‘Tmama
12611 267 Tasaasaas:
12612867 “apassasss
12613 67 “amsariam
12614267 "sa1581581
12615367 "st1 #1581

287

H ©- B DAPO33A_SALARY_TRAVEL_3209.4lsx [Read-Only] - Excel -
HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT
.n.D 3(3 p T A s ==Ms. = [|cow ~) & Conditional Formatting = Emlnsert - X~ éY it
By~ - [ Farmat as Table ~ Fr Delete - [¥]- ]
Pty BIU-H-S-A-SSEEEE- 0% 98 Hoasye Biromat= £t tarsts
Clipboard 1 Font o Alignment r, Number B Styles Cells Editing
B12616 - fr
A B C D F 5
12605267 201201201
12606467 205205205
12607 467 260260260
12608267 ‘262252262
12609267 270270270
12610/467 270270270
12611267 453453453
12612[267 la6a454454
12613267 la7aa74474
12614[267 581581581
12615467 581581581
1261 67| 1
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627
sheetl (O] 1

Step

Action

36.

Enter the appropriate information into the field.

For this example, type 999999999.
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ACROBAT

H - = 0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel
HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW

]

‘Dgf’ Calibri Sl - AN T== ®- B |Genenl
Paste BIU- - & A === - $-% 0 W
Clipboard 1 Font o Alignment & Number
ciz616 T
A B C D

12605267 201201201
12606467 1205205205
12607467 260260260
12608267 ‘262252262
12609267 270270270
12610/467 270270270
12611267 453453453
12612467 lap4454464
12613267 la7aa74474
12614/267 581581581
12615467 581581581
12616 467 [ I
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627

F) Conditional Formatting -
[ Farmat as Table ~
[ cell Styles -

Styles

B=lnsert -

[ Format -
Cells

3 -
X Delete - [~ -

& -

A

v i
Sort & Find &
Filter = Select -

Editing

x

Step

Action

37.

For this example, click the C12616 cell.

A B c
12605267 201200
12606 467 s ansans
12607 467 260260260
12608367 262262262
12609367 70270270
12610267 maT0270
12611467 “a53452453
12612467 16496
12613467 WraaTaaTa
12614267 581581561
12615267 Sa1581581

vae e sessesess[ ]

Date Created: 4/19/2019 10:49:00 AM
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Gl -
HOME

0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel

H
INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT

alla i
% -l -A A == General -

L=

B I U- H.

Clipboard Font o Alignment ] Number &

C12016 h

201201201
1205205205
260260260
‘262252262
270270270
270270270
453453453
lap4454464
la7aa74474
581581581
581581581

I

12605267
12606467
12607467
12608267
12609267
12610/467
12611267
12612467
12613267
12614/267
12615467
12616
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627

467

F) Conditional Formatting -
[ Farmat as Table ~

; - . . co o

.o He &-A- === $-% 0 BN sy

Styles

Belnsert - 2. - A
X Delete - [~ zv H

& Sort & Find &
ElFormat & v e - Select -
Cells

Editing ~

Step

Action

38.

Enter the appropriate information into the field.

For this example, type Diesel.

H %- B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel T @ - x
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT -
X P P " o 2 Conditional Formatting Insert > - H
po BB L, | P Format as Table Delete e Fin
N Bru- £ b - 0 30 [ Cell Styles FiFormats | @+ e select-
Clipboard 1 Font o Alignment Number Styles Cells Editing ~
C12616 - X o Jfr | iesel v
A B C D E F 5 <
12605267 201201201
12606467 1205205205
12607467 260260260
12608267 ‘262252262
12609267 270270270
12610/467 270270270
12611267 453453453
12612467 lap4454464
12613267 la7aa74474
12614/267 581581581
12615467 581581581
12616 467 [Diesel |
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627
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Step

Action

39.

Users can also use the Tab key to navigate to the next cell.

Press [Tab].

0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel

H &- -
HOME INSERT

PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT
-“-D % G Tn Jas ==Ee. S [cew ~| EE Conditional Formatting -
o~ 2= ) N - . [ Farmst as Table ~
. B I U-|- A == B $-%° BN [27 Cell Styles -
Clipboard & Font T Alignment F] MNumber ) Styles
D12616 T f

A B C D E

12605267 201201201

12606467 205205205

12607467 260260260

12608467 ‘262252262

12609467 270270270

12610/467 270270270

12611267 453453453

12612467 lap4454464

12613(267 la7aa74474

12614267 581581581

12615467 581531581

12616 467 993939999 Diesel ]

12617

12618

12619

12620

12621

12622

12623

12624

12625

12626

12627

? ®3 - x

Belnsert - 2 - A H
EX Delete - [¥]- Y

= Sort & Find &
ElFormat~ &£ - Fijer - Select -

Cells Editing ~

v

F G =

Step

Action

40.

Enter the appropriate information into the D12616 field.

For this example, type Vincent.

Date Created: 4/19/2019 10:49:00 AM
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H ©- =
HOME | INSERT  PAGE LAYOUT
% Calibri Sln - A A
Em
Paste B Iou- A-
Clipboard 1 Font o
D12616 - X o fr| vincent
A B c
12605267 201201201
12606467 1205205205
12607467 260260260
12608267 ‘262252262
12609267 270270270
12610/467 270270270
12611267 453453453
12612467 lap4454464
12613267 la7aa74474
12614/267 581581581
12615467 581581581
1261 467 999999999 Diesel
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627

0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel

FORMULAS

¥

Alignment

DATA  REVEW  VIEW  ACROBAT
- 2| Conditional Formatting
General 4
Format as Table
9 o 0 oa
$ ’ e Cell Styles
Number Styles
D E
[vincend ]

Insert
Delete
[ Format -
Cells

-
B
1

> -

Sort &
Filter
Editing

itk

Find &
Select -

3

x

Step

Action

41.

Press [Tab].

The simulation will skip to the Job Code column.

EH S =

= X
D
Paste

B
~
Clipboard

G12616

12605267
12606467
12607467
12608267
12609267
12610/467
12611267
12612467
12613267
12614/267
12615467
1261
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627

HOME

]

INSERT

Calibri

B I

Do1201201
05205205
260260260
"252262262
70270270
70270270
‘453453453
"apaa6a154
‘a7aa7aa7a
Ss1581581
581581581
467 999999999 Diesel

PAGE LAYOUT

0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel

FORMULAS

Alignment

DATA

Vincent

REVIEW ~ VIEW  ACROBAT
General ) B Conditional Formatting =
[ Format a5 Table
- o o0
$-% 7 B e syes-
Mumber n Styles
b E

B=lnsert -

F¥ Delete -

[ Format -
Cells

Sort & Find &
Filter - Select =
Editing

Page 32
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Action

Step

42.

Enter the appropriate information into the G12616 field.

For this example, type 43008.

A B c D £ F G
12605[a67 201201201
12606(a67 "205205205
12607267 260260260
12508267 "262262262
12609(267 7270270270
12610/267 270270270
12611[a67 253453453
12612[a67 "264464464
12613[a67 "a7a474474
12614267 581581581
12615267 581581581
12616| 467 539999998 Diesel vincent —1]
H - s DAPO33A_SALARY_TRAVEL_3209.4lsx [Read-Only] - Excel ? @ - x
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT -
% Calibri P : 3 Conditional Formatting > - H
o B . P ormatas Table n Fnda
o B Iu- £ . Cell Styles i Formats € Lo select~
Clipboard Font n Alignment Number Styles Cells Editing -
G12616 - X  Jfr| a0 v
A B c D E F G <
12605267 201201201
12606467 205205205
12607 467 260260260
12608267 ‘262252262
12609267 270270270
12610/467 270270270
12611267 453453453
12612[267 la6a454454
12613267 la7aa74474
12614/267 581581581
12615467 581581581
1261 467 999999999 Diesel Vincent
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627

Step Action

43.

Press [Tab].
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5= -
HOME

H 0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel
FORMULAS ~ DATA

alla . w
% Sln A A

INSERT PAGE LAYOUT REVIEW VIEW ACROBAT

F) Conditional Formatting -

[ Farmat as Table ~
Lo A= . co o

 y BT U- H- B-A- S $-% 0 BN sy

Clipboard

== ®-

= &

Mumber -

Font 1)

S

Alignment ] Number & Styles

H12616 h

12605
12606
12607
12608
12609
12610
12611
12612
12613
12614
12615
12616|Diesel
12617
12618,
12619
12620
12621
12622
12623
12624,
12625
12626
12627

Vincent

Belnsert - 2. - A
X Delete - [~ zv H

& Sort & Find &
ElFormat & v e - Select -
Cells

Editing

Step

Action

44,

Enter the appropriate information into the H12616 field.

For this example, type 5027.20.

5= -
HOME

H 0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel
FORMULAS ~ DATA

"D o
Em ~

INSERT PAGE LAYOUT REVIEW VIEW ACROBAT

F) Conditional Formatting -
[ Farmat as Table ~
[Z7 Cell Styles ~

Styles

B

Mumber -

Paste r
a;ev B I U-~- -

Clipboard Font o Alignment ] Number &

H12616 h

12605
12606
12607
12608
12609
12610
12611
12612
12613
12614
12615
12616|Diesel
12617
12618,
12619
12620
12621
12622
12623
12624,
12625
12626
12627

Vincent

i

Belnsert - 2. - A
X Delete - [~ zv H

& Sort & Find &
ElFormat & v e - Select -
Cells

Editing

0.00
0.00
0.00
0.00

0.00
0.00
0.00

0.00
0.00

43008 0.00.

M o-——+ 100%
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Step Action

45.

Click the Column right button.

‘ 0
H - s DAPO33A_SALARY_TRAVEL 3200sx [Read-Only] - Excel H - x
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT N
.n.D 3() P T x s ==l 5 [number - P& Conditional Farmatting - iﬁ"lnsert - - ‘%Y H
o~ Em - . _ . e [Z7 Format a5 Table FDelete - [T~ o Find &
Ty BIU- - OrA- === H- 5% B8 Geusye- EiFormats | @ * Fiter- Select~
Clipboard 1 Font [ Alignment IF1 Mumber w Styles Cells Editing "
H12616 - fel o v
D E F G H 1 J K[+
12605 0.00 0.00
12606/ 0.00 0.00
12607 0.00 0.00
12608 0.00 0.00
12609 0.00 0.00
12610/ 0.00 0.00
12611 0.00 0.00
12612 0.00 0.00
12613 0.00 0.00
12614/ 0.00 0.00
12615 0.00 0.00
12616 Vincent 43008] 0.00]
12617
12618/
12619
12620/
12621
12622
12623
12624
12625
12626/
12627
sheetl k] v

Step Action
46. Click the 112616 cell.
n E F G H 1
12605 000 0.00
12606 .00 0.00
12607 0na 0.00
12608 LEE .00
12609 000 0.00
12610 .00 o.00
12611 .00 o.00
12612 0.0 .00
12613 000 0.00
12614 .00 0.00
12615 0.00 2,00
12616|vincent 3008 0.00] |
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H ©- = 0APO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel 7 B - x
HOME ~ INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  ACROBAT -
.n.D % P Prp—— ) B Conditional Formatting = E‘”Insert - 2. éY H
B~ [ Farmat as Table ~ EX Delete ~ - ]
Pte ¢ B I U s ob-% o W 7 Cell Styles - & Format= & - Sort & Find &

- = Filter - Select -
Clipboard 1 [ Mumber r. Styles Cells Editing ~
112616 - v

D E F G H 1 J K[~
12605 0.00 0.00
12606 0.00 0.00
12607 0.00 0.00
12608 0.00 0.00
12609 0.00 0.00
12610 0.00 0.00
12611 0.00 0.00
12612 0.00 0.00
12613 0.00 0.00
12614 0.00 0.00
12615 0.00 0.00
12616|Vincent 43008 0.00 |
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626/
12627
sheetl 4 3

Step Action

47. Enter the appropriate information into the 112616 field.

For this example, type 89.03.
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H ©- B DAPO33A_SALARY_TRAVEL_3209.xisx [Read-Only] - Excel ? @ - x
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT -
.n.D % G T A s ==Eeo 5 [N ) B Conditional Formatting = E‘”Insert - X éY it
poe Em - } N _ o [Z7 Format as Table - E¥ Delete - [¥]- o Find &
e BIUL-L- O9-A- S $-% 0 BB Heasye- FiFormat @ * Firer- select-
Clipboard & Font 1) Alignment Fl Number ] Styles Cells Editing -
112616 - fil o v
D E F G H 1 J K[~
12605 0.00 0.00
12606 0.00 0.00
12607 0.00 0.00
12608 0.00 0.00
12609 0.00 0.00
12610 0.00 0.00
12611 0.00 0.00
12612 0.00 0.00
12613 0.00 0.00
12614 0.00 0.00
12615 0.00 0.00
12616 vincent 43008 0.00 0.00]
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627

Step Action

48. Click the Page left button.
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H %- B DAPD33A_SALARY_TRAVEL_3208.xlsx [Read-Only] - Excel T @ - x
HOME ~ INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT -

.n.D % T A s ==Eeo. = [N ) B Conditional Formatting = E‘”Insert - X éY it

poe Em - } N e o [Z7 Format as Table - E¥ Delete - [¥]- o Find &
ey BT U O-A- ===E8 B 5% 90 G- FiFormat @ * Firer- select-
Clipboard 1 Font o Alignment & Number r. Styles Cells Editing ~
112616 - fil o v

A B c D E F 5 <

12605267 20201201

12606467 205205205

12607467 260260260

12608267 ‘262252262

12609267 ‘270270270

12610/467 270270270

12611267 ‘153453453

12612467 'a64450464

12613267 ‘17aa70474

12614/267 5&1581581

12615467 581581581

12616 467 999999999 Diesel vincent 43008

12617

12618

12619

12620

12621

12622

12623

12624

12625

12626

12627

fH M o-——+ 100%

I EEIENK e o L

Step

Action

49.

Additional rows may be added as needed. Once all information entered, save the file as a
CSV or comma delimited file. The CSV file will be uploaded to the DOAA Transparency
in Government Act (TIGA) Salary and Travel submission website.

Note: If additional rows are added to the spreadsheet to accommodate data not reflected in
TeamWorks the Salary Travel Totals report will not contain the correct control totals. This
means the control totals will need to be recalculated by the agency before submitting to
DOAA.

Click the File Tab button.
FILE
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50.

Click the Save As link.
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Step Action

51. Click the Browse button.

(=2

Browse

S

» Web Sites » httpsi//gets.sharepoint.com » | 42 ||| Search hitps://gets.sharepoint... P |

B3 Microsoft Excel = -
Georgia Enterprise Technology Services
. All Site Content
W0 Favorites =
Bl Deskiop 3

1 Downloads L4
. Document Libraries

%l Recent Places
[E] cfreeman forms

T Libraries 5, Documents
5] Documents & Form Templates This library contains administrator-approved form templates that were activated
(Js Music to this site collection.
) Images This system library was created by the Publishing feature to store images that
Pictures are used on pages in this site.
B videos Tm s
[P C o of 0AP033A_SALARY_TRAVEL 3209.xl5 -
Save as type: | Excel Workbook (*dsd) -
Authors: Apache POT Tags: Add atag Title: Add a title

Browser View Options. [0 5ave Thumbnail
= Hide Folders Tools Save -_C.ancel

Options

Step Action

52. Click the Save as Type list item.
File name: (& 33A_SALARY_TRAVEL_3209.xIsx -
Save as type: lEnceI Workbook ("xlsx) EI
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Excel Workbook (*xisq)
Excel Macro-Enabled Workbook (*xlsm}
- Excel Binary Workbook ("isb)
Excel 97-2003 Workbook (*s)
XML Data (*xml)
Microsoft Excel Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;* htmi)
) Excel Template (*ulbd
7 Favorites Excel Macra-Enabled Template (*dtm)
B Desktop | Excel 97-2003 Template (*it)
Text (Tab delimited) (")
& Downlozds  ynjcode Text (")
“Z] Recent Places XML Spreadshest 2003 (*xml)
Microsoft Excel 5.0/95 Workbook (*xs)
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7l Libraries Formatted Text (Space delimited) (".prn)
[ Documents  Tedt (Macintosh) (".txt)
Text (M5-DOS) (*:bxt)
& Music €SV (Macintosh) (*.csv)

[&5] Pictures C5V (MS-DOS) (*.csv)
) DIF (Data Interchange Format) (*.dif)
8l videos SVLK (Symbolic LmE) (".slk)
File name: Excel Add-In (*xlam)
Excel 97-2003 Add-In (*xla)
Save as type: PDF (*.pdf)
XPS Document (*.xps)
Authers: strict Open XML Spreadsheet (*xlsx)
OpenDocument Spreadsheet (*.ods)

Browser View Options... [[] Save Thumbnail

“ Hide Folders

Tools

Options

Step Action

53. Click the CSV (Comma delimited) (*.csv) list item.
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[ 49 |[ Search Desktop ol
Organize New felder 5 - @
Microsoft Excel GlLibraries
18 Computer
37 Favorites € Network
B Deskiop Ji Camtasia3Data
1 Downloads
‘%l Recent Places
i Libraries
%/ Documents
o Music |
File name: Copy of 0AP033A_SALARY_TRAVEL_3209.csv -
Save a5 type: | CSV (Comma delimited) (".csv) v]
Authors: Apache POI Tags: Addatag Title: Add a title
= Hide Folders Tocls =

Account

Options
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Step Action

54. Click the Save button.
Save

H - B
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT N

o . - . B B

ME e aw = = condionstforuing- Bver - - by iy

ot 2 [Z7 Format as Table = &% Delete ~ T end Fnda

aste B . . €0 o0 i ol in

e BIU-W $-9% 0 W Dedisyle- FiFormats @ - Firer- Select~
Clipboard 1 Font A Alignment & Number A Styles Cells Editing ~
112616 - fel o v

A B o D E F G [2]
12605367 201201201
12606467 205205205
12607467 260260260
12603467 262262262
12609467 270270270
b 5
12610(a67 270270270
2 N
12611267 453453453 Microsoft Excel =]
12612[267 454464464
12613/a67 A74474474 @ Some features in your workbook might be lost if you save it as CSV (Comma delimited).
12614467 581581581 Do you want to keep using that format?
b 5
12615267 581581581 ==
12616 467 999999999 Diesel 43008
12617
12618
12619
12620
12621
12622
12623
12624
12625
12626
12627 [
Copy of 0AP033A SALARY TRAVEL 3 @ Kl ] D
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Step

Action

55.

Click the Yes button.

Microsoft Excel ﬁ

Some features in your workbook might be lost if you save it as C5V (Comma delimited),

Do you want to keep using that format?

| Yes I [ No ] [ Help

h -

H ©- s Copy of 0AP033A_SALARY TRAVEL 3209.csv - Excel ? B - X
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT N
.n.D 3() P Tt A ==Eo & [Nember - P& Conditional Farmatting - iﬁ"lnsert - - ‘%Y H
2 _ [Z7 Format as Table = BxDelete -~ U]~

Foste BIU- - D-A- === EH- o 5-% 0 %% Gyl Bifomat- | & - s fnd®
Clipboard 1 Font A Alignment & Number A Styles Cells Editing ~
112616 - fel o v

A B C D E F G -

12605467 "201201201

12606467 "205205205

12607267 "260260260

12603467 262262262

12609467 270270270

12610267 "270270270

12611267 "a53453453

12612[267 "a6a160464

12613(467 ‘472474474

12614467 "Ss1581581

12615467 "sg1581581

12616 467 999999999 Diesel Vincent 43008

12617,

12618

12619

12620

12621

12622

12623

12624

12625

12626,

12627

Copy of 0AP033A SALARY TRAVEL 3 @ < v

Step

Action

56.

To return to TeamWorks minimize or close the Microsoft Excel window.

Click the Minimize button.

[c]& x
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0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year| 2017
Unit 46700 |Q
View Results

ENTITY CODE D LastName FirstName Middle Name: Suffix Job Code

Total Salary Amount

Total Travel Amount

Step

Action

57.

Users can change the parameters and run the report again or click on the tabs at the top of

their web browser window to run a different report.

0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year| 2017
Unit 46700 | Q
View Resuits

ENTITY CODE D LastName FirstName Middle Name: Suffix Job Code

Total Salary Amount

Total Travel Amount
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Step Action

58. Click here (https://www.surveymonkey.com/r/25KG2HH) to take a quick survey.

0AP033A_SALARY_TRAVEL - 0AP033A_SALARY_TRAVEL

Year| 2017
Unit 46700 | Q
View Results

ENTITY CODE D LastName FirstName Middle Name: Suffix Job Code Total Salary Amount Total Travel Amount

Step Action

59. Congratulations! You have completed running the Salary Travel report.
End of Procedure.
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