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What is Personnel Downloader?
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What it really Is.

 Personnel Report Too|

« Allows you to select data elements
from personnel screens - MA, W4, CL,
EA, etc.

 Creates an MS Excel Spreadsheet
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How does it Work?

> SeleCt f|e|d8 fI‘OI’n a ||St (Go “field shopping™)

e Can use filters or criteria on each field
to Iimit data returned

« Can place fields in any order

 Can use preset selection criteria that
have been Saved (Like a collection of “shopping list™)

 YOU can save your selection criteria to
use aga|n (Make your own “shopping list”)
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Best way to learn

1. Look for and try out existing presets
first

2. Modify existing preset field selection
Criteria

3. Start from scratch
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Important Vocabulary

e Download Maintenance

— Where you save your preset collection criteria,
and manage field selections for presets

« Data Options

— Where the files you created are saved and
waiting to be downloaded. An important point is
that these files do not auto-refresh. (It is similar to
Print Manager for reports.)

« Category Maintenance

— A way to organize, group your preset selection
criteria files.
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Where Is the Personnel Downloader?

-ﬁ Q55 ControlCenter

80 - S.C.COUNTY OFFICE OF EDUCATION

Qss/0sis iflaaE (oo B e |

File View Distict Year Messages Window MNews Help+Video

Favorites

=N

( ______

= co
Print Manager / Job Menu [ Utlities
System Admin
Finance
Fixed Assets [ Stores
W2 1099
E| Human Resources [ Payroll

Employee Maintenance
Absence Tracking
CA Retirement

HR. Reparting and Downloading

_._% HF. Report / Job Selector

F o}
ﬁ@ Personnel Downloader

@ HR. Query

= Benefits Management Job
o — Payroll Job Menu

~-8== Position Control Job Menu

Master Files / Utilities
Budgeted FTE

HR. Work Flow

Last Run: 10/06/2014 15:23:30

~we= Ahzence Tracking Job Menu

Menu

|3E ? Professional Development System (FDS)

»

m

¥r:2015 Dist:90 Site:0 GS: R | 10/6/2014 3:59 PM
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Download Definition Tab

BQ Personnel Downloader 90 - S.C.COUNTY OFFICE OF EDUCATION

Qserins® ][ o | 5 e

File Options Help+Video
HZRe +x PHESESXE|E @ ¥
Inspect
m Dgta] Lategories ]
T Download/Global Settings T Field Selection
SubSet
v Include Global: v Include District: Owher: ’—Ll Categony: I—Ll
Name Description Owner Category |Type Audit Date -
ELISEM EU Screen Semester Units for Cert Staff CDEA EMPE Global  [8/28/2014
EXEMPT EMPS WITH EXEMPT DEPEMNDENTS MIKLICAP |EMP Global 262014
EXREFS Employee External Reference Numbers CNELSON |EMP@ Global 10/6/2014
» EEXTREF External Reference Mumbers CMNELSCN |EMP@ Global 10f8/2014

FIELDS BUCKC EMP@ Global 9/25/2014
FMLIST FRAMKLIN-MCKIMLEY EMPLOYEE LIST LYMML RTCE@ Global 2/23/2010
FMSAL FRANKLIN-MCKIMLEY SALARY LIST (MA PART) [LYNNL RTCPRCD Global 7/13/2009
(GASB45 GASB45 AS OF ALUGUST 2013 LYNNL PR@ Global 8/22/2013
H4C MD Employee Medical Plan info LYMML RTCPRCOD Global 3/1/2011
INGDAT EMPLOYEE DATA FOR ING REMEWAL WILLIAMC |EMP @ Global 9/26/2013
LASTPA EMPLOYEE LIST LAST PAY DATE JUME 2010 HARRISB |[EMPa@ Global 4/24/2014
LEAVE EMPLOYEES OM LEAVE LYINMNL RTCPROD Global 2/17/2010
LIFE LIFE-STAMDARD IMSURANCE PAMELOS [EMP@ Global 11/5/2012
LSTPAL EMPLOYEE LIST LAST PAY DATE JAN 2014 HARRISE |[EMP@ Global 4/29/2014
LTPAID Last Paid not Terminated KAMPSCHC|EMP @ Global 101642012
Lv39 EMPLOYEE LEAVE INFORMATION MIKLICAP [RTC@ Global 5/11/2010
LvLC2 EMPLOYEE LEAVE INFORMATICN MIKLICAP |RTC@E Global 1/20/2010 E

PDLO10 [ O ): View - Any file. Update - Only your own files. Yr:2015 Dist:90 Site:0 | 10/6/2014 |3:38 PM
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Download Definition Tab (cont.)

rd ™y
8% Persannel Downloader 90 - 5.C.COUNTY OFFICE OF EDUCATION sl (o] B
File Optiens Help+Video
by = e E
HZ®E +X 200 EBF&EX | 9
Inspect
@ Diownload D efinition | Dgla] LCateguories ]
Select Download T Download/Global Settings T Field Selection
Definition: |[EXTREF Description: |E:-cterna|FIeference Nurnbers [~ One Time Only?
Owner: [CHELSOM Type: |G|Dba| ﬂ Categony: |EMP@ j [~ Private

Global / Default Settings

[ Include Applicants?

[ Honor Restrict Address Flag?
[~ Include Substitutes?

 Inchide Teminated? [ Honor Restrict Phone Flag?

Payroll/Pogition control selection fy: |15 Control Daate: [07/01/2014 j
Select Position: | Prime: position anly ~ Default Data File Option: | Create New v

Default Data File: |DATA Default Field Delimiter: |, -

PDLO10 [ 0 ): View - Any file. Update - Only your own files.

¥r:2015 Dist:90 Site:d | 10/6/2014 3:42 PM
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Download Definition Tab (cont.)

3@ Personnel Downloader

90 - S.C.COUNTY OFFICE OF EDUCATION

QSsins® [ = | B i

File Options

[I'I] [% '-'r:r'"

Help+Video

+ X N EESXE|EB

)

Payrall Duata [Al)
Benefitz b anagement
MHew Benefitz Mat
Cred/Subject/SK
Mew Credentials/ChH
Degres Data

EU Screen Data

ME Screen Data

TS Screen Data

TE Screen Data

SE Screen Data

LY Screen Data
Ingervice Data
Application Data

PD Screen Data
Paproll Histom
Abzence Trahzactions
Emploves Comments
Wi Sereen Data
Race/Ethnic D ata
Paproll/DD Data

PR Screen Data

Emp name, last
TREERT
Emp name, prefer

Emp type abbr
Employee E«tRef

Ethmic

E thric: abbr
Ethnic name
Ethhiz/Race

Ethnic/Race abbr
Ethhic/Race name

Ewaluation date
Firger print date
Finger print flag
Fringe benefits
Gender

Group Code
Handicapped
Hire date
Hizpanic/Latino
Home phone
Home phone type

ddle

=

Inspect
© Dawnload Definition | Data| Categaries |
Select Download T Download/Global Settings T Field Selection
Deefinition: EXTREF Total Lengt: 44 # Fields Output: 3
[+ Dutput
Cateqory Figld -

District a = Field Len |Type|Qut |OP From To
E-MAIL [home] = G
E-MAIL fwork) Emp name, last 20 |Char |Yes

mp name [FiL) Emp name, first 12 |Char |Yes
E ae, firs Employes ExtRef |06 |Num |Yes

PDLOO [ O ): View - Any file. Update - Only your own files.

¥Yr:2015 Dist90 Site:0

10/6/2014 | 3:44 PM
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Data Tab

P
3@ Personnel Downloader

90 - S.C.COUNTY OFFICE OF EDUCATION

Qdestinsl® | o [ B [

File Options Help+Video
HERE|+x 00N EE2X0|6Hha @
Data file information retrieved. Inspect
Dovnload Definitio Categories ]
Data Subset Lines ta retrieve |Al -
Aoocess: |Include all files ﬂﬂwne Category: I—L| ig i
An
File Name Name Description Records | Owner Category |Access
¥ DATAQZ CDPDLT |CDEA PDL TESTZ 1,693 | CDEA EMP@ District
DATADS FDLABS |PDLABSEMCES 1,082 | CDEA EMP@ District
DATAL1 CDPDLT  |CDEA PDL TEST 1,735|CDEA EMP@ District
DATA1B ABTBAL |AETBAL 341|CDEA EMP@ District
DATAZL ABTBAL |ABTBAL 24| CDEA EMP@ District
DATAZZ CDPDLT |CDEA PDL TESTZ 1,735|CDEA EMP@ District
DATASZ MEWWEMP |NEW EMPLOYEE LIST 19| CDEA EMP@ District
DATA41 MEWEMP |NEW EMPLOYEE LIST 7| CDEA EMP@ District
DATA42 MEWWEMP |NEW EMPLOYEE LIST 0| CDEA EMP@ District
DATA43 MEWEMP |NEW EMPLOYEE LIST 2| CDEA EMP@ District
DATA44 ABTBAL |ABTBAL 1,733|CDEA EMP@ District
DATA4S MEWEMP |NEW EMPLOYEE LIST 19| CDEA EMP@ District
DATASL FDLABS |PDLABSEMCES 9| CDEA EMP@ District
DATASZ ABTBAL |AETBAL 9| CDEA EMP@ District
DATAS4 ABTBAL |ABTBAL 24| CDEA EMP@ District
DATASS ABTBAL |AETBAL 1,732|CDEA EMP@ District
DATASSD MEWWEMP |NEW EMPLOYEE LIST 7| CDEA EMP@ District
DATAYY ABTBAL |AETBAL 58| CDEA EMP@ District
DATABE ABTBAL |ABTBAL 9| CDEA EMP@ District
PDLOTO [ O ): View - Any file. Update - Only your own Files. Yr:2015 Dist:90 Site:0 | 10/672014 3:51 PM
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Categories

Tab

8% Personnel Downloader

90 - S.C.COUNTY OFFICE OF EDUCATION

et || o | B [

File

bed

Options

M
¥

Download Definition ]

Help+Video

Cﬂ“ X B8 &2 A,
Dgtal D Categories ll

FOIR

Inspect

Global Cateqories T ]
Category |Description
BISENICRIT  {SENICRITY REPORTS
EMP TYFE EMPLOYEE TYPE REPORT
Qss CREATED BY QS5
ALL EMPL ALL EMPLOYEES W /JOE CLASS, FTE, EMP TYPE
PR AUDIT PAYROLL AUDIT, RET CODE, STAT DED, AC+-C
STFRECG  |STAFF RECOGNITICN ALIDIT
BOARDRFT |BOARD REPORT
EMPLISTS EMPLOYEE LISTS
OPEMTRAM | OPEN TRANSFER. ADDRESSES CTA
HEADSTRT |HEAD START EMPLOYEES
CEMGTSUP | CE MAMAGEMENT & SUPERVISORS
TB REPRT TB TEST REPORT
SEACOUNT | SEA COUNT FOR WORK YR DESIGMATION MAY 1
SUBLIST SUBSTITUTES
oTfFT OT/PT WYD FORM FOR MAY 1
AAREPT AA REPORT
TERMEMFP | TERMIMATED EMPLOYEES
STEPPLCM | STEP PLACEMENT REPORT
LIFE INS LIFE INSURAMNCE CENSUS
SUBE TERM SUBSTITUTE TERMINATED LIST
SUEB RA SUBSTITUTES ON-CALL REAS ASSUR LETTERS

PDLOTO [ O ): View - Any file. Update - Only your own files.

¥r:2015 Dist:90 Site:0 | 10/6/2014 | 3:56 PM
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Personnel Downloader
Process Overview PERPAY DB

Submit -

Build/View
Categories === Download |====P H.io files > Data
Downloads Definition files
"4
Download
Maintain Data files
Download
Definitions Analyze &
Maintain Manipulate
Categories Data Using PC
Tools
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Personnel Downloader Structure

Personnel / Inspect Global
Downloader _,| Category Categories
MG \ Maintain District
Categories
Downloads —> New \
Data Name &
Options Change /Category
Select J Global Selections
¢ View Data file Custom Selections

Download
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Y

Personnel Downloader
Structure

Personnel o Inspect Global
Downloader Category Categories
/" " Maintenance Maintain District
/ \ Categories

A New
I/ Downloads / \
Name & Category
Data 2 — |

Change

Options Select Global Selections
/ View Data file * Custom Selections

Download ‘ Delete

to PC P P

SENENOETCNNIIINA Delete Dat
Office of Education ‘ ccc Jala



Example #1. Mail Merge for TB Letter

' ™
8% Personnel Downloader 90 - 5.C.COUNTY OFFICE OF EDUCATION oslstiasfE o | ) [

File Options _Help+Video
kel (7 (¥ X PN ESEES X O E o 8
Inspect
@ Download Definition l Dgta] LCategories ]
e« Select TBMM
Select Download T Download/Global Settings T Field Selection
.
and click on
v Include Global: v Inchude District: Ouwner: ,—Ll Category: ’—L|
O p e n Name Description Dwner Category |Type Audit Date -
TBOD All Employees TB Due Date KFIELDS |PR@ Global 8/13f2013
TBEXP TB EXP COTEST CDEA EMP @ District | 5/13/2014
D OW n I O ad TBLIST TB EXPIRATION LIST HARRISE |RTCTEST Global 11/7/2012
TELTR TE RENEWAL LETTER SUPLERC | TE REPRT District | 10/6/2014
D efi n iti O n i C O n ID TBEMM Mail Merge for TB Expiration CDEA EMP@ Global 10/7/2014
TETEST TE EXPIRATION LIST HARRISB |RTCTEST Global 1f25/2013
TEACH Teacher's with medical SMEYERS |EMP TYFE District  [8/11/2014
TECHS1  |Employee List_Tech INGQSOP  |ALLEMPL  |District |8/15/2012
TECHST  |Employee List_Tech INQS0P  |ALLEMPL  |District |8/15/2012
TEDAYS TEACHER DAYS, FT, PSY, 205 MIKLICAP EMP District | 3/31/2008
TEEES TERM EMPS AS OF 7/1/2009 MIKLICAP EMP District | 8,/9/2013
TERM termination dates LYMML TESTREFT District | 9,/24/2009
TERMDP | Compare Date Last Paid to Term Date CDEA EMP@ Global 10/7/2014
TERMEE TERMINATED EMPLOYEES SHAMKSP | TERM EMP District |9,/22/2005
TEST testforcathy CMELSON |EMP@ Global 10/8/2014 | &
TESTO1 TEST DATA MAILING LIST SUPLERC |EMP District | 3,/3/2006
TESTOZ | A testby Cathy MCKIMC | Qss District | 12/23/2005 L
POLO1O [ O ): View - Any file. Update - Only your own files. ¥r:2015 Dist:90 Site:0 | 10/7/2014 1216 PM
\ A
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Example 1: Download/Global Settings Screen

4 ™y
8% Personnel Downloader 90 - 5.C.COUNTY OFFICE OF EDUCATION QisinlsB /(o] B [
File  Options Help+Video
W Z3E |+ x PHESFSX @8
Inspect
Dgta] Lategories ]
Select Download T Download/Global Settings T Field Selection
Defirition: [TEMM Description: |MaiIMerge far TB Expiration [~ Orne Time Only?
Owner: [CDEA Type: |Global j Category: |EMP@ ﬂ [~ Private

Global / Default Settings

[ Include Applicants? [+ Honor Restrict Address Flag?
[ Include Substitutes?

I Include Teminated? [ Honar Restrict Phone Flag?

Payroll/Position control selection fy: |15 Control Date: |10/07/2014 j
Select Pozition: | Prime position only + Default Data File Optior: | Create New

Default Data File: |DATA Default Field Defimiter: |,

PDLOTO [ 0 ): View - Any file. Update - Only your own files. ¥r:2015 Dist:90 Site:0 | 10/7/2014 12:19 PM

Click the Submit Job to Create Data File icon

-If you do not need to modify the preset

T Office of Education
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Example 1: Field Selection Screen
QuebasE o | B [t

i
B@ Personnel Downloader 90 - S.C.COUNTY OFFICE OF EDUCATION

File Options Help+Video

| |l | # % S

&

@ Download Definition ] Dgta] LCategories l

NEEE B 8

Inspect

Select Download T Download/Global Settings T

Definition: TEMM Total Length: 135 # Fields Output; 10

-

Output
Categary Field

Field Len |Type|Out |OP From To
Employee ExtRef 06 |Mum |Yes

Al fieldz
Emplayee Data
& Screen Data

-

Demographic D ates
Client Defined Data
EC Screen Data
Position Control/PO
Pozition Control/E&
Payrall Data [All)
Benefit: Management
Mew Benefits Mat
Cred/Subject/SK
Mew Credentials/CH
Degres Data

EL Screen Data

ME Screen Data

Emp name, first 12 |cChar |Yes

Emp name, last

20

Char

fes

Address, street

30

Char

‘fes

Address, ity

18

Char

Yes

Address, state

02

Char

fes

Address, ZIP + 4

Char

fes

TB expiration date

Date

fes

10/01/2014

12/31/2014

Bargaining unit

Mum

Yes

TS Screen Data

TE Screen Data

5K Screen Data

L Screen Data
Inzervice D ata
Application Data

PD Screen Data
Payroll Higtory
Absence Tranzachions
Employee Comments
Wi Screen Data
Face/Ethnic Data
Paprall/DD Data

FR Screen Data < b

Emplayes type 02 |Char |Yes

PDLO10 [ 0 ): View - Any file. Update - Only your own files. ¥r:2015 Dist:90 Site:0 | 104772014 12:24 PH

s

e Click the Submit Job to Create Data File icon
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Create the Download File (cont.)

FBQ Create Download Data
® Enter a name for |/
the Data File ‘ #|X

R | g
JOb to Create File Options: |Create Mew  «

- Field Delimiter: [, |
Data File icon

Access Ophion: |Di3trin:t j

¥r:2015 Dist:90 Site:0 | 10/7/2014 |12:28 PH

(
(S Santa Clara County

? Office of Education



Create the Download File (cont.)

¥ OFFICE OF EDUCATION

File Options Help+Video

HEZae +Xx PHESEEXHE @8
Sending job submission Inspect

@ Download Definition ] Dgta] Qategories]

Select Download T Download/Global S ettings T Field Selection

Definition: TBMM Total Length: 135 # Fields Output; 10
Output

- Cateqary Field
. I ‘ All fields Field Len |Type|Out |OP From To
Emplopes Data Employee ExtRef 06 |Mum |Yes

ba Screen Data
Demographic Dates Emp name, first 12 |Char |Yes
Clignt Defined 0 at

Eggm;rgataa 8 Emp name, last 20 |Char |Yes

Pasition Contral/PO Address, street 30 |Char |Yes
Pozition Control/E&,
Payrall Data [41) Address, dty 18 |Char [Yes
Eeneﬂts Management Address, state 02 |[Char |Yes
ew Benefitz b gt
Cred/Subject/SK Address, 7ZIP +4 [ ]
Mew Credentials/CH — Qss lEJ
Degree Data TB expiration date 12312014
i seenbes
- .
To ool o Employee type Job #J6181 was submitted
TE Screen Data
SK Screen Data
L Screen Data
Inzervice D ata
Application D ata
PD Scieen Data ——
Paproll History
Abzence Trangactions
Employes Comments
Wi Screen Data
Race/Ethnic D ata
Paproll/DD D ata
PR Screen Data < [ b

9

(]

-

PDLO1O [ 0 ): View - Any file. Update - Only your own files. Yr:2015 Dist:90 Site:0 | 10/7/2014 [12:30 PM
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Download File into Excel

[ 8@ Personnel Downloader 90 - S.C.COUNTY OFFICE OF EDUCATION QSEﬂEAISE J[ =HACY -‘E-r
File Options Help+Video
HE e +x o0 EE=EX0Eaae 2
Inspect
Daownload Definitionf ! LCategories l
. Des Bt Lines to retrieve |Al -
. C I I C k Access: | Include all files j Owner: ﬂ Categony: I—L| ig Il
A
File Name Name Description Records |Owner |Category |Access -
] ACENS |Employee census for Alicia 1,594 SALASA District
O n 020713 FE2013 |HEAD START LIST 2-7-13 317 | YUEMALDS | EMPLISTS District
030513 MAROS 5P TA I-IILIST 3/8/13 318 | YUENALDS | EMPLISTS District
04192 LVWREL |LV Balances by Work Location 1,756 | MCKIMC92Z | EMP @ District
D at a 042313 APR23 HS PERSOMMEL LIST 4-23-13 319|YUEMNALDS |HEADSTRT | District
050613 W4GRCD | W4-GROUP CCDE 1,746 (MCKIMCS2 | EMP@ District
05241 FPRLIAE  |DBAS-VACATION LIABILITY 1,936 | MCKIMCS2 | EMP@ District
t b 072211 072211 |HS PHOME # 282 YUEMALDS |HEADSTRT | District
a 0906 090613  |HS EVAL LIST 9-6-13 300|SYUENALD |HEADSTRT | District
100714 TELTR TB REMNEWAL LETTER 90| CDEA TB REPRT District
1111 091313 |HS EVALUATION 09-13-13 301|YUEMALDS |HEADSTRT | District
120711 INTERN | INTERMN REPORT 463 | TIJERIPA |EMP District
120910 120310 [HSTAITEST 288 | YUENALDS |LABELS District
121211 JOBCOD |Mon-Regular Job Code List 10,024(TIJERIPA |EMP TYPE District
121311 JOBCOD  |Mon-Regular Job Code List 2,667 TLIERIPA |EMP TYPE District
1234 SEPOG HS EVALUATION LIST 9-6-13 300|SYUENALD |HEADSTRT | District
13LIAB PRLIAB DBAS-VACATION LIABILITY 2,117 | MCKIMC92  EMP @ District
1952 BUSAL Salary by Barg Unit 1,422 (5ALASA  [RTC@ District
1953 BEM BARG UNIT RFT 2,614|5ALASA  |EMP District
1ALLE W4INFO | W4 INFO-SB, CE MO MEDI; CE-CL, CL-CE 9,029 |RIIN ALL EMPL District -
PDLOID [ O ) View - Any hile. Update - Only your own files. Yr:2015 Dist:90 Site:0 | 10/7/2014 9:44 AM
. J
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Download File into Excel (cont.)

5% Persannel Downloader 90 - OF EDUCATION =l

Opti elp+Video
+X N EEEXE Exoe @
Inspect
° Locate yo u r 34 Definion @ Data ] Categaries ]
|
ia SubSet Lines to retrieve |All -
Q C C U S E R I D fro m Access | Includs all files ﬂ Dwner:§| hd Cateqgory: I—Ll ig |
BRA&NDONP E nn
t h e Own e r p u | | - File Name Hame Dﬁcrﬁ] Records | Owner | Category noo&s -
ACEMNS  |EmployeeCHEvETN 1,594 | SALASA District | o
d OW n 020713 FE2013 [HEAD 5T, EEEEP\?ANS 317 |YUEMALDS | EMPLISTS D?str?tt
030813 MAROS |SPTA 1] EORDOBAT - — 318|YUENALDS |EMPLISTS  [District
. - 04192 LVWREL (LY Balancas%ﬁcwork Location 1,756 |MCKIMCS2 [EMP @ District
® Cl | Ck G et Llst Of 042313 APR23  |HS PERSONNEL LIST 4-23-13 319| YUENALDS |HEADSTRT | District
. 050613 W4GRCD |W4-GROUP CODE 1,746 (MCKIMCS2 | EMP @ District
D ata F| I es b utton 05241 PRLIAB | DBAS-VACATION LIABILITY 1,986 | MCKIMC2 | EMP @ District
072211 072211 |HSPHOME # 282 | YUENALDS |HEADSTRT | District
0906 090613 |HS EVAL LIST 9-6-13 300 | SYUEMALD |HEADSTRT | District
100714 TBELTR. TB REMEWAL LETTER. 90 | CDEA TB REPRT District
1111 091313 [HS EVALUATIOM 09-13-13 301|YUEMALDS |HEADSTRT | District
120711 INTERN  |INTERMN REFORT 463 | TLIERIPA |EMP District
120910 120310 [HS TAITEST 288 | YUENALDS |LABELS District
121211 JOBCOD  |Mon-Regular Job Code List 10,024|TIJERIPA |EMP TYPE District
121311 JOBCOD  |Mon-Regular Job Code List 2,667 | TIJERIPA |EMP TYPE District
1234 SEPOG HS EVALUATION LIST 9-6-13 300|SYUEMALD |HEADSTRT | District
13LIAB PRLIAB DBAS-VACATIOM LIABILITY 2,117 |MCKIMC92 | EMP @ District
1952 BUSAL Salary by Barg Unit 1,422 | SALASA RTC@ District
1953 BEN BARG UMIT RPT 2,614 |SALASA EMP District
1ALLE WA4INFO | W4 INFO-5B, CE MO MEDI; CE-CL, CL-CE 9,029 (RIIN ALL EMPL District -
L i
PDLOTO [ D ): Yiew - Any file. Update - Only your own files. ¥r:2015 Dist:90 Site:0 | 10/7/2014 9:43 AM
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Down

e Locate
and clic
to select
the new
Data file
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oad File into Excel (cont.)

8@ Personnel Downloader 90 - S.C.COUNTY OFFICE OF EDUCATION

Qssis® | = | © b

File Options Help+Video
HEBE %X NEEZEXE|Emla 3
Inspect
Download Definiion @ Data ] Categories l
D St Lines to retrieve |4l -
Access: |Include all files ﬂ Oarer: |ED E& ﬂ Category: I—LI ig i
A
File Hame Name Description Records |Owner | Category |Access -
DATAS4 AETBAL |ABTBAL 1,733 |CDEA EMP@ District
DATASS AETBAL |ABTBAL 1,732 |CDEA EMP@ District
DATA1l CDPDLT  |CDEA PDL TEST 1,735(CDEA EMP@ District
DATAD3 CDPDLT |CDEA PDL TEST2 1,698 | CDEA EMP@ District
DATAZZ CDPDLT |CDEA PDL TEST2 1,735(CDEA EMP@ District
DATAGG NEWEMP |NEW EMPLOYEE LIST 7| CDEA EMP@ District
DATA45 NEWEMP |NEW EMPLOYEE LIST 19| CDEA EMP@ District
DATA41 NEWEMP |NEW EMPLOYEE LIST 7| CDEA EMP@ District
DATA42 NEWEMP |NEW EMPLOYEE LIST 0|CDEA EMP@ District
DATA33 NEWEMP |NEW EMPLOYEE LIST 19 |CDEA EMP@ District
DATA43 NEWEMP |NEW EMPLOYEE LIST 2| CDEA EMP@ District
DATADS POLABS  |PDLABSEMCES 1,082 | CDEA EMP@ District
DATAS1 PDLABS  |PDLABSEMCES 9| CDEA EMP@ District
100714 TBLTR TB REMEWAL LETTER. 90 |CDEA TB REPRT District
DATAZS TBLTR TB REMEWAL LETTER. 90 | CDEA TB REPRT District
I FITE1007 TBMM Mail Merge for TB Expiration 71| CDEA EMP@ District I
1007 TERMDP |Compare Date Last Paid to Term Date 3,704 | CDEA EMP@ District
DATA3L TERMDP  |Compare Date Last Paid to Term Date 1,694 | CDEA EMP@ District
TERMDT TERMDP |Compare Date Last Paid to Term Date 3,704 | CDEA EMP@ District
PDLO10 [ D ): View - Any hile. Update - Only your own files. ¥Yr:2015 Dist:90 Site:0 | 10/772014 |12:32 PM




Download File into Excel (cont.)

ra@ Persannel Downloader 90 - 5.C.COUNTY OFFICE OF EDUCATION QSlSﬂEAISE J[ = | E iz-r
File Optiens Help+Video
HE®E|+x 20 EE5X B 6z 8
[ ] Inspect
. C I I C k O n Dowrload Definition @ Data ] LCategories l
Dleln Sioe Lines to retrieve |All -
(44 S u n n 77 Aocess: | Include all files | Owner. |CDE& | Categany: ’—L| ig i
fas
y File Name Name Description Records | Owner |Category |Access -
DATA44 ABTBAL |ABTBAL 1,733|CDEA EMP@ District
E | DATASS ABTEAL |ABTEAL 1,732|CDEA EMP@ District
X C e DATALL COPDLT | CDEA PDL TEST 1,735|CDEA EMP@ District
DATADS COPDLT |CDEA PDL TEST2 1,698 | CDEA EMP@ District
. DATAZZ COPDLT |CDEA PDL TESTZ2 1,735| CDEA EMP@ District
WI Z a r d DATAGS MEWEMP |MEW EMPLOYEE LIST 7| CDEA EMP@ District
DATA45 MEWEMP |MEW EMPLOYEE LIST 19| CDEA EMP@ District
L DATA41 MEWEMP |MEW EMPLOYEE LIST 7| CDEA EMP@ District
I C O n DATA42 MEWEMP |MEW EMPLOYEE LIST 0|CDEA EMP@ District
DATA33 MEWEMP |MEW EMPLOYEE LIST 19| CDEA EMP@ District
DATA43 MEWEMP |MEW EMPLOYEE LIST 2| CDEA EMP@ District
DATADS POLABS  |PDLABSEMNCES 1,082 | CDEA EMP@ District
DATAS1 PDLABS |PDLABSEMNCES 9| CDEA EMP@ District
100714 TELTR TE REMEWAL LETTER 90| CDEA TE REPRT District
DATASS TELTR. TB REMEWAL LETTER. 90| CDEA TB REFRT District
I ki TE1007 TEMM Mail Merge for TB Expiration 71| CDEA EMP@ District I
1007 TERMDP | Compare Date Last Paid to Term Date 8,704| CDEA EMP@ District
DATA31 TERMDP | Compare Date Last Paid to Term Date 1,694|CDEA EMP@ District
TERMDT TERMDP | Compare Date Last Paid to Term Date 8,704|CDEA EMP@ District
PDLONO [ 0 ): View - Any file. Update - Only your own fhiles. ¥r:2015 Dist:90 Site:0 | 107772014 |12:32 PM
h s
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Download File into Excel (cont.)

- = = - - — [y
(K] Open e
- - - - . - -
. . +| . = AppData » Roaming » gss » UserFiles » SVR.gqssp.sccoe.org.PORT.29610 » CDEA » Tem - | + Search Temp 0o [
. AN PP 9+ q qssp El P +
I C O I l Organize v New folder = H @
Bl Desktop i Name Date maodified Type
' l Downloads
O e ‘% @_1 ExcelDatal.2710339.xls 10/7/2014 12:34 PM Microsoft Exce
%# Dropbox . :
. B ExcelData0. 2743906 xls 10/7/2014 11:01 AM Microsoft Exce
& Onelrive . _
. B ExcelData0. 3881298 xIs 10/7/2014 9:55 AM  Microsoft Exce
1= Recent Places . . .
) ExcelData0 4121755 xls 10/7/2014 11:58 AM  Microsoft Exce
. . B ExcelData0 6288661 xls 10/7/2014 11:02 AM  Microsoft Exce
o Libraries . . )
— EJ ExcelDatal.7549664 xls 10/7/2014 11:39 AM Microsoft Exce
j Documents L )
N s £ &) ExcelData3.545785E-02.ds 10/7/2014 10:06 AM  Microsoft Exce - o )
@ Music t to preview.
l l ] ExcelDataS 052692E-02.xls 10/7/201410:04 AM  Microsoft Bxce eI [t
le=| Pictures
Gl scripts
t h e B videos
1M Computer T
- £, Local Disk (C)
lename | =t
¥ TSB Analyst (Wb | = 5
File name: o EFTEED] | All Excel Files (""" s dsm; |
Tools = l Open |vl [ Cancel ]
. =

Y Office of Education
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Download File into Excel (cont.)

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:

D @ Delimited - Characters such as commas or tabs separate each field.
o C I I C k N e Xt (7} Fixed width - Fields are aligned in columns with spaces between each field.

Startimport at row: | 1 ! File grigin: 437 : OEM United States |

Preview of fle C:\Users\CDea\AppDataRoaminglgss \UserFiles\SVR. gssp.. .. \ExcelDatal. 2710339, xls.

00081, "JULIET , "SAN JOSE™, "CA™,"5511&6",114 *
00107, "MITZI"™ e Meem wO000000000™, 10701 |_. [
001&7, "MAUREE CISCCO ROAD 287", "SUNNYVALE"|
001585, "JURN", D", "SAEN JOSE™,"CRA"™,6 "35148",

00300, "WILLIA ., "S5LN JOSE™, "CA™, "5511z2",11) -
1l | 3

(
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Download File into Excel (cont.)

ﬁ— i T — ]
e Select
e e C This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
C below,
OI I II I la Delimiters
|- lt DIab
d e I | I l I e r [ Semicolon [] Treat consecutive delimiters as one
and click = | == E
Data preview
o0ao81 LIET LN JOSE 5114 =
00107 MITZI e o ool |
001s7 UTBREEN THNNYVALE 4084
00l1sas ) LN JOSE 514
00300 WILLIAZM LN JOSE 5113 =
1| 1] 3
Cancel ] [ < Ba I Mext = I [ Einish

(
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Y
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Download File into Excel (cont.)

This screen lets you select each column and set the Data Format.

Y Se | e Ct al | | Column data format

@ General . .
_ General' converts numeric values to numbers, date values to dates, and all
C O I u m n S - () Text remaining values to text.

() Date: | MDY v
p ress <S H I FT> (") Do not import column (skip)

and click on
last column

Cancel ][ < Back

(
é Santa Clara County
Y

Office of Education




Download File into Excel (cont.)

— ——————— ™
—
|| This screen lets you select each column and set the Data Format.
e Select

I Column data format

7 ") General
Text rad I O '— '‘General' converts numeric values to numbers, date values to dates, and &l

et it remaining values to text,

button Ouste: [rov __[x]

i7) Do not import column {skip)
e Click
F i n i S h : Data preview

(
6 Santa Clara County
?’ Office of Education




Excel File Created

ExcelData0. 2710339105 - Microsoft Excel @ @] = -
Page Layout Formulas Data Review View Add-Ins Acrobat al@od B
. =t r\‘ A.. = = o ::- Texk - ;:."_ Conditional Formatting = j‘-' Ingert = E - r*;’ }}
EEEA O$-% 435 Format as Table = I Delete = Z : -
Pt g BLECIET A e v Soasye [B)fomst - | @ Finer- Seiedt
p d F . Alignment Humber = tyle Editing
Bl - S | JULIET vl
A | B ' [« ' D [ £ Fl G ' - R j‘
(43" CLARAMMA GILROY €A 95020 12/1/2014 7 RA
| 44 YOLANDA HOLLISTER CA 95023 12/1/2014 7 RA
| 45 SARA SAN JOSE Ca "35125 10/1/2014 7RA
| 45 GLORIA SAN JOSE CA ’%122 10/1/2014 5 RA
| 47 LINDSEY SUNNYVALE CA 94085 12/1/2014 5 RA
| 48 RUBY SAN JOSE ca 95122 10/1/2014 7RA
49 JOYCE LOS ALTOS ca 54024 10/1/2014 3 RA
: 50 MARCIE SUNNYWALE CA 34087 10/1/2014 & RA
| 51 GLORIA SAN JOSE cA 35112 10/1/2014 15 PL
| 52 ARMANDO MILPITAS CA 95035 12/1/2014 7 RA
| 53 MICHELLE LOS GATOS ca '95032 10/1/2014 5 RA
| 54 VICTOR SAN JOSE CA -951-!3 10/1/2014 5 RA
| 55 NEHA HAYWARD CA 34545 10/25/2014 7 RA
| 56 VICTORIA SAN JOSE CA "35125 10/1/2014 8 RA
| 57 MARK SAN JOSE €A 55111 10/29/2014 7 RA
| 58 KAREN FRANCE FREMONT CA ".3-1533 11/1/2014 5 RA
| 59 ARMAN SAN JOSE cA 95124 11/1/2014 7 RA
| 60 JUSTICE SANTACLARA  CA 95050 1212014 7 RA
| 61 ALMEDA SAN JOSE CA I'5512.1! 12/1/2014 7 RA
| 62 JUDITH SAN JOSE CA 95131 12/1/2014 5 RA
| 63 PEDRO SAN JOSE CA I'951 36 10/25/2014 7 RA
| 64 SAADA SAN JOSE CA ".3515? 12/1/2014 7 RA
| 65 LANNIE SAN JOSE cA 95136 10/1/2014 S RA
| 66 MARTIN HALF MOON BAY CA I'9-‘-1-12'1'9 11/1/2014 8 RA
| 67 KAREMN it h :oon-uonuooc 10/1/2014 9 RA !
:;"1 » M ExcelData0.2710339 . ¢4 S [ 7] E—— _“ nm: e h:' 2 T'ﬂ
| Ready 0 100% (- } ]

e Use Excel to format your file

(
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Example 2: Compare Date Terminated with Date Paid

(& Personnel Downloader 90 - 5.C.COUNTY OFFICE OF EDUCATION QeS| e |
File Options Help+Video
ke (7 By X Ooh EBEEESXE|E & 8
e SeIeCt TERMDP Change
. @ Download Definition ] Dgta] Latego ]
an d CI I C k O n Select Download T D ownload/Global Settings T Eield Selection
O p e n SubSet
v Include Global: v Include District: Owner; l—Ll Categon: l—Ll
D OW n I O a d Name Description Owner Category |Type Audit Date -
TEDAYS TEACHER. DAYS, PT, P5SY, 205 MIKLICAFP (EMP District | 3/31/2008
- - - . TEEES TERM EMPS AS OF 7/1/2009 MIKLICAF |EMP District | 8/9/2013
D efl n Itl O n I C O n TERM termination dates LYNNL  |TESTREPT  |District |9/24/2009
ID TERMDP Compare Date Last Paid to Term Date CDEA EMP @ Global 10/7/2014
TERMEE TERMINATED EMPLOYEES SHAMNKSP | TERM EMP District | 3/22/2005
TEST testforcathy CNELSOM |EMP@ Global 10/8/2014
TESTO1 TEST DATA MAILIMG LIST SUPLERC [EMP District | 3/8/2006
TESTO2Z  |A testby Cathy MCKIMC | QS5 District | 12/23/2005
TEST1 STAFFRECTEST KBACICA |EMP TYPE District | 7/23/2013
TEST2 test2forcathy CNELSOMN |EMP@ Global 3f13/2014
TESTEG This was created for the mailings dass GARCIAE |EMP District | 2/2/2005
TESTI1 KAMPSCHL | EMP @ Global 4162012
TESTLO Test for Lori Siewert SOTIRIAB District | 59/22/2003
TESTZZ CABRERAL |EMP District 1/31/2007
T59517 VOL-DED # = 8110 LIUMARDS [EMP Global 6/4/2014
TSALST List of Employee TSA information LYNML RTCFROD Global 6/15/2012 M
TSTPOL TEST PDL FIXES LYMML EMP District | 4/5/2012 -
PDLO1D [ 0 ): View - Any file. Update - Only your own files. ¥r:2015 Dist:90 Site:0 | 10/772014 |11:09 AM
. y,
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Example 2: Download/Global Settings Screen

8% Personnel Downloader 90 - 5.C.COUNTY OFFICE OF EDUCATION QusinsE | oo |
File Options Help+Video

b Z e |+ X PN EBEESX | 8

k Inspect
Dgta] LCategories ]
Select Download T Download/Global Settings T Field Selection
Defimition: |TERMDP D escription: |E0mpare Date Last Paid to Term Date [~ One Time Only?
Owner. |CDEA Tvpe: |Global ~| Categor: |[EMP@ | [ Private

Global / Default Settings

[~ Include Applicants?
[~ Include Substitutes?
= Inchide Teminated? [+ Honar Restict Phone Flag?

Payrall/Pasition contral selection fy: |15 Control Date: |10/07/2014 j
Select Position: |Prime position anly - Default Data File Option: | Create New  w

Default Data Fils: |DATA Default Field Delimiter: |, +

[+ Honor Restict Address Flag?

PDLO1D [ 0 ): View - Any file. Update - Only your own files_ Yr:2015 Dist90 Site:0 | 107772014 11:13 AM

e Click on Submit Report/Job icon

(
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Example 2: Field Selection Screen

D ownload/Global Settings T Field 5election
Total Length: 133 # Fields Output: 8
Clutput
Field Len |Type|Qut |OP From To
F tBargaining unit 02 [Mum |Yes
Barg unit name 30 Char |Yes
Employee type 02 |Char [Yes

Emp type name 30 |Char |Yes

Emp name, last 20 |Char |Yes

Emp name, first 12 |Char |Yes
Termination date |08 |Date |Yes
Last date paid 08 |Date [Yes

e Click on Submit Report/Job icon

Office of Education

(
6 Santa Clara County
Y



Create Data for Download

rE@ Create Download Data @ﬁﬁ
File
F X

Data File: | YRS

File Options: |Create Mew -
Field Delimiter: |, - |
Access Dption: | District -

¥r:2015 Dist:00 Site:d | 10/7/2014 [11:22 AM

 Type your download data name

(
(S Santa Clara County ‘

? Office of Education



Create Data for Download (cont.)

E@ Create Download Data lEJ @

File

Z]| X

\ Data Fil | TERMDT
File Dptions; |Create Hew

Field Delimiter; |, vl
Access Optiaon: | Diztrict -

¥r:2015 Dist:90 Site:0 | 10/7/2014 [11:24 AM

e Click on Submit Report/Job icon

(
(S Santa Clara County ‘

? Office of Education



Create Data for Download (cont.)

(Qss =)

Jeb £)6031 was submitted

oK

* Click OK

(
(S Santa Clara County ‘

? Office of Education



Download Data into Excel

f 8 Personnel Downloader 90 - §.C.COUNTY OFFICE OF EDUCATION Qslsﬂﬁ.gjs@“ = | B [ |
File Options Help+Video
CI k D b H B |+ X 26 + X B E xlxld 2
I C O n ata. ta D ata file information retrieved. Inspect
Download Definition Lategories I
L O C ate yo u r Q C C Data SubSet Lines ta retrieve | Al -
U S E R I D f Access |Include all files ﬂ Owner: |CDEA ﬂ Categone: - ig I
rom the .
[fleName I Name [ Descrintion Records| Owner | Catenory | Access -
F 1007 TERMDP | Compare Date Last Paid to Term Date 3,704| CDEA EMP @ District
Own e r p u I | - d OW n 100714 TBLTR | TBREMEWAL LETTER 90|CDEA  [TBREPRT  |District
DATAD3 CDPDLT |CDEAPDL TEST2 1,698 | CDEA EMP@ District
- - DATADS PDLAES |PDLABSENCES 1,082 (CDEA EMP@ District
C I I C k G et L I St Of DATA11 CDPDLT |CDEA PDL TEST 1,735(CDEA EMP@ District
. DATA13 ABTBAL |AETBAL 341|CDEA EMP@ District
D at a F I I e S b u tto n DATA21 ABTBAL |ABTBAL 24| CDEA EMPE District
DATAZ22 CDPDLT |CDEAPDL TEST2 1,735(CDEA EMP@ District
. DATA31 TERMDF | Compare Date Last Paid to Term Date 1,094 CDEA EMP@ District
S e | e Ct FI | e tO DATA33 NEWEMP |NEW EMPLOYEE LIST 19| CDEA EMP@ District
DATA41 MEWEMP |MEW EMPLOYEE LIST 7| CDEA EMP@ District
d OW n | O ad DATA42 MNEWEMP [MEWW EMPLOYEE LIST 0| CDEA EMP@ District
DATA43 MNEWEMP [ MEWW EMPLOYEE LIST 2| CDEA EMP@ District
C I 1 k h (11 77 DATA44 ABTBAL | ABTBAL 1,733|CDEA EMP@ District
I C t e S u n n y DATA45 MEWEMP |MEW EMPLOYEE LIST 19| CDEA EMP@ District
- . DATAS1 PDLABS |PDLABSEMCES 9| CDEA EMP@ District
EXC e I WI Z ard I C O n DATAS2 AETBAL |ABTBAL 9| CDEA EMP@ District
DATAS4 ABETBAL |ABTBAL 24| CDEA EMP@ District
DATASS ABTBAL |AETBAL 1,732|CDEA EMP@ District
DATAGS MEWEMP |MEW EMPLOYEE LIST 7| CDEA EMP@ District -
PDLOT0O [ O ): View - Any file. Update - Only your own files. Yr:2015 Dist:90 Site:d | 10/7/2014 11:31 AW
. p,
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Download Data into Excel (cont.)

&) ExcelDatad 6288661 xls
= ExcelDatad. 7549664 xls
EII_] ExcelData3.545785E-02 xls
&) ExcelData5.052692E-02.xls

U
=l Recent Places

4 Libraries
@ Documents
J‘! Music
[E=] Pictures
ol scripts

B Videos

Ll Computer
&, Local Disk (C:)
L CDea (Virte-fsl\s

10/7/2014 11:02 AM
10/7/2014 11:33 AM
10/7/2014 10:06 AM
10/7/2014 10:04 AM

5% TSB Analyst (Wb o [ m

Microsoft Exce
Microsoft Exce
Microsoft Exce

Microsoft Exce

I — —
Cpen b — . — . > L@M
Ou | .« AppData » Roaming » gss » UserFiles » 5SVR.gsspsccoeorgPORT.29610 » CDEA » Temp v|4f|| Search Temp
— —— TE—— O SS— e
Organize v New folder B S| @
R Desktop o Name Date modified Type
Download
& Uownloads EI_] ExcelData0.2743906 xls 10/7/201411:01 AM  Microsoft Exce
%% Dropbox )
&) ExcelDatal.3881298 xls 10/7/2014 3:55 AM Microsoft Exce
& OneDrive

Select a file to preview.

File name: | JEIEINEL T

[AII Excel Files (*xI™* xlsg* xlsm; vl

Open Iv Cancel

Tools =

o Click Open

« DO NOT change the filename

40



Download Data into Excel (cont.)

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:
i@ i -Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.

Startimport at row: | 1 ! File grigin: 437 : OEM United States |

Preview of fle C:\Users\CDea\AppDataRoaminglgss \UserFiles\SVR. gssp.. .. \ExcelDatal. 7549664, xls.

e Click Next

41



Download Data into Excel (cont.)

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below,

Delimiters
..Semi::olon [] Treat consecutive delimiters as one
Comma I
- Text gualifier: |© IEI
[ Space
[] other:
Data preview
5 OTBS FA FEGULAR STATUS (ACTIVE) BEIM] -
5 [pTBES FR  RECULAR STATUS (ACTIVE)
N 1 CERTIFICRATED MANREEMENT RA FEGULAR STATUS (ACTIVE) .
7 ERER =) FEGULAR STATUS (ACTIVE) _| |
1| 1] [
L
[ Cancel ] [ < Back ]l[ Mext = ] [ Einish ]
L5 -
e Select Comma delimited and Next



Download Data into Excel (cont.)
(Testimpor wisrd Sicp3 ot 3 [ = ==

||| This screen lets you select each column and set the Data Format.

i Column data format
General
ey 'General' converts numeric values to numbers, date values to dates, and all

= remaining values to text.

Toew ot [1] ‘

! Do not import column (skip)

Data preview

a/00,/0000
k00, 00,0000
a/00,/0000
a/00,/0000

0/00,0000 Ea
0,/00/0000
0/00/0000
0,/00/0000

] [lr

(o ][ <o |

e Select the 15t five columns
e Click the Text radio button

43



Download Data into Excel (cont.)

|| This screen lets you select each column and set the Data Format.

l Column data format

General
‘General' converts numeric values to numbers, date values to dates, and all

Text remaining values to text,

MDY |T| I Advanced...

Do not import column (skip)

Data preview

sxllext Sxt

E) pRVID HOLLIE
E) MODCRE DESIREE
E! MALIAN ROCHELLE
E) PERNE ERITRNNY
E) HESEETT RODNEY

e Select the date columns
e Click the Date format radio button
e Click Finish



Download Data into Excel (cont.)

FIFEEE | ExcelDatal THO660 235 - Microsoht Bxcel LB | ey |
n Hoame Inggrt Page Layout Formilas Daia gt Wit Agd-Ine Acrpbat £3 a o g 8
e L = E me-ase Q|1 MY 2 B3 B i m = m
Hoemal Fhl}l' Pagt'ﬂruk i gmm Fiall J. Geidliriet '_:1' Ht:lﬂlﬁu'i I00% Zoom i Phew .unngr Freeze : : - i Save Swilgh Macrad

Layout  Freview Views Screen Selection | Windew Al Panes - £ SRk Warkipboe Window: =
Warkbook Viewd Sheow Taam Window Macrai

a1 - S| BargUnit e

' A [ B C D ' E ' F G ' H [
| 1 [Barginit _ -]8argunit Name - |EmpType - | Emptype_Name - LastName - |FirstName | = | TermDate |- DatelastPaid |-
6328 13 CERTIFICATED SUPERVISORY CT REGULAR STATUS [ACTIVE) 6/30/2013 /3172013
632907 PARA RA REGULAR STATUS [ACTIVE] 00,00y 0000 5/30/2014
5330 :I:I? PARA RA REGULAR STATUS [ACTIVE) 7/28/2014 9/30/2014
6331 07 PARA RA REGULAR STATUS [ACTIVE] 00 00 0000 9/30/2014
ga32o7 PARA RA REGULAR STATUS [ACTIVE] 0000,/ D000 9/30/2014
633315 CLASSIFIED MANAGEMENT RA REGULAR STATUS [ACTIVE] 4302012 6/29/2012
gaza o7 PARA R REGULAR STATUS [ACTIVE] 00//00/ D000 5/30/2014
6335 07 PARA RA REGULAR STATUS [ACTIVE] 6/10/2009 312009
G334 :12 CLASSIFIED SUPERVISORY RA REGULAR STATUS [ACTIVE] 7ef2000 7/30/2010
sa;?'nr PARA A AEGULAR STATUS [ACTIVE] bl T 8/31 012
6338 08 CTA RA REGULAR STATUS [ACTIVE] 6972011 6/30,/2011
6339 05 oTBS RA REGULAR STATUS [ACTIVE] 0000,/ 0000 9/30/2014
5340 15 OTBS RA REGULAR STATUS [ACTIVE] 00//00/ 0000 9/30/2014
6341 08 CTh R REGULAR STATUS [ACTIVE] 6/30/2012 6/29/2012
f342 115 oTas A REGULAR STATUS [ACTIVE] 5/29/ 304 5/30/3004

ma:nr BARA RA REGULAR STATUS [ACTIVE) 00000000 5/30/2014 J!

G344 OF PARA RA REGULAR STATUS [ACTIVE] 0000,/ 0000 9/30/2014 o
5345 17 PARA RA REGULAR STATUS [ACTIVE] 00,00,/ 0000 9/30/2014
6346 07 PARA uL UMPAID LEAVE OF ABSENCE 9/30/2014 8/29/2014
5347 07 PARA PL PAID LEAVE OF ABSENCE 3/27/2009 Af 302009
6348 07 PARA RA REGULAR STATUS [ACTIVE] B/16/2013 8/30/2013
6343 07 PARR R REGULAR STATUS [ACTIVE) 00y 00 0000 5/30/2014
um:ua CTA PL PAID LEAVE OF ABRSENCE /212010 5282010

6351 07 PARA RA REGLULAR STATUS [ACTIVE] 0000/ 0000 10432014 -

M 4% 0| ExcelDatal. 7549664 A 14 ] ¥
Reagy | | I 100% (=)- {} {+)

e Use Excel to format your file

45



Using Selection Rules

 Filter the data you download using
operators

« Have Personnel Downloader only give
you a specific subgroup of data
matching the rule/operator

e Eliminate some extra work in Excel

46



Using Selection Rules (cont.)

The following operators have you type one value in the dialog box that
displays in the From column of the grid:

 EQ for equals, such as pay-loc 1 equals 3020 to only select employees with
3020 on check sort on W4 screen

« NE for not equals, such as site not equals 1039 to select employees assigned to
any site other than 1039.

« GT for greater than, such as hire date greater than 12/31/2013 to select
employees hired after December 31, 2013 (2014 or later).

« LT for less than, such as last name less than G to select employees with last
names starting with A through F.

« GE for greater than or equal to, such as termination date greater than or
equal to 07/01/2014 to select employees terminated on July 1, 2014 or later.

« LE for less than or equal to, such as a hire date less than or equal to 12/31/2013
to select employees hired in 2013 or eatrlier.

47



Using Selection Rules (cont.)

The following operators have From and To boxes for the start and
end of a range.

« |B forin between the start and end of the range, such as a hire date
with a From date of 09/01/2014 and a To date of 09/30/2014 to select

employees hired during September.

* NI for not in between the start and end of the range, such as Federal
exemptions with a From number of 0 and a To number of 7 to select
employees who are claiming 8 or more exemption credits.

48



Example of Using Selection Rules

e Select
NEWEMP
and click
Open
Download
Definition

-
Qb Personnel Downloader

90 - S.C.COUNTY OFFICE OF EDUCATION

osiinR || = [ O [

File Options

led & 4

@ Download Defintion

Help+Video

+ X O0NEESXH|EHE

Data ] Lategories I

& 9

Inspect

SubSet

W Include Global:

Select Download T

Download/Global Settings

Field Selection

W Include Diskrict;

Owner: |COEA A

Categon,: -

Name Description Owner Category Type Audit Date
ABTBAL AET Balances CDEA EMP@ Global 10/8/2014
COMBEM | Commuter Benefit Eligibility CDEA EMP@ Global 10/6/2014
EUSEM EL) Screen Semester Units for Cert Staff CDEA EMP@ Global 8/28/2014
MMTE Mail Merge for TB Expiration CDEA EMP@ Global 10/7/2014
} MEWEMP  {MNEW EMPLOYEE LIST CDEA EMP@ Global 10/27/2014

PAYWAR  [PAYWAR CDEA EMP@ Global 10/16/2014
PDLABS PDLABSEMCES CDEA EMP@ Global 6/30/2014
TBEMM Mail Merge for TB Expiration CDEA EMP@ Global 10/7/2014
TERMDP Compare Date Last Paid to Term Date CDEA EMP@ Global 10/7/2014
AETBAL AETBAL CDEA EMP@ District  |6/30/2014
CDPDLT CDEA PDL TEST2 CDEA EMP@ District  [4/17/2014
COMBEM | Commuter Benefit Eligibility CDEA EMP@ District  [59/23/2014
PDLABS PDLABSEMCES CDEA EMP@ District  [6/30/2014
TBEXP TB EXP COTEST CDEA EMP@ District  [5/13/2014
TEST test CDEA EMP@ District  |10/23/2014

PDLOMO [ O ): Yiew - Any file. Update - Only your own files.

Yr:2015 Dist90 Site:0

10/2772014 |12:54 PM
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Example of Using Selection Rules(cont.)

« What are we going to get out?

Dawnload/Global Settingz

|

Total Length: 58 # Fields Output: 5

Field Selection

Jutput
Field Len | Type|Out_|OP From To
EEEmp name, last 20 |(Char |Yes |LT
Emp name, first 12 |Char |Yes
Emplc:n_.ree ExtRef |06 [Mum |Yes

T N T o S
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Example of Using Selection Rules(cont.)

« We will get employees that meet all

these criteria:

— Employee’s with last names A - |
— Employees hired between 07/01/2014 and 08/31/2014
— Employees with Pay code of 02, Classified Employees

Dovwnload/Global Settingz T Field S5election

Jutput

b

Field

Emp name, last

Len mﬂut oP Frn_m T{_:

Total Length: 58 # Fields Output: &

20 |Char |Yes |LT J

Emp name, first

12 |Char |Yes

Employee ExtRef

05 MNum |Yes

Hire date
Pay code

05 |Date |Yes |[IB 07f01/2014 05/31/2014
02 (Mum |Yes |EQ 02

o1



Example of Using Selection Rules(cont.)

Let’s look at the download in Excel

In this example, we downloaded data for 5
new Classified employees hired between 7/1
and 8/31 with last names from A - |

clr o T —

Home Insert Page Layout Formulas Data

Calibri

L D E F
a0 8/26/2014

OLLIE 90, 8/18/2014
RITANNY 90, 8/20/2014
ELINDA 90, 8/25/2014

e = I L I L R L ]

LOMDRA, 90 8/21/2014




Going forward...

* Try out some existing presets

 Modify field selection criteria on presets
to fit your needs

 Create your own presets from scratch
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