Job Aid - Review and Edit Salary and Travel Data: Salary and Travel

Queries and CSV Conversion
Date Created: 06/30/2016 Reviewed: June 2016

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.

0APO33A_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).

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.

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).

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

Favorites - Main Menu~ » Reporting Tools = » Query -~ » Query Viewer
TeamWorﬁs F591SAND
Query Viewer

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

*Search By [query Name v begins with 0APD33
Search Advanced Search
Search Results
*Folder View | — Al Folders — v
N :

Query Personalize | Find | View All | H First ] 1-40f 4 B | ast
Query Name Description Owner Folder ﬁ#a:o E:getlo 2;?_‘0 Schedule :::otr?hes
OAPD33A_SALARY_TRAVEL DAPO334_SALARY_TRAVEL Public HTML Excel XML  Schedule Favorite
OAPD336_SALARY_TRAVEL_TOT DAPO33B_SALARY_TRAVEL _TOT Public HTML Excel XML  Schedule Favorite
OAPDIIC_SALARY_TRAVEL_ATCH_AGY DAPO33C_SALARY_TRAVEL ATCH_AGY Public HTML Excel ¥ML  Scheduls Favorite
OAPD33D_SALARY_TRAVEL_ATCH_TOT DAPO33D_SALARY_TRAVEL_ATCH_TOT Public HTML Excel XML  Schedule Favorite

I My Favorite Queries

Clear Favorites List

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

OAPOS3A_SALARY TRAVEL - 0APO3A_SALARY TRAVEL

Yer ]
Unit Q

View Results

ENTITY CODE 1] LastName Firsthame Middle Name Suffix Job Code Total Salary Amount Total Travel Amount
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Enter the applicable Fiscal Year for the desired Salary and Travel data.

8.
Enter the applicable Business Unit for Salary and Travel data, or use the prompt icon to
9. | verify the desired valid Business Unit.
10. | Click View Results Link.
The File Download page is displayed. Click Open
11.

File Download

Do you want to open or save this file?

@ Mame: 0APO334A_SALARY TRAVEL 18767 .xls
-'J] Type: Microsaft Office Excel 97-2003 Warksheet, 1.04MB

From: saofntst.state.ga.us

Open ][ Save ] | Cancel |

I i | While files fram the Intermet can be uzeful, zome filez can potentially
e harm vour computer. IF you do not brugt the zource, do not open or
S zave this file. What's the rigk?

X
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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.

1] [Compatibility mmercial use

Home Insert Page Layout Formulas Data Review View
3 iz:;y Aarial Unicode N - (10 ~ || AT &7 | [= S Wrap Text Text - E "Eg'd' l__:ﬂ‘ jm :}r\ _;‘J El:t‘iltfsum - %? lﬁ
T rama e P | e coe | o G| it [t | e s || o, 208 0
Clipboard ir) Font. ir} Alignment i) Number [F] Styles Cells Editing
| AL ~( £ | 0APO33A_SALARY_TRAVEL
A B & D E F G H 1 J K
1 \ SALARY_TRAVEL || 127
2 |[ENTITY CODE JiD |LastName |FirstName  [middie Name [Suffix]Job Code]Total Satary Amount |[Total Travel Amount |
3 [a07 00123456 Chance Jo Ann T. A1012 10000.00 0.00
4 [ao7 00128457 war Sandra A 0066 10000.00 0.00
5 [a07 00128458 Silas Sylvia & ‘81233 10000.00 0.00
6 [a07 00128459 Cannon Rhonda M. 20002 10000.00 0.00
7 [a07 "00123460 Bames Elizabeth P GRS 10000.00 0.00
8 [a07 "00123461 Cooper Deborah Denise 81233 10000.00 100.00
9 [a07 00123462 Walker Eloise D 81233 10000.00 0.00
10 [a07 "00123463 Hill Toni Vanesta "1332 10000.00 0.00
11 [07 00123464 Adams Henrietta Dunn ‘81333 10000.00 0.00
12 407 "00123465 Rogers Sandy R 81320 10000.00 0.00
13 (407 "00123466 Mobley Regina L "41104 10000.00 0.00
14 [a07 00123467 Hudson Jeffrey c ‘81328 10000.00 0.00
15 [a07 00123468 Tate Ellen Kaye "40801 10000.00 0.00
16 [a07 00123468 McGana Jonn David ‘1320 10000.00 0.00
17 [a07 "00128470 Richie Sharon Marshall "0619 10000.00 0.00
18 [a07 00128471 Hampton Brian G G 10000.00 0.00
19 [a07 "00123472 Datta Ashok K 81320 10000.00 0.00
20 [a07 "00128473 Hall-Fretwell Debra ¥ 81232 10000.00 0.00
21 [a07 00123474 Howell David Bansley ‘1232 10000.00 0.00
22 [a07 "00123475 Housworth Richard H "81333 10000.00 0.00
23 [a07 00123476 Barber Genie Owen ‘81332 10000.00 0.00
WA W] Chart2 Chartl | sheet1“%J = m
fntst.state.ga.us/ psc/fs /o 7ICAction=ICQryNameEx

A 2~ 7 7 SeachResuls Vs 7= Query Viewer - Win... || 72 https//saointst st T Job Aid for 2010 521 "Gl OAPO33A SALARY . W oar033A SALARY.. | WEEI® 3 1155PM
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13.

Delete the Header rows (1and 2) by highlighting the rows and right clicking the mouse. See
and select the Delete option.

ommercial use

Home | Insert Page layout  Formulas Data Review  View 9-7X
B * i Arial Unicode b+ 110~ IA‘ x| | ;Wrap Text Text i ﬂ % ;ﬂ“ jm r D %? lﬁ
~— 33 Copy — = = ™ | Fill
Pt Fometranter | PP [5- A = E 55| EMergeuCenters | § - % o[58 é",ﬂ'ﬂf’ﬂ”;'. s stﬁe‘:‘ N
Clipboard F] Font i Alignment {Fl Number i Styles Cells Editing
L e TR = 1D SALARY TRAVEL
1m1 e A-HAE C D E B G H J K L
= L el
By "= |iastName  [FirstName |Middle Name|Suffix [Job Code [Total Salary Amount |Total Travel Amaunt | |
Hlo 56 Chance I AT, ATD12 10000.00 0.00 3
A 7 War Sandra A 50085 10000.00 0.00
5| maste 58 Sias Sylvia L 1333 10000.00 0.00
g | Poste dpecial. 9 Cannon Rhonda M. "30002 10000.00 0.00
7| et 50 Bames Eizabeth P 1333 10000.00 0.00
8 Delete 61 Cooper Deborah Denise 31333 10000.00 100.00
9 e Contents 52 Walker Eiise D. 1333 10000.00 0.00
N roace 63 Hil Toni Vanesta :81332 10000.00 0.00
1 x 64 Adams Henrigfta Dunn 81333 10000.00 0.00
Row Height.., ¥
7 | 65 Rogers Sandy R 31329 10000.00 0.00
1 | e 56 Mobley Regina L g 10000.00 0.00
14]_ | Unhide 67 Hudson Jeffrey c 1328 10000.00 0.00
15 407 ‘00122468 Tate Ellen Kaye 100t 10000.00 0.00
16 407 00123469 McGaha John David 31329 10000.00 0.00
17 a7 00122470 Richie Sharon Marshall "os19 10000.00 0.00
18 o7 00122471 Hampton Brian G 1333 10000.00 0.00
19 07 00122472 Datta Ashok K 31329 10000.00 0.00
20 07 012473 HalFretvell  Debra Y 31332 10000.00 0.00
21 107 00123474 Howel David Bansley 1332 10000.00 0.00
» [ 00122475 Housworih Richard H 1333 10000.00 0.00
2 107 00123476 Barter Genie Ovien 1332 10000.00 0.00
WA ¥ 0] Crar2 7 Chatt | sheett /51 2 : - [
Ready_

" Search Resuls - Ya.. ey Viewer - Win.., | /2 ofntststz. | U Job Aicfor20105al.. | G DAPO33A SALARY..
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14.

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

Compatibility Mode] - Microsoft

non-commercial use

Home | Insert  Pagelayout  Formulas  Data  Review  View @ -F
= b Aotk -0 [ dlE == (= : }ﬂ W m = ;J % Autosun - %? ﬂil?l
A Arial Unicode =110 = 1A A7[|| = (9| | SivrepTed Text g Pijd I_—‘ﬂ‘ a _f‘ | ﬂF‘"'
Pt T | BT (G- Ax | H{Merge & Center = | | § % o (1% 5 Eg’":;:'g;”;'_ af‘%ggf:' Stjli‘s' AR BN i éw‘\,tretravt SF‘eTedct&'
Clipboard ] Font ] Alignment IF) HNumber 7 Styles Cells Editing
\ M k| wr
A B 5 D B ER H J K L
1 407 00123456 Chance I AT, A1012 10000.00 0.00
2 | 0123467 War Sanina A o6 10000.00 000
3 [407 00123458 Silas Syivia J. 31333 10000.00 0.00 @
4 fao7 10123459 Cannon Rhonda M. 002 10000.00 0.00
5 107 10123460 Bames Bizabeth P a3 10000.00 0.00
6 [407 00123461 Cooper Deborah Denise 1133 10000.00 10000
7 a7 0123462 Walker Eloise D. a3 10000.00 0.00
8 107 0123463 Hil Toni Vanesta (I 10000.00 0.00
9 [107 0123484 Adams Herrietta Dunn 1133 10000.00 0.00
10 [a07 0123465 Rogers Sandy R a9 10000.00 0.00
11 407 110123486 Mobley Regina L "1 10000.00 0.00
12 [ao7 0123467 Hudson Jeffiey ¢ 1328 10000.00 0.00
13 [a07 0123468 Tate Ellen Kaye "en1 10000.00 0.00
14 [ao7 0123469 McGara John David 11329 10000.00 0.00
15 [407 0123470 Richie Sharon Marshall 19 10000.00 0.00
16 [407 0123471 Hampton Biian G 3 10000.00 0.00
17 [aor 0123472 Datta Ashok K 11329 10000.00 0.00
18 407 00123473 HalFretwel  Debra ¥ (I 10000.00 0.00
19 [407 012347 Hovel David Bansley e 10000.00 0.00
20 (407 0012475 Housworh  Richard H (I 10000.00 0.00
21 [407 10123476 Barber Genie Oven (I 10000.00 0.00
2 o 1029253 Moore Marcia Lea 1133 5936754 0.00
7 (a7 020409 Brown Janice Muray a3 8390149 0.00
H *" M Chart2  Chartl sheetl, 7 ' m jj

Ready

" Search Resuts - Yau,

7> Query Viewer - Win,,

2 Job Aid for 2010 52
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15.

If an additional row of data is needed to add employee information for salary or travel data
which was not reflected in PeopleSoft, it can be added to the Excel file for TIGA reporting.

Within the Excel file, scroll to the last populated row of data, all new rows should be added at

this point.
DAP033A_SALARY WVEL_5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use
- Home | Inset  Pagelayout  Formulas  Data  Review  View @ - = x
20 T I - -
iz;y Arial Unicode b+ |10~ | A° A7[ |5 |®| | SiWrapTet Number . }g ,ﬁj& ;:;‘dl jl:\] _f‘ ;:J‘tfgum %? lﬁ
" ramanens (BB O o (BTG rsu ot o1 o oo, gt e
Clipboard irl Font il Alignment £} Number irl Styles Cells Editing
\ 120 - &0
A B C D E F G H J K L =
108407 ‘00123563 Smajovic Edin 81332 10000.00 0.00
100407 00123564 Hemandez Eduardo Eddie 31080 10000.00 0.00
110407 "00123565 Jenkins Temence L 81332 10000.00 0.00
1111407 ‘00123566 Day Ezra H B0147 10000.00 0.00
112407 "00123567 Ganay Sinetra s "16029 10000.00 0.00
1131207 00123568 Mohamed lorahim Umar 1320 10000.00 0.00
114407 00123569 Chunduru Jayakameswara R 81320 10000.00 0.00
116407 00123570 Roberts Marityn D Taoza7 10000.00 0.00
116407 00123571 Omotoso Rotimi A 0820 10000.00 0.00
117407 00123572 Tawaalai Ageel A 1320 10000.00 0.00
118407 00123573 williams Vernica ! 81333 10000.00 0.00
118207 ‘00123574 Griffin Greg s T0g18 10000.00 100.00
120(407 00123575 Paimer Christina R 0803 1000000 0.00)
121207 00123576 wiliams Dina M. 0801 10000.00 om0
122407 00123577 Marting Kristin w 40801 10000.00 0.00
123207 ‘00123578 Hin Sharon w 0801 10000.00 0.00
124407 00123579 Jakkilinki Raja Sekhar 81320 10000.00 0.00
125407 00123580 Skelton Thomas Alan Al012 10000.00 0.00
126407 ‘00123581 PERGL PATRICIA %0916 10000.00 0.00
127 407 00123582 Diddige Naveen Kumar 1320 10000.00 0.00
128
129
130
W 4 M| Chart2 Chartl | sheetl /%] [l m
Ready

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.

" Search Results - Y...

= Query Viewer - Win...

"~ https://saofnst sta...

Job Aid for 2010 Sal...
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RY_TRAVEL_5738[1] [Compatibility Mode] -

Microsoft Excel non-commercial use

Home | Inset  Pagelayout  Formulas  Data  Review  View 9-9x
uj :E:;y wrial Unicode b+ (10~ | A" 47| = =||8| | SiWrapTed General ' rg :Jgé‘ gdl :jm :lf‘ ;J ;;\:‘tfum' %T lﬁ
Pa'ste JFormatPamter i e m&'A'I = ! gleevge&Center' il L I%r:m?nnga" af%;’g\aet' St;\eels" Ins'ert DeI'ete Fov'mat { Clear~ é\‘\]tretva" SF‘eTedctSi

Clipboard r} Font fi Alignment I Number Il Styles Cells Editing
| s v AL
A B ¢ D E G H J K L
108407 0123663 Smajovic  Edin #1332 10000.00 000
100407 0123564 Hemandez  Eduardo Eddie 1080 10000.00 0.00
o407 0123565 Jenkins Terence L 33 10000.00 0.00
11407 0123565 Day Ema H 80147 10000.00 0.00
12407 0122567 Gandy Sinetra 5 6009 10000.00 0.00
13007 00123568 Mohamed lorahim Unar 1329 10000.00 0.00
114407 00123569 Chunduru Jayakameswara R B1329 10000.00 000
115407 00123570 Roterts Marilyn D w2 10000.00 000
116407 00123571 Omotoso Rotimi A g2 10000.00 0.00
17407 0123572 Tavwaala Ageel A 329 10000.00 0.00
18407 0123573 Wikams Verica L 1333 10000.00 0.00
19407 00123574 ifin Greg 5 lg1g 10000.00 10000
12007 00123875 Paimer Chistina R 10803 10000.00 0.00
121407 00123576 Witizms Dina M 40801 10000.00 000
1221407 00123577 Wartins Kistin W 40801 10000.00 000
123407 0123578 Hil Sharon W g1 10000.00 0.00
1241407 0123579 Jakkdlinki Rajz Sekhar 329 10000.00 0.00
125407 0122580 Sketton Thomas An Al012 10000.00 0.00
126407 0122581 PERGL PATRICIA 50916 10000.00 0.00
127107 00123662 Dinige Naveen Kumar 1329 10000.00 0.00
128407 00122583 Dog Jane M 81329 5000.00 0.00]
129
1920
104> M Chart2 / Chartl | sheet1 /%2 £ E! Jj

Ready

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.

Average: 1802.333333

Count:&  Sum: 5407

" Search Results - Va..

3 Query Viewer - Win.. .

) Job Aid for 2010 Sal..

) AR

IR SALARY
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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

Office
Button

VEL_5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use

© -

Save a copy of the document inan| (e B FoFh | X AutoSum v
g on B R &
ﬁ Excel Workbook EpuiE N i ‘ﬁ‘ —f‘ F\Hv
A j Save the file as an Excel Workbook, e Merge & Center~ || § + % o ||%3 »%|| Conditional Fomat Cell | Insert Delete Format Sort& Find &
) Open Formatting ~ as Table v Styles~ T ) 57 20 Fiter Select
& scel Macro-Enabled Workbook Alignment 1} Number [ Styles Cells Editing
D conet j Save the workbook in the XML-based and
- macro-enabled file format, |
ﬁ Excel Binary Workbook l v E i . £ 4 d £ L
H Save Q Save the workbook in a binary file format in 81332 10000.00 0.00
optimized for fast loading and saving, vardo Eddie '31 080 10000.00 0.00
H soess | » | i) B 272003 Wokoook tence L () 10000.00 0.00
" 1| Save a copy of the workbaok that s fully Ia H '39147 10000.00 0.00
compatible with Excel 97-2003, r
@ e etra 5 16099 10000.00 0.00
i OpenDocument Spreadsheet r
@-lj Save the workbook in the Open Document al ,61329 iy Sl
i Format, fakameswara R 81329 10000.00 0.00
ﬁ) Prepare » BOF orXBS filyn D a7 10000.00 0.00
J Publish a copy of the workboak as a PDF ar fimi A '40829 10000.00 0.00
g e el A 1329 10000.00 000
H Othex Fosmats fmica L 138 10000.00 0.00
Open the Save As dialog box to seledt from r
- Publish  » all possible filetypes. ) 5 :iDB1B 1000000 100.00
fistina R 40803 1000000 0.00
J o ia M g0t 1000000 0.00
- stin W 4ogn1 10000.00 0.00
aron W 40801 10000.00 0.00
T2 VUTZIUTS JANKITIRT naja Sekhar 1329 1000000 0.00
125407 00123580 Skelton Thomas Alan Al012 1000000 0.00
126407 00122581 PERGL PATRICIA 50916 1000000 0.00
127407 0122582 Diedige Navaen Kurnar 139 10000.00 000
128[407 00123683 Doe Jane M 31329 5000.00 0.00]
129
130
W40 ] Chart / Chartl | sheet1 /73 nl m
Ready_ Average: 1802333333 Count:8  Sum: 5407 |EH D

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

" Search Resus - Va.. | /2

Query Viewer - Win..

2] Job Aid for 2010 S4l..
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17.

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

format.

Save As

Tools -

Savein: | D My Documents v | &) | X i j =
L.b Recent Name Size  Tvpe Diate Modified
=) Downloads File Folder 6f22{2010 4:25 PM
Deskto y Diata Sources le Folder :
ktop M Data 5 File Fold 41112010 8:40 &M
| | )My Fragments File Folder Bl2412010 Z:11 PM
= My Music File Folder 3/26/2010 11:45 AM
= r\Dlllguzurnents e Fold
T @M\; Pictures File Faolder 3126/2010 11:45 AM
*J Cgmputer IEM\; Yideos File Folder 61412010 6:13 PM
i 1 1 .
g My Ntwork 24 0APO33A_SALARY _TRAVEL_1B685(1).cov 365 KB Microsoft Office Exc...  7/1/2010 12:01 PM
Places

File: pame: |IJAPDSS.C\_SALARY_TRAVEL_ZDDSS(1).csv

Save as bype:

CSY (Comma delimited)

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 Pz|
0APO33A_SALARY_TRAMEL_Z0410(1).csy may contain Features that are nob compatible with CSY (Comma
. delimited). Do you want ko keep the workbook in this Format?
w!:) + To keep this format, which leaves out any incompatible Features, click Yes,
+ To preserve the Features, click Mo, Then save a copy in the latest Excel Format,
+ To see what might be losk, click Help,
- ves | [ 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.

] DAPO33A SALARY TRAVEL 20033(1).csv - Notepad
File Edit Format View Help

40700, 00123456, chance, 10, Ann T.,,12345,1000. 00, 50.00,40700
40700, 00123456, warr, sandra, A, ,12346,1000, 00, 50, 00,40700
40700,00123456,51Tas, sylvia,.,,12347,1000.00,0.00,40700
40700, Q01234 56, Barnes, Elizabeth, P, , 12348, 1000, 00, 0. 00, 40700
40?00,00123456,CDDEEF,Deborah,Denise,,12349,1000.00,0.00,40?00
40700, 00123456, walker, Eloise, D., ,12350,1000. 00, 50.00,40700
40700, 00123456, 1111, Tond, vanesta, , 12351, 1000, 00, 50, 00, 40700
40700, 00123456, Adams, Henrietta, Dunn, ,12352,1000, 00, 50, 00,40700
40?00,00123456,R03ers,Sandy,R,,12353,1000.00,50.00,40?00
40700, 00023456, Hudson, Jeffrey,C,,12354,1000.00, 50. 00, 40700
40700,00123456, Tate, Ellen, Kaye, ,12355,1000, 00, 50, 00,40700
40700, Q01234 56, mcGaha, John, pavid, , 12356, 1000, 00, 0. 00,40700
40700, 001234 56, Hampton, Brian, G, ,12357,1000, 00,0, 00,40700
40700,00123456, batta, Ashok, K, ,12358,1000, 00, 0, 00,40700

40700, 00123456, Hall-Fretwell, Dehra, ¥, ,1235%,1000. 00, 0. 00, 40700
40700, 001234 56, Howe11, David, Bans ey, ,12360,1000, 00, 0, 00, 40700
40700, 00123456, Housworth, Richard,H, ,12361,1000, 00, 0, 00,40700
40700, Q01234 56, Barher, Genie, owen, , 12362, 1000. 00, 50. 00, 40700
40700, 00123456, Hoover, Char as,m, , 12363, 1000, 00, 0. 00, 40700
40700, 00123456, Moore, Marcia, Lea, ,12364,1000, 00, 50, 00,40700
40700, 00123456, Brown, Janice,Murray, ,12365,1000. 00, 0. 00,40700
40700, 001234 56, King, Timothy, Edmund, , 12366, 1000, 00, 0. 00, 40700
40700,00123456,King, Frances, A, ,12367,1000, 00,0, 00,40700
40700,001234 56, AU-Yeung,Grace, ,,12368,1000.00, 50. 00, 40700
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20.

21.

If a business unit has been identified in the “Related BU” field for an employee of an
attached agency, a separate query (0AP033C_ SALARY_TRAVEL_ATCH_AGY) has
been created and must be run to extract the attached agency data separately. Please note
that although the primary business unit will be used to run the query, the entity code identifier

for the attached agency will appear in the query results.

0AP033C_SALARY TRAVEL ATCH AGY - 0APG33C_SALARY TRAVEL ATCH AGY

Year| [
Unit: Q
View Results

ENTITY CODE i} LastName FirsiName Middle Name Suffix Job Code Total Salary Amount Total Travel Amount

Enter the apprapriate Fiscal year and the
primary business unit number then click
e "View Resuts" button

The File Download message will then appear. Select the option to “Open” the file.

0AP033C_SALARY_TRAVEL_ATCH_AGY - 0AP033C_SALARY_TRAVEL_ATCH_AGY

Year: [ 2015
Unit; [40700 |,
View Results
Total Salary Amount Total Travel Amount

ENTITY CODE D LastName FirstName Middle Name Suffix Job Code

Do you want to open or save OAP033C SALARY_TRAVEL_ATCH_AGY_20891.xs (6.00 KB from saofncfg.state.ga.us? Open save |¥|| Cancel
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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.

OAPO33C_SALARY_TRAVEL_ATCH_AGY_5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use

=||®-| General - kjg‘

Page layout  Formulas Data Review  View

% cut
53 Copy
o Format painter | B
Clipboard ) Font

0o = || R 0. E=th | 3 AuteSum - A? l]i}
P | S F -
e e 5 Fen- 2T O
s=|| S Merge & center = ||| $ - % || 8] Conditional Format  Cell Sort & Find &
Formatting ~ as Table = Styles = Filter v Select~
& Number e} Styles Cells Editing

Arial Unicode b - 10 = [ AT a7 | =F Wrap Text

I U~ S A

Insert Delete Format

Paste
- &2 Clear =

& Alignment.

I 16 -0 £
A B c D E F G H J K L

e

1 [0AP033C_SALARY_TRAVEL_ATCH_AGY | 2

2 [ENTITY CODE Jio |LastName][FirstName [Middie Name [Suffix|Job Code|Total Salary Amount |[Total Travel Amount |
3 [960 00111111 McFalls  Timothy AD048 100.00 20.00
4 [o60 0111112 Rhodenizer Carl AD048 100.00 5.00
5 60 00111113 Stapleton W, M AD048 100.00 20.00
6
7
8

23
W 4 v 0| sheet1 /73 0| m

1
Ready. 5 (0] [} 100% (=) [ (%)

——————
{8 4 Microsoft . ~ | Documents

T RttpeTsactrn || 72 hetps//sachnte. ||/ hitps//saotnt. < @ 1222AM

7 Search Result... > Query Viewer...

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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OAPO33C_SALARY_TRAVEL ATCH_AGY 5758[1] [Compatibility Mode] - Microsoft Excel non-commercial use

Home | Insert Page layout  Formulas Data Review  View @ -7 x

= i B et || S5 Fhe PR Z Autosum -
=]~ = Wrap Text General - }é f | ! cm | %7
=] |& =~ = s S ] Fr-
(Bt (| [ ] | 5=(| EMerge auCenter - |[§ « % s |[%8 8| Conditional Format Cell | Insert Delete Format Sort & Find &
= = — Z == 21| Formatting * as Table = Styles ~ - - - &2 Clear ~ Filter = Select ~

& Number =] Styles Cells Editing

3 * . Arial Unicode b - (10~ || A° A7
=3 Copy
¥ Format Painter
Clipboard IEi Font (F] Alignment
[ 16 - £
A B c D E 5 G H T K L
1 [DAP033C_SALARY_TRAVEL_ATCH_AGY | 2
2 [ENTITY CODE Jio |LastName][FirstName [Middie Name [Suffix|Job Code|[Total Salary Amount [Total Travel Amount |
3 [e60 00111111 McFalls  Timothy AQD4B 100.00 20.00
4 [960 0111112 Rnodenizer Carl ADD4B 100.00 5.00
5 960 0111113 Stapieton W, M ADD48 100.00 20.00

Paste

0] =]

21
= ‘
23 |

H 4 r M| sheetl ¥ [ m

1
Ready |8 O T jy0056.() D) (+)

= Search Resufts - Yah... = Query Viewer - Win... — hitps://saofntst.stat.. 54 Job Ard for 2010'Sal.". [ 4 Microsoft Office... = W8 Documents < ¥ 1220AM

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.

Page 14 of 17



24. | Control total queries have been created (OAP033B_ SALARY_TRAVEL_TOT and
0AP033D_ 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 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

0APO33D_ 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.

OAPQ3IE_SALARY TRAVEL TOT-0APQ33B_SALARY TRAVEL TOT

Ye: ]
Unit: (e}
View Resuls

ENTITY CODE Total Salary Amount Tofal Travel Amount

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.

OAPO338_SALARY_TRAVEL_TOT_10113[1] [Compatibility Mode] - Microsoft Excel non-commercial use

Home | Insert Pagelayout  Formulas Data Review  View
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Clipboard il Font
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1 [oAPosaB_SAL] 1
2 [ENTITY CODE|[Total Salary Amount [Total Travel Amount
3 407 100000.00 1750.00

4 | !
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Ready & (0 11| 200% () v )

= Search Results - = Query Viewer - 7~ hitps//saofntsts... || {2 https://saofntsts. Job Aid fo {8 5 Microsoft Off.. ~ I Documents < @ 1231AM

26.

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

End of Procedure.
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	1. 0AP033A_SALARY_TRAVEL – This query should be used to extract data for uploading to the DOAA TIGA Salary and Travel website. The extracted data represents salary and travel information for the primary PeopleSoft Business Unit and does not include any employee data in which the ‘Related BU” field has been populated with a business unit value other than the primary agency BU (e.g, Primary BU = 40700 / Related BU = 40700).
	Note (A): The Employee ID, Job Code, Salary Amount and Travel Amount columns have been altered to prevent the display of sensitive data.
	The summary totals are not uploaded into the DOAA TIGA Salary and Travel submission website.  Rather, they are entered directly into the DOAA website.

