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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
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. O0APO33A_SALARY_TRAVEL - This query should be used to extract data for
uploading to the DOAA TIGA Salary and Travel website. The extracted data
represents salary and travel information for the primary PeopleSoft Business
Unit and does not include any employee data in which the ‘Related BU” field has
been populated with a business unit value other than the primary agency BU
(e.g, Primary BU = 40700 / Related BU = 40700).

2. 0AP033B_SALARY_TRAVEL _TOT- This query should be used to obtain
summary totals for Salary and Travel data for the primary PeopleSoft Business
Unit. The amounts are totals of the data from the 0AP033A query.

3. 0AP033C_SALARY_TRAVEL _ ATCH _AGY- This query should be used to
extract “Related BU” data for uploading to the DOAA TIGA Salary and Travel
website. If an agency has not updated the value in the “Related BU” field (i.e.,
no Related BU or attached agencies exist), there is no need to run this query.
The extracted data represents salary and travel information for any employee/s
data in which the ‘Related BU” field has been populated with a business unit
value other than the primary agency BU (e.g, Primary BU = 48400 / Related BU
=96000).

4. 0AP033D_ SALARY_TRAVEL _ ATCH_TOT - This query should be used to
obtain summary totals for Salary and Travel data for the attached agencies. The
amounts are totals of the data from the 0AP033C query described in step #3
above.
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Click the Search button.
6. | Verify the Query Name to execute, then click the Excel Link (Run to Excel).
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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 zave this file?

@ | Mame: 0APD3I3A_SALARY TRAVEL 16767 .xls |
-U] Type: Microsoft Office Excel 97-2003 Worksheet, 1.04MB

From: saofntst.state.ga.us

=i ][ Save ] [ Cancel |

| o | While files from the Intermet can be useful, gome files can potentially
g harrm wour computer. [F you dao nat trust the source, do not open or
S zave this file. What's the righ?
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12. | The File will open in Microsoft Excel.

Note (A): The Employee ID, Job Code, Salary Amount and Travel Amount columns
have been altered to prevent the display of sensitive data.

Note (B): Please be sure your formatting does not remove the “leading zeros” in the
Employee ID column.

O =D OAPO33A_SALARY_TRAVEL 23646[t].xls [Compatibility Mode] - Microsoft Excel S
i) il
~ Home | Insert Pagelajout  Formulas Datz Review  View @ - = x
= - 4 P | Bemlsert- | E -
B [aiaunicoden - 10~ [Ala [[[= [#] = | number 2 pjﬂ :_E‘ja L—:d Sl ; %? ﬁ
1 53 =: =] F* Delete ~ | [g]-
Paste (B 1 u-|E-|A - |[8 - % o |[%8 % | Conditional Format Cell _ Sertd Find&
- Farmatting ~ a5 Table ~ Styles - <27 Fiter~ Seleat™
Clipboard = Font ] Alignment & Number £l Styles Cells Editing

A B c D & F G H 1 [ 4
1 [oAPosaA_SALARY_TRAVEL | 12 I | I
2 [unit o JtastName  [FirstName  |Middle Name [Suffix[Job Code[Salary Amount [Travel AmountJunit |
3 [a0700 00123456 Chance Jo Ann T A1012 1000.00 100.00 40700
4 [40700 0123457 Warr Sandra A 50066 1000.00 00040700
5 (40700 "D0128458 Silas Sylvia J 'B1332 1000.00 0.00 40700
& 40700 ‘0123459 Bames Elizabeth P GES 1000.00 0.00 40700
7 [40700 0123460 Cooper Deborah Denise '81333 1000.00 00040700
8 10700 0123461 Walker Eloise D. "B1333 1000.00 0.00/40700
9 40700 0123462 Hill Toni Vanesta "B1332 1000.00 0.00/40700
10 (30700 0123463 Adams Henristta Dunn 'B1332 1000.00 00040700
11 20700 '00123464 Rogers Sandy R 31320 1000.00 0.00 20700
fa 'D0123465 Hudson Jeffrey e "81328 1000.00 100.00 20700
4 00123466 Tate Ellen Kaye "10801 1000.00 0.00 20700
a 0123467 McGaha Jehn David ‘B1aze 1000.00 0.0040700
4 'D0123468 Hampton Brian <] "81333 1000.00 0.0040700
c 0123469 Datta Ashok K ‘1320 1000.00 0.00/40700
4 00123470 Hall-Fretwell Debra v "B1332 1000.00 0.00 40700
T 00123471 Howell David Bansley "81332 1000.00 0.00 20700
& 00123472 Houswerth Richard H 81333 1000.00 0.00 40700
i "D0123473 Barber Genie owen ‘B133z 1000.00 00040700
4 0123474 Hoover Charles M "0801 1000.00 50.00 40700
4 0123475 Moore Marcia Lea "B1333 1000.00 00040700
i 00123476 Brown Janice Murray "81333 1000.00 0.0010700
et 0123477 King Timothy Edmund 31334 1000.00 0.0040700
4 00123478 King Frances A "81332 1000.00 0.0040700
"D0123478 Au-Yeung Grace 1212 100000 0 00f20700
00123480 Hayss Lavonia Casonia "0806 1000.00 0.00 40700
WA b M| Chartl | sheet1 T3 ] il
Ready | L

Aiswart| | @@ & 7| sme | @atte | D2 win <] i 2 e, o] Brerin | of s [[E Micros.. |- @ AT DR S DD 129mm
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Delete the Header rows (land 2) by highlighting the rows and right clicking the mouse. See
and select the Delete option.

D) Vi) = DAPO334_SALARY_TRAVEL 236461]xls [Compatibility Mode] - Microsoft Excel -=x

~— | Home | Insert Pagelayout  Formulas Dats Review  View @ - = x

s w— Sea - -

| j # | sl Unicode b - |10 ﬁ] ﬁ st =2 ﬁr [ﬁ |

Aty e———— 3% Delete ~ | 3]~

Paste Bz - Conditional Format _ Cell : Sort & Find & |
- == Formatting ~ a5 Table ~ Styles - || [ Format = || (2~ Fiter~ Select~ |

Styles | Cells Editing

Wstat| | @@ & » | o 5Me. | @atte.. | D2 wn

3 :: ;::y 188 Chance Jo Ann T At012 1000.00 wn,nu}ww
4 457 warr Sandra A 50065 1000.00 0.00 40700
5| | Baste 458 Silas Sylvia J 31333 1000.00 0.00720700

Es | Pecicspecel., 1459 Bames Elizabeth P B1333 1000.00 0.00/40700
7| | Inset 460 Cooper Deborah Deniss ‘81333 1000.00 0.00 %0700

8| Delete 481 walker Eloise D. IR 1000.00 0.00 30700
9 | clear Contents 462 Hill Toni Vanesta B1332 1000.00, 0.00740700

19 & Format cells. 1463 Adams Henrietta Dunn :51333 1000.00 D,DEIE!EI?DEI

Bl e, 464 Rogers Sandy R B3z 1000.00 0.00'40700
2| e 465 Hugson Jafrey e 13z 1000.00 100,00 40700

- 466 Tate Ellen Kaye 20801 1000.00 0.0020700

| Unhice l467 McGaha John David 81320 1000.00 0.00/40700
15 10700 00123468 Hampton Erian G "31333 1000.00 0.00720700

16 20700 0123469 Datta Ashok K ‘1320 1000.00 0.00/40700
17 (10700 "00123470 Hall-Fretwell Debra ¥ 81332 1000.00, 0.00/40700

18 fagro0 0122471 Howell David Bansley ‘B1332 1000.00 0.0040700
19 10700 00123472 Houswerth Richard H 81333 1000.00, 0.00/40700

20 o700 00128473 Barber Ganis owen "B1332 1000.00 0.00 20700

21 (30700 00123474 Hoover Charles M "s0801 1000.00 50.00 20700

22 0700 "00123475 Moore Marcia Lea 31333 1000.00 0.00 20700

23 f10700 00123476 Brown Janice Murray "31333 1000.00 0.00720700

24 20700 '00123477 King Timothy Edmund 31334 1000.00 0.00 20700

25 (40700 0123478 King Frances A "81332 1000.00 0.00/40700

26 [ag700 0123479 Au-Yeung Grace 1212 1000.00 0.00/40700

27 10700 00123480 Hayes Lavonia 0208 1000.00 0.0040700

WA b W[ Chartl | sheet1 /Fd 27 i
Ready | Count: 12

| 2 vier... o] @B 167,19, | o fscve... |[[& Micros... [3

A DB AW PO s0em
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14.

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

(= R s DAPO33A_SALARY TRAVEL 23646[1]xis [Compatibility Mode] - Micrasoft Excel B

- Home | Insert Page Layout  Formulas Data Review  View @ - = x
| _..‘j ;“ Arial Unicode b - (10~ | A A7 | \|$\ ‘E Text > E_E_'%f‘ H g Selnsert ~ ’): - ﬂ ﬁ

o = - - |[ By~ - e - - ] cond\;ona\ Farmat ? Refete E e Sort & Find &
: Fene < (i) IS =| =[5 % 0w Formatting ~ as Table v Styles~ || (5 Format = || ('™ Fifter~ Select~
||Clipbaard = Font = Alignment ] Number & Styles Cells Editing

| A e c | D | £ | F G H | | |4 |

A[:0700 00123456 Chance Jo AnnT. A1012 1000.00 100.00 40700

Z Lumu '00123457 Warr Sandra A "50066 1000.00° 0.00 10700

3 0700 00123458 Silas. Sylvia 3 21338 1000.00 0.00 20700 | @

4 10700 0123459 Bames Elizabeth P ‘81333 1000.00 0.0040700

6 [40700 'D0123460 Cooper Deborah Denise "81333 1000.00 0.0020700

6 [40700 'D0123461 Walker Eloise D. ‘1323 1000.00 0.0040700

7 l10700 "Do123462 Hil Toni Vanesta "B1332 1000.00 0.00 40700

8 (40700 0123463 Adams Henrietta Dunn 8133z 1000.00 0.00 40700

9 (10700 '00123464 Rogers Sandy R "31320 1000.00 0.00"10700

10 [40700 'D0123465 Hudson Jeffray 8 "B1328 1000.00 100.00 20700

11 [40700 00123466 Tate Ellen Kaye "s0801 1000.00 0.0030700

12 (40700 0123467 McGaha John David ‘B1aze 1000.00 0.0040700

13 120700 'D0123468 Hampton Brian G "81333 1000.00 0.0020700

14 (40700 0123469 Datta Ashok K 1320 1000.00 0.00 40700

15 (40700 "D0123470 Hall-Fretwell Debra v ‘1332 1000.00 0.0040700

16 [40700 00123471 Howell David Bansley ‘1332 1000.00 00030700

17 (40700 "D0123472 Housworth Richard H "B1333 1000.00 0.0040700

18 [40700 "D0123472 Barber Genie Owen ‘8133z 1000.00 0.0040700

19 [40700 00123474 Hoover Charles M 0801 1000.00 50.00 40700

20 (40700 0123475 Moore Marcia Lea '81333 1000.00 0.0040700

21 (40700 00123476 Brown Janice Murray "81333 1000.00 0.0040700

22 [40700 00123477 King Timothy Edmund 81334 1000.00 0.0040700
23 (10700 00123478 King Frances A "81332 1000.00 0.000700

24 [40700 "D0123479 Au-Yeung Grace 212 1000.00 00040700

25 140700 '00123480 Hayes Lavonia Casonia "10806 1000.00 0.0020700

26 [40700 "Do123481 Collins Leslie "0806 31570.08 0.00 40700

27 40700 00123482 Grimes Fatisha 5 31332 48409.92 0.00 40700
4y W[ Chartr | sheet1 ¥ 40T - I =

Ready | Average: 525 Count: 20 Sum: 2100

distart| | @G & *| L smen ] B4t -| D2 wine <] i 2 M. -] @B 16719, | oF fseve. [[[R ieros.. [ElE]

A DB AL YD e
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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.

E‘jj it Q) < OAPO33A_SALARY TRAVEL 23646[L]xIs [Compatibility Mode] - Microsoft Excel S
Home Insert Page Layout Formulas Data Review Wiew @ - 7 x

&

= = = = A [ sapans [ 5.

Arial Unicode b~ (10 - A a7 | [= S || Ten - Ej‘ iEIH [ | 57 %? ﬁ
: B = % Delete - || 3]

&3+ ||[8 - % o |[%5 ||| condtionat Format cen | Sort & Find &

=] |78 % Formatting ~ as Table v Styles - || (i) Format = || &0~ Fijter~ Select~

Paste - A
h i [ | [ A~
ste z |[Bls m [ Al

Clipboard ™ Font (Fi Alignment [ Number (ri Styles Cells Editing

A 8 c D £ F c | H | J
o4 20700 'D0123549 Gibbs Franklin F "B1333 1000.00 0.00 40700
95 0700 '00123550 Kreliner John R 81332 1000.00 0.00 20700
96 20700 00123551 Bradley Ellen K ‘1332 1000.00 0.00 20700
o7 40700 '00123852 Flores Alexys R "81329 1000.00 0.0030700
98 (40700 0123553 McCleary Charles w i A1012 1000.00 0.00 40700
99 (10700 0123554 Smajlovic Edin ‘81332 1000.00 10.00 40700
100 (40700 '00123565 Hemandez Eduardo Eddie 81020 1000.00 0.00 20700
101 40700 'D0123586 Jenkins Terrence L "B1332 1000.00 0.00 20700
102 (40700 '00123557 Day Ezra H "80147 1000.00 0.00/20700
10320700 "D0123558 Miller Leonard D "B1320 1000.00 0.00 40700
104 (40700 00123569 Gandy Sinetra B "16000 1000.00 0.00 20700
105 (40700 00123560 Mohamed Ibrahim Umar 81320 1000.00 0.00 20700
106 (40700 '00123861 Chunduru Jayakameswara R "81329 1000.00 0.0040700
107 (20700 0123562 Robers Marilyn D "a0237 1000.00 0.00 40700
108 30700 0123563 Omotoso Fotimi A "0820 1000.00 100.00 30700
109 (40700 '00123564 Tawaalai Ageel A "81320 1000.00 0.0020700
11040700 00123865 Hogan Mary M "10829 1000.00 0.0040700
111 40700 '001238566 Williams Vermnica L "81333 1000.00 0.0030700
11220700 "o123567 Griffin Greg s "0818 1000.00 100.00 20700
11320700 "Do123568 Falmer Christina R "0802 1000.00 0.0040700
11440700 00123569 Williams Dina M. "10801 1000.00 0.00 20700
11520700 0123570 Martins Kristin w "0801 1000.00 100.00 40700
11640700 "00123571 Hil Sharon w "10801 1000.00 0.0020700
11720700 0123572 Jakkilinki Raja Sekhar "B1320 1000.00 0.00 40700
11830700 "D0123573 Skelton Thomas Alan A1012 1000.00 0.0040700
119
120
W4 » W[ Charti | sheet1 <3 0t L
Ready

Wistat| | @ @ & 7| smen | @anten. | Dzwin o] @2 Ma. <] @Bi1s7.102. | @ Fswea.., [ Micros... [CoASr R~ I YD zmrm

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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"ﬁ-; H L ¥ DAPO334_SALARY_TRAVEL 23646[L].xIs [Compatibility Mode] rosoft Excel -gXx
-ﬁ Home Insert Page Layout Formulas Data Review View © - = X
=y - + = s = = fj iﬁﬁ [ g || Galnsert = || X %?
B Arial Unicode v .“m [ ieal )] [®~| |Zi | cenera £ L__“d | Lﬁ
) CEE =TS o [ | ot et G| | - B

Clipbaard & Font = Alignment 5] Number Styles Celis Editing

A s g | D | £ FE|l & | H | ||

94 40700 00123548 Gibbs Frankiin IG G 1000.00 0.00'40700 |

95 [10700 "D0123550 Kreliner John R ‘1332 1000.00 00030700

96 [40700 0123551 Bradley Ellen K "B1332 1000.00 0.0040700

97 [10700 "Do123552 Flores Alexys R 81320 1000.00 0.0040700

98 (40700 "D0123853 McCleary Charles w i A1012 1000.00 0.00 40700

99 [40700 "Do123554 Smajiovic Edin ‘81332 1000.00 10.00 40700

10020700 "D0123585 Hemandez Eduardo Eddie "31080 1000.00 0.00/40700

10120700 "D0123556 Jenkins Temence L "B1332 1000.00 0.0040700

10230700 "D0123557 Day Ezra H 'B0147 1000.00 0.00 40700

10340700 ‘0123858 Miller Leonard D 31320 1000.00 0.00 %0700

10420700 "D0123559 Gandy Sinetra s "16099 1000.00 0.0040700

10520700 "D0123560 Mohamed Ibrahim Umar "81320 1000.00 0.00 30700

10640700 0123561 Chunduru Jayakameswara R "B1320 1000.00 0.0040700

107 20700 "Do123562 Roberts Marilyn D "a0237 1000.00 0.00 40700

10820700 0123863 Omotoso Rotimi A "0829 1000.00 100.00 40700

108 20700 '00123564 Tawaalai Ageel A ‘1320 1000.00 0.00 40700

110 20700 00123565 Hogan Mary M "10829 1000.00 0.0020700

11140700 00123566 Williams Verica L 31333 1000.00 0.00 40700

11230700 "Do123567 Grirfin Greg B 0818 1000.00 100.00 40700

11320700 "Do123568 Palmer Christina R "0803 1000.00 00040700

11420700 0123569 Williams Dina M. "0801 1000.00 0.0040700

11520700 0123570 Martins Kristin w "0801 1000.00 100.00 40700

11640700 "D0123571 Hil Sharan w 0801 1000.00 0.00 40700

11740700 "Do123572 Jakkilini Raja Seknar "B1320 1000.00 0.0040700

11820700 00123572 Skelion Thomas Alan A1012 1000.00 0.00 30700

118 40700 00123574 Doe Jane M 81329 200.00 0.00°40700]

120

W 4 b W] Chartl | sheet1 /%] [ m

Ready Average: 13633.33333 Count:9  Sum: 40900

Bstat| | @@ & 7| 6. | @ame.. | D2wn. o] @2t o] Brenise.| @ fsawes... [ 2 Micr.. - ‘ v

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.

i Sl DB WP D, 02em
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16. | To save as a CSV file, Click the MS Office Button and navigate to: Save As -> Excel 97-
2003 Workbook icon

WEL_20033[1].xls [Compatibility Mode] - Microsoft Excel - =2 X
View @ - ™ x
Save a copy of the doa - = - r |
0w E— N
Excel Workbook S || ok pejete + ik
~ Save the file as an Excel Workbook, -l % H(.ﬂ.g || conditional Format  Cell ||y, ~ Sort& Finda
7 Cpen 08 >211| Formatting - as Table - Styles~ | (2l Format = || 2~ Fitter~ Select~
. (& 1y Excel Macro-Enabled Workbook i himbee 0 Syles Crlis Fitino
B convert [E30 save the workbook inthe XML-based and
E - macro-enabled file format.
s D | E | E | G H | | Ll
s [ Decimay i Ann T "12345 1000.00 50.00 40700
Save muen| Save the workbook in a binary file format nT. & .|
optimized for fast loading and saving. ndra A 2346 1000.00 50.0040700
H‘ caves | » | [ Excel 97-2003 Workbook Ivia g "12347 1000.00 0.00'30700
Toul | Save a copy of the warkbook that is fully b v |/
| T || zanetn P fass 1000.00 0 0030700
@ print > borah Denise 12340 1000.00 0.00/20700
’ H ise D. "12350 1000.00 50.00 40700
» i Vanesta "12351 1000.00 50.00 30700
%7 Prepare ¥ 2 v, r
_Lé i i ot B s nrietta Dunn 2352 1000.00 500020700
; nay R 12353 1000.00 50.00 40700
@ Send > Other Formats frey 3 "12354 1000.00 50.0020700
Open the Save As dialog box to select from =n Kaye '12355 1000.00 50, 00'40700
e all passible file types, F ¥ E -
A publisn » n David 12366 1000.00 0.00 40700
an < "12357 1000.00 0.00/30700
t_T s hok K "12358 1000.00 0.0040700
i bra Y "12350 1000.00 0.00 40700
8 Excel Options || X Exit Excel | ¥id Bansley :12350 1000.00 o.oozwmo
Trurow OO TZ5a00" Fachard H 12367 1000.00 0.00 40700
18 (20700 0123456 Barber Genie Owen "12362 1000.00 500040700
19 (20700 0123456 Hoover Charles M "12363 1000.00 00040700
20 [10700 "D0123456 Moore Marcia Lea "12354 1000.00 50.0040700
21 40700 "D0123456 Brovn Janice Murray "2385 1000.00 0.00 %0700
zzrﬂwuu '00123456 King Timothy Edmund "12366 1000.00 0.00/40700
23 30700 "Do123456 King Frances A "12367 1000.00 0.00 30700
- v v r
24 [40700 00123486 Au-Yeung Grace 12368 1000.00 50.00 40700

25

|- —
H 4> ]| sheet1l <FJ
Ready |

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 As |1]§\
Save in: | D My Documnents b | Q—y |_3 x (]
L'_.b Faiint Mame = Size | Type Drate Modified
=) Downloads File Folder &f22/2010 4:25 PM
@ Deskkop My Data Sources File Folder 4112010 8:40 AM
| IC3My Fragments File Folder 6/24/2010 2:11 PM
=y My - "
I'BD ILﬁMy Music File Folder 3126/2010 11:45 AM
ocuments =
7(7 IﬂMy Pictures File Folder Ff26/2010 11:45 AM
Cgmputar |EMV Videos File Falder 614/2010 6:13 PM
9 My Network XLl naPO33A_SALARY_TRAVEL_18698(1).cov 365 KB Microsoft Office Exc...  7/1{2010 12:01 PM
Flaces
File name: DAPO334_SALARY TRAVEL_20033(1).cov v |
Save as bype!

Choose a folder where the file will reside and select the Save As type = “CSV (Comma
delimited)” then click Save.
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18. | The following message box appears. Click Yes.
Microsoft Office Excel
0APO3SA_SALARY _TRAVEL_Z0410{1).csv may contain features that are not compatible with C3% (Comma
. delimited). Do vou want to keep the workbook in this Format?
_‘l\) + To keep this format, which leaves ouk any incompatible Features, dick Yes,
« To preserve the features, click Mo, Then save a copy in the latest Excel Farmat,
» To see what might be lost, click Help,
| Ves [ ] ] [ 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.

B APO33A_SALARY TRAVEL 20033(1).csv - Motepad
File Edit Format Wiew Help

40700, 00123456, Chance, 10, Ann T.,,12345,1000.00, 50. 00, 40700
40700,00123456,warr, sandra, 4, ,12346,1000,00, 50, 00,40700

40700, 00123456,517as, sylvia, 1., ,12347,1000.00,0.00,40700
40700, 00123456, Barnes, Elizabeth, P, ,12348,1000, 00, 0. 00,40700
40700,00123456, Cooper, bebhorah, Denise, ,1234%,1000. 00, 0. 00,40700
40700,00123456,walker,Eloise,D.,,12350,1000. 00, 50, 00,40700
40700, 00123456, H171, Tont, vanesta, ,12351,1000. 00, 50. 00, 40700
40700, 00123456, Adams, Henrietta, bunn, ,12352,1000.00, 50. 00, 40700
40?00,00123456,R03ers,Sandy,R,,12353,1000.00,50.00,40700
40700, 000123456, Hudson, 1effrey,c, ,12354,1000. 00, 50. 00, 40700
40700, 00123456, Tate, E17en, Kaye, ,12355,1000, 00, 50.00,40700
40700, 00123456, McGaha, John, David,,12356,1000. 00,0, 00, 40700
40700, 00123456, Hampton, Brian, s, ,12357, 1000, 00,0, 00,40700
40700, 00123456, Datta, ashok, k, ,12358,1000. 00, 0. 00, 40700

40700, 00123456, Hal1-Fretweall, Debra,¥,,12359,1000.00, 0. 00, 40700
40700,00123456, Howe 11, David, Bansley, ,12360,1000,00,0.00,40700
40700, 00123456, Housworth, Richard, H, , 12361, 1000. 00, 0. 00, 40700
40700, 00123456, Barber, cenie, owen, ,12362,1000. 00, 50. 00, 40700
40700, 00123456, Hoover,Charles,M, ,12363,1000, 00, 0. 00, 40700
40700,00123456,mM0ore, 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, A, ,12367,1000.00,0.00,40700

40700, 00123456, AU-Yeuny, 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 the query results will reflect the primary business unit in the “Unit” column. This field
will need to be updated to agree with the value in the “Related BU” column (See Step 22
below).

{7 Query Viewer - Windows Internet Explorer =]
@: e state.ga. PLOVEE/ERP/c/QUERY_MANAGER. QUERY_VIEWER, GBL7FolderPath=pORT, ™| 4 | ¢3 | K| [Live search |2~

File  Edt View Favortes Tools  Help

A @ Query visver — g T .'\_7|:|‘ ﬂj

| & |[## ][ %[ v search

& hitpsijisacftst. state. ga.usipsc/fcmst_3/EMPLOYEEERP{q/?ICACtion=:

File Edit View Favorites Tools Help

‘endors = = =
B E ; - B - - & =
. Purchasing =] & & (& https://sacintst state.ga.us/pscifsemtst_3/EMPLOYE..., | | ] o - | Page v (05 Tooks
> eProcurement J =]
(> Services Procurement Year:

> Saurcing it [

> Project Costing

[> Billing View Results
(> Accounts Receivable

[ Accounts Payahle
> Custom Accounts Payable
1 Salary Travel Per Diem
> Asset Management
1> Banking
1> Cash Management
(- Commitment Cantrol
> General Ledger
> Allocations
> SCM Integrations
(> SetUp Financials/Supply
Chain
> Enterprise Components
> Worklist
> Tree Manager
[~ Reporting Tools
= Query
— Query Manager
— Schedule Quer
- Report Manager
- PeapleTools
(> Fund Source Distribution
(> Labor Distribution
|- Change My Password
[ Ly Personalizations
|- Ll Systern Profile
- My Dictionary B =l

IPeeps ffsacttss scate. gausfpscifscmes: I I O T [®ww -

Wstat| | @@ & 7| L1ome. |[Eamte. - D2wn. -] Brerise..| Fbscores... | 72 e o] B aobaid... | v @ A& DA PO, anzpu

| Midde Name | Sufx | Job Code | Salary Amount | Travel Amount

Enter the appropriate

Fiscal Year and the
primary business unit
number and click the
“View Results” button.
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The File Download message will then appear. Select the option to "Open” the file.

Query Yiewer - Windows Internet Explorer

(&) [&] https: state.ga. PLOVEE/ERP/CQUERY_MANAGER. QUERY_VIEWER, GBL7Folderath=pORT. ™| £ | 43| x| [Live search

Fie Edt View Favortes Tools  Help

A @ query Visver

[en f r B |
{0 ] hitpsi/jsanfrist.state. ga. usfpsc/fsemtst_3JEMPLOYEEJERPYaf7ICAcon=

File Edi View Favorites Tools  Help
(> Vendors

[ Purchasing W g Siarecting, | |
- eProcurement Fie Doanaa x|
I Services Procurement
> Sourcing e
?
& Froject Costing Do you want to open or save this file
© Billing
R e bt = Name: 0APDI3C_SALARY_TRAVEL_ATCH_AGY_10327.xls
[+ Accounts Payable I Type: Micrasoft Office Excel 97-2003 Warksheet, 10.5¢8
> Custom Accounts Fayable

[» Salary Travel Per Diem Salary Amoun Travel Amount

> Asset Management

5 Banking Open save | [ Cencel |

(> Cash Management

1> Commitment Contral

> General Ledger

[ Allocations @ :«'Me files fram the: Ir\‘lfemeldcar\ lie[ usteml, some Mej canlnolential\y
rm oL compLte, 1F you do ot trust the source, da not open or

E gg{”’l‘.ll:t;:[;'\icn\;\.ﬁstsupply aove e w ’

Chain

> Enterprise Components

> Workist

> Tree Manager

[~ Reporting Tools

= Query

Jananer
— Schedule Query

- Repon Manager

[ PeopleTools

(> Fund Source Distribution

1 Labor Distribution

- Change My Password

[~ Lly Personalizations

- My System Profile

— iy Dictionary B =l

T & from site: https://sacFnist,stat fsamest_afempLoy | [ [ [ [
Bstat| | @@ & » | tove. | [@amte. - Dzwn. -] @Bierase.| o fsemvea.., | (62 M. o] B 300 ad | [

Inkernet [# 100 ~

Sl S DR AW PO, sosem
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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.

() 9~ o ¥ 0APOI3C_SALARY TRAVEL ATCH_AGY_103271].ls [Compatibility Made] - Microsoft Excel S
a
j Home | Inset  Pagelsyout  Formulas  Dasta  Review  View © - = x

(LR | g 2T @

% Delete ~
o5 Ml | st [ |1 | - P
Clipbaard & Font = Alignment (5] Number = Styles Cells Editing
A = c | b | E Ll & | H i J 1]
1 [oAPD33C_SALARY_TRAVEL_ATCH_| =
2 [Unit i [LastName]FirstName[Middle Name |[Suffix|Job Code|Salary Amount[Travel Amount [Related BU||
3 (48400 00987654 McFalls  Timothy ADD4B 100.00 10.00 96000
4 [18400 "D0987655 Rhodenizer Carl AD048 100.00 50.00 36000
5 [tad00 JGiae5s Stapleton  W. M. ADD4B 100.00 100.00 85000

-:] & [avai Unicoden - J10. ~ [l

e A
sste e[ A
ste 4 |[B 2 T -fEo- A |

@
i

24
25
26
a7

4 4 b H| sheet1 <FJ [ m
Ready [

(=] = i
Bstat| | @@ & 7| 10w | @amte.| D2 wn. o] Breris.. | o fsme... [R5 vic., - ) Jsbaid... | [2 @ S IR~ APD. a13mm
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The “Unit” column should be updated to reflect the value in the “Related BU” field.

s [Compatibility Mode] - Micrasoft Excel

; Seem—|
K5
o | [ | o Fort o
Font ] Styles

A B c | b E Ll s | H | J E
i [0AP033C_SALARY_TRAVEL_ATCH_| 3
2 [unit Jio
0098’ McFalls Timethy
‘oss odenizer Car
'D0987656 Stapleton W

OAPD

=

do-c- -

Inzert

RY_TRAVEL ATCH_AGY

J @ - = x
3 -
i {
-
Sort & Find &
27 Filter~ Select™
Editing

Home Page layout  Formulas Data Review  View

&

= Sratnsert -
=i || General - .

A A

Arial Unicode v = |10

5% Delete ~
15 Format -

Cells

Gy
aste

- 7
Clipboard =

Alignment & Number £l

|Lasthame [FirstName [Middie Name [Suffix|Job Code|Salary Amount [Travel Amount [Related BU||
ADD4E 100.00 10.00 96000
100.00 50.00/96000
100.00 100.00 8000

ADO48
M. ADD4R

1
W 4 » | sheetr <¥J [T I
i =0 e V0

Pstan| | @@ & 7| 10w | @3nie | D2 win. | Brezon. | e, [Ramie. - Eonad. | [ @ S0 PRI PD atemm

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.

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 (OAP033B_ SALARY_TRAVEL_TOT and
0APO033D_ SALARY_TRAVEL_ATCH_TOT) to provide summary totals for the detail
information from the 0APO33A_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 0OAP033A_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 Viewer - Windows Internet Explorer =S
@‘\/ s+ [ heps: state.ga. IPLOVEE/ERP/c/QUERY_MANAGER. QUERY _VIEWER GBL7FolderPath=PORT, =] & | ¢2 | & | [uive search Pl
Fle Edt View Favortes Tools Help

E A @ Query isver —]

/ /saofntst.state.ga.us/psc/fscmtst_d/EMPLOYEE/ERP/q/2ICAckion=1CQr yNameExcel

D/ =[]
| hetpsijisaofrtst.state.ga.usipsc/fscmtst_4/EMPLOYEE/ERPInfZICAction=7| 4 || 42| X | [ive Searcn P>

File Edt wiew Favorites Tools Help

- Vendors

> Purchasing B S5 @ @ https:/jsaonist state.ga.us/pscifscmst_4/EMPLOYE.. | | 3 - B - dm - b Page - (GiTooks -

1 Services Procurement
> Sourcing
[ Project Costing
& Billing
[ Accounts Receivable
(> Accounts Payable
> Custom Accounts Payable
(> Salary Travel Per Diem
> Asset lanagement
1> Banking
(> Cash Management
1> Commitment Contral
> General Ledger
[* Allocations
(- SCM Integrations
1 Set Up Financials/Supply

Chain
(> Enterprise Camponents
> Worklist
> Tres Manager
k> Reporting Tools

= Query

— Quer Manager
— Schedule Query

- Report Manager
[ PeopleTools
> Fund Source Distribution
1 Labor Distribution
— Change My Password
[~ Lly Personalizations
- My System Profile -

|- My Dictionary -

> ePracurement — '—D =]

unit: Q
View Results

T T Lot mcuet ]

i 5

=

Dane

R

[T T @ mtemet

Bsart| | @@ & 7| o c|[Seme. - D2 wn. | @rszis. | Frame.. | Ks8| [ D @i S DR WP c2eem

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.

o HS ) 0APD33B_SALARY_TRAVEL_TOT_7867[1]:xls [Compatibility Made] - Microsoft Excel R
a

Home | Inset  Pagelajout  Formulas  Data  Review  View @- o x
= - | g=lnset | E -
General - ﬂ :E:H = | s Lﬁ
B ¥ Delete - | (3]~

G- [$ - % (%8 M| Condtional Fomat Ccell | ., Sort & Find &
= a8 53 Formatting ~ as Table v Styles = || (2l Format ~ || 2~ Fifter~ Select -

Clipboard Font ) Alignment ) Number = Styles Celis Editing

B b el Unicoge v~ 10~ |[A | [F =

2 —
ot 7|22 U-||E-| - A=

A ) B | & D £ £ G H J K i
1 [0AP033B_SALARY_TRAVEL_TOT | 1
2 [unit |satary Amount[Travel Amountunit |
3 [40700 118000.00 800.00/40700

4
5
G —
i
8

@
i

25

26

27

W 4 b W] sheett ~FJ [T m
|

Ready

dstar] | @G @ | 0w ] @are.s] Dzwn. | @isnte. | o feome [ 4 Micw - 530 ad.. | EeE S nET R L) 6:33FM

26.

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

End of Procedure.
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