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Using the Excel-to-Component Interface Personal Activity Sheet 1.0

Supplemental Job Aid

Date: 07/28/2014

Target Audience: Department Activity Sheet Maintainer or Employee, per department policy.

Purpose: This Supplemental Job Aid provides steps to install the Personal Activity Sheet on an individual computer and to create and submit Personal Activity Sheet data from Excel into PeopleSoft using the Component Interface.

Using the Excel-to-Component Interface Personal Activity Sheet:
Step 1: Install prerequisite software and options. Check with your Department IT to ensure that all prerequisite software and options listed below are installed on the user's desktop.
· Microsoft Office 2007 or above
· Microsoft Visual Basic 6.0 SP5: Run-Time Redistribution Pack
· Microsoft Core XML Services (MSXML) 6.0 or higher
· Microsoft Windows Common Control – 2 6.0 (SP4)
· Macros must be enabled



Step 2: Install Personal Activity Sheet on your computer Desktop.   
1. Go to the www.fiscal.ca.gov and click ACCESS FISCAL.
[image: ]
2. Click the Training button.
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3. Click the FI$Cal End User Supplemental Job Aids and Training Tips button.
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4.  Click the Labor Distribution Job Aids link.
[image: ]

5. Click the Personal Activity Sheet, and copy it to your desktop. Unzip the folder to your desktop. This creates an unzipped folder with the same name on your desktop. This unzipped folder contains an Excel macro-enabled worksheet along with some supporting files.



Step 3: Enter data into the Personal Activity Sheet.
Open Personal Activity Sheet: Open the Personal_Activity_Sheet folder on your desktop and double-click on the file Personal_Activity_Sheet. 
This will open the Macro-Enable Excel Worksheet.
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[bookmark: _GoBack]Enter the Personal Activity Sheet data: If not already selected, select the Personal Activity Sheet worksheet. On the worksheet, enter the Business Unit, Employee ID, Pay Period Year, Pay Period Month, and Total Hours for one employee. Enter Submit Date and Submit Time if desired or if required by departmental procedures. Then, on individual lines, enter the Hours Worked and other ChartField information for each Earnings Type and Chartfield combination. 

[image: ]

Save for Submission: When all employee data has been entered, click on the Save button on the Personal Activity Sheet. It may be necessary to move the scroll bar to the right to see this button in the upper right of the sheet. This moves the Personal Activity Sheet data to the Staging and Submission sheet. The Save button will deactivate and the Update/Modify button will become active. 
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To modify the data after saving, click the Update/Modify button. This will reactivate the Save button. Make the corrections and click the Save button again.
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Step 4: Follow departmental procedures for approval and submission of Personal Activity Sheet (Employee): This may involve: (1) E-mailing the Personal Activity Sheet file to your supervisor; (2) Supervisor reviewing and approving or rejecting; (3) Supervisor e-mailing approved Personal Activity Sheets to the Departmental Activity Sheet Maintainer to complete Staging and Submission to FI$Cal. 
If a completed Personal Activity Sheet needs to be emailed, select the Excel File tab and click on File  Save As to save the Personal Activity Sheet with a unique name if desired or based on departmental naming conventions (e.g., with your name and the Pay Period identified in the file name). The resulting copy can be attached to an email.
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Step 5: Staging & Submission. On receipt of Personal Activity Sheets, the Departmental Activity Sheet Maintainer submits them to the database.
Submit Data: Open a Personal Activity Sheet and select the Staging & Submission worksheet. Click the Submit Data button on the Add-Ins tab to submit the data in the Activity Sheet to the database. Enter the User ID and Password for the Department Activity Sheet Maintainer role when prompted. If the error message “The response text is not valid XML” is displayed, either the password or username is incorrect. Then click OK.
[image: ]



After a successful submission the Status column will be marked with the submission result which will either be OK, Warning, or Error.
· OK: The row of data has been submitted successfully.
· Warning: The row of data has been submitted and saved. There are warning messages. 
· Error: The row of data has not been saved. Move the mouse cursor over the cell to display the details of the error.
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Post Results: Click the Post Results button on the Add-Ins tab to post the status for each row submitted to the database on the Data Input worksheet so that data in a status of error can be corrected on the Personal Activity Sheet worksheet, saved, and resubmitted. It may be necessary to contact the submitter based on departmental procedures to obtain a corrected Personal Activity Sheet.
[image: ]


NOTE:
The Connection Information sheet: This sheet is pre-configured with the values needed to connect the Personal Activity Sheet to the production environment. There is an option to override these settings.
· The Template Sheet: This sheet is used to create data input templates.
· The Data Input Sheet: This sheet is used for internal data staging.
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