Department of Administration - Division of Finance Page 1 of 6
HR Indicative Data Download Instructions
Overview
Download and use of the HR Indicative data extract requires 3 steps:
1. Download the compressed file.
This process is somewhat automated. Read the Download Instructions for more information.
2. Decompress the file to a delimited text (CSV) format. Decompression software is not provided.
3. Import and format the CSV file into an application such as Microsoft Excel®.
The CSV format is a common import format that allows the data to be input into almost any
analysis application you may have. If using an application other than Microsoft Excel® you
will need to format the fields within your application. For Microsoft Excel®, the Division of
Finance has created a tool to help format the HR Indicative data. Note: This tool is not
required, but may make it easier to use the data. First-time users wishing to use the tool must

download an Excel® macro once. It can then be used repeatedly to format future data
downloads.
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Download Instructions
1. Select your group or department from the list.

2. Enter your LDAP user ID and password in the Password Entry Dialog box. The format of this
box will vary slightly depending on your browser. Examples of Mozilla and Internet Explorer are
shown below. To maintain security of the password, asterisks (****) are displayed as the
password is keyed. (It is strongly recommended that you do not save your password if given the
option.) Click OK.

Mozilla:

Prompt x|

—r—
@) Enter username and passward for "Accounting” ak transfer . skate, ak.us
User Mame:

lediel:uels

Passwiord;

I******ﬂ

04 Cancel |

Internet Explorer:

Enter Network Password J 2| x|

Fleaze type your user name and pazsword,
Site: fransfer state. ak.us

Fealm Accounting

User Mame lediehels

Passwiord I“*’“‘“*“

@ve thiz pazzword in your pazsword st

Do not use. ] I Cancel
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3. A screen similar to the following will display:

; Index of /finviews/goy - Microsoft Internet Explorer = IEIlEl
J File Edit “ew Favorites Tools Help |J.ﬁ.ddress @httpﬂ."ﬂj f-’phg.;. |
| ok - - QB G| S -
=
Ll L
Index of /finviews/gov
Hame Last modified Size Description
a Parent Directory 23-Mar-2004 15::26 -
a alldeptsz/ lZ-Jan-2004 09;: 47 £
[23 dept0l/ 19-Apr-z004 19:46 e
Avaches] 3 23 Server af fransfer sfafe.al.us Forf $43

4. Left-click on the appropriate departmental folder from the list, then left-click the appropriate HR
Indicative file from the directory list displayed. Note the current file is named hrind.zip. Prior
calendar year-end files are named hrindyy.zip, where "yy" is the year the file was created. Also
note that the alldepts folder contains similarly named files with data for all state employees.

; Index of /finviews /gov /dept0l - Microsoft Internet Explorer
J File Edit ‘Wew Favorites Tools  Help |J.ﬁ.ddress I@ http vl s |
| ok - - Q[ t || S W
ﬁ hrind.=zip 19-Apr-2004 15:35 94k il
ﬁ hrind00.=zip 23-Iul-2002 10:32 g0k
ﬁ hrind0l.=zip 23-Iul-200Z 10:32 T8k
ﬁ hrindlz.=zip 153-Jan-2003 13:15 98k
ﬁ hrind03.zip li-Jan-2004 093: 47 A%k
ﬁ hrind36.zip 23-Iul-200Z 10: 32 g3k
ﬁ hrind37.=zip 23-Tul-200Z 10: 32 g%k
ﬁ hrind38.=zip 23-Iul-200Z 10: 32 101k
-
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5. Left-click the appropriate HR Indicative file from the directory list displayed.

A window similar to the one below will display:

savens 2| |

Save In: Ia hy Dawnloads j = EF v

Firi on 'Draan...

—

File name:; Ihrind.zip j Save I
Save az lype: IZipEentraI File j Cancel |
i

6. Inthe "Save in:" selection list box, specify the drive and directory in which you would like the file
to be saved. In the example above, the directory (or folder) in which the file is being saved is
named "My Downloads". Do not modify the "Save as type:" box.

Firr on ‘Dioa-jr...

7. Click the Save button to save the compressed Account Route Data file to your specified drive and
directory.

Note: When you decompress the file you saved, it is important to keep the file name
hrind.csv for normal processing. As described below in "How to Use the Microsoft Excel®
Macro" this will all the formatting macro to work properly.
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Instructions for downloading the Microsoft Excel fmthrind macro

Note: This process to download the macro only needs to be done once.

1. Go to the Payroll Macros page, then download the Microsoft Excel® macro by right-clicking on the
link for fmthrind.xls (Microsoft Excel® Macro).

2. When you right-click on the link provided, a window similar to the one of the windows below will
display:

Open in Mew Window

Open Link in Composer

Black

Eanwyarnd

Feload

=) )
Cpen

Wiew Source Open in Hew Windawr

Wiew [nfo T
dave Target &s..

&dd Bookmark, o ap

Create Shorkcut e

Send Page Add to Favorites. .
Propetties

Copy Link Location

Netscape Window Internet Explorer Window

3. Netscape® users click on "Save Link As...", Internet Explorer® users click on "Save Target
As...".

4. A"Save As" window similar to the one below will display:

savens 2| x|

Save in I{_jXLMacrus ﬂ & I'j{ T

Fin on ‘Tioaqn...
=
— File name: Ifmthrind.:-:ls j Save I
Finan 'Doan...
Save as type: IMicrusuft Excel wiorkzhest j Cancel |
P



http://fin.admin.state.ak.us/dof/payroll/macros.jsp
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5. Inthe "Save in:" selection list box, specify the drive and directory in which you would like the file
to be saved.

6. Click the Save button to save the file to your specified drive and directory.

How to Use the Microsoft Excele Macro

To simplify consistent formatting of the HR Indicative data, a macro is available which will perform
automatic formatting of the "HRIND.CSV" file. If you would like to use the Microsoft Excel® macro, follow
the step-by-step instructions below.

1. Open the decompressed HR Indicative file "HRIND.CSV" in Microsoft Excel®. Here are two ways
this task can accomplished:
e Double click on the file "HRIND.CSV" in Windows Explorer.
e Open Microsoft Excel®, click on the Eile pull down menu then select Open, and navigate
to the drive and directory (or folder) in which the file "HRIND.CSV" resides, either double
click on "HRIND.CSV" or select it with a single click then click the Open button.

2. Open the file "fmthrind.xIs" in Microsoft Excel®. Here are two ways this task can accomplished:
e Double click on the file "fmthrind.xls" in Windows Explorer.
e In Microsoft Excel®, click on the File pull down menu then select Open, and navigate to
the drive and directory (or folder) in which the file "fmthrind.xIs" resides, either double
click on "fmthrind.xls" or select it with a single click then click the Open button.

3. Do not be alarmed if you notice some movement and flashing as the macro formats the
"HRIND.CSV" file. When the macro has finished the formatting process it will close automatically.

4. You must have the "HRIND.CSV" file open in Microsoft Excel® before opening the
Microsoft Excel® macro, otherwise the following error will occur:

Microsoft ¥isual Basic

Run-time error '3

Subscript out of range

Help |

Continue End




