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Course 100 Employee Self Service

Section 1 - CAPPS Fundamentals
Section 1 - CAPPS Fundamentals

Section 1 - CAPPS Fundamentals has 4 lessons:
= Lesson 1- CAPPS Overview
=  Lesson 2 - How to Access CAPPS
= Lesson 3 - Using CAPPS Navigation Features

= Lesson 4 - Using the Search Feature to Retrieve Information

Lesson 1 - How to Access CAPPS
Section 1, Lesson 1
CAPPS Fundamentals

Learn how to sign-in to the CAPPS system

Section 1 - Lesson 1 Exercise - Scenario 1: Learn how to sign-in to the CAPPS system

Procedure

This lesson shows you how to log into the CAPPS Enterprise Portal and the CAPPS HR/Payroll
system. It also shows you your menu options and choices.

Step Action

1. This Login page is the gateway to the CAPPS Enterprise Portal and the CAPPS
HR/Payroll system as well as other CAPPS PeopleSoft applications.

It is recommended that you save this URL as a Favorite in your Internet browser.
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Step Action

2. The Login page is where you will enter your User ID and Secure Password in the
appropriate fields.

If you do not have this information, please contact your agency password support
personnel.

The Secure Password is Case Sensitive. As you enter your password, the system will
mask your entry with asterisks.

3. Once you have entered the User ID and Secure Password you will click the Sign In
button.
4, This page contains the CAPPS Enterprise Portal. The views on the Portal will vary

according to individual security roles.

Next you will take a look at each of the components within the Enterprise Portal.

5. This is the CAPPS HR/Payroll Application Link. This link takes you to the PeopleSoft
Menu with choices and options based on (1) your role in the system and (2) your
security access to the system.

If you are a user with access to both HR/Payroll and Finance applications then you
will also see a FIN Application Link further down the page.

6. Below the HR/Payroll application link are the Employee Self-Service and Manager
Self-Service links.

The Self-Service options are available to all employees.

7. The Manager Self-Service links are available to any employee with a role as a
Manager in the system.

Remember the application links will appear according to the user profile.

8. The Worklist will only appear for users that have Worklist items.

In this example, the user has an HR/Payroll Worklist.

9. Common Links are static and will appear for everyone.

Notice the link to Change Password.

10. Other Portal Links are for users specifically granted access to UAT, Maintenance,
and Sandbox.
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Step Action
11. New Content Pagelets appear in this area by suite (HR/Payroll and/or FIN).
They will contain information about downtime, scheduled maintenance, and timely
reminders.
12. Next you will see how the Main Menu can be used as an alternate way to access
the same information.
13. The CAPPS HR Portal also displays a Main Menu with choices and options based on
your role and security in the system.
This is an alternate way to navigate to information in the system.
14. You can access Employee Self-Service from here as well.
15. After selecting the HR/Payroll link, you will see the CAPPS HR/Payroll Menu
options.
Favorites = | Main Menu =~ o
Home ‘Worklist Add to Favorites Sign out
ORACLE’
Menu o ev
Search:
®
My Favorites
CAPPS Interfaces
Consolidated Utilities
) Self Service
Time Admin Self Service
JRC Self Service
Recruiting
Workforce Administration
Benefits E
Compensation
Time and Labor
Payroll for North America
Payroll Interface
Workforce Development
Organizational Development
Enterprise Leaming
Workforce Monitoring
Interfaces
SetUp HRMS
CAPPS Utilities.
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Careers
Change Wy Password
My System Profile
/" Trusted sites | Protected Made: Off ‘a v ®100% v -
Step Action
16. The system now displays the CAPPS HR/Payroll Application Main Menu.

Please note that in addition to accessing ESS or MSS from the portal (the previous
screen shots), you can also navigate to (Employee) Self Service or Manager Self
Service from this Menu.
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Favorites = | Main Menu ~ ‘ol
Home Worklist Add to Favorites Sign out
ORACLE
Menu T ev
Search:

®
My Favorites
CAPPS Interfaces
Consolidatad Utilities
Self Service
Manager Self Service
Time Admin Self Service
JRC Self Service
Recruiting
Workforce Administration
Benefits
Compensation
Time and Labor
Payroll for North America
Payroll Interface
Workforce Development
Organizational Development
Enterprise Learning
Workforce Monitoring
Interfaces
SetUp HRUS
CAPPS Utilities
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Careers
Change My Password
lly System Profile

I

/' Trusted sites | Protected Mode: Off fa v ®I100% v

Step

Action

17.

Click the Main Menu button to see the same list of menu options and choices.
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Favorites = || Main Menu - r
Search Menu: Home Worklist Add to Favorites Sign out
ORACL ]
03 CAPPSInterfaces 4
Menu 3 Consolidated Utilities 4
Search: T Self Service r
- 3 Manager Self Service 4
e e Admin Self Semice v
CAPPS Inter
Consolidate & JRC Self Senvice 4
seffsenice. (1 Reoriting '
Manager Sel (3 Workforce Administration 4
Time Admin| ~  manefits N
RO Selt el oy Compensation 4
Recruiting
Worldorce A( =3 Time and Labor 4
Benefits 3 Payroll for Norih America v L
Compensali 3 Payroll Interface 4
Timeandla o \yongorce Development 4
Payroll for N o
Payroll Inter? 3 Organizational Development 4
Workforce D [ Enterprise Leaming 4
Organization (3 Workforce Monitaring 4
Enterprise L (3  |nterfaces 3
Worklorce My oo s N
Interfaces
SetUpHRM ) CAPPS Utiliies 4
CAPPS Ut 2 Enterprise Components 4
Enterprise C 3 Worklist 4
Workdist 3 Tree Manager »
Tree Managq ) Reporting Tools 4
Reporting T¢
PeopleTaols £ PeopleTools 4
Careers 5 careers L4
Change MyF [5]  Change My Password
My SystemP =y system Profile
+/ Trusted sites | Protected Mode: Off ¥ v ®10% ~

Step

Action

18.

Note that you can go to (Employee) Self Service or Manager Self Service from this
Main Menu list as well.

Most employees will see a limited number of choices when they login to the CAPPS
HR/Payroll system.
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@ Timeout Warning. Click OK to not en... ‘ﬂ&‘
ORACLE
05 ofinactuy
ntinue your current session
0K
Step Action
19. Because of security requirements, CAPPS logs you out of your application after a

period of inactivity.

A few minutes prior to timing out, the system provides a popup warning telling you
that your browser session is about to end.

If you click OK, though, the timer is reset, and your current session continues.

20. Congratulations! You have successfully completed this lesson.
End of Procedure.

Learn how to change your password

Section 1 - Lesson 1 Exercise - Scenario 2: Learn how to change your password

Procedure

This lesson shows you how to reset a forgotten password, how to change a password, and how

to set up a Password Hint.
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Step Action

1. CAPPS HR/Payroll Password Reset

If you have forgotten your password, contact your agency password support
personnel.

You will be sent a temporary password.

2. You will receive a temporary password in an email.
3. Enter your User ID and temporary Password to start the process of changing your
password.

In this example, you have entered your User ID and Secure Password already.

ORACLE’
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your

Step Action

4, The system tells you that your temporary password has expired.
Click on the link to change your password.

Click the Change Password link.

Click here to change your password.
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Step Action

5. Enter the temporary password (the one you received in an email) in the *Current
Password field.

Enter a *New Password, and enter it again in the *Confirm Password field.

Click the Change Password link.

Change Password

6. The system confirms that your password has been changed.

7. How to Set Up Password Hints

In CAPPS HR/Payroll you can set up a password hint so that you can reset your own
password.

On the Portal page, you would select the Maintain Password Hint link under the
Common Links section.

8. The system asks you to select a question from the drop down list.

In this example, your question will be "What was the name of your first pet?" You
may use the drop down arrow to select a different question. The Response must be
at least 5 characters long.

After selecting your question, entering your response information, you will click the
Save button.

9. Manual Password Reset

You can also manually reset your own password. This method assumes that you are
already logged into the CAPPS Enterprise Portal.

You would click the Change Password link near the bottom under Common Links.

10. Enter your current password in the *Current Password field.
Enter a *New Password, and enter it again in the *Confirm Password field.

Click the Change Password link.

Change Password

11. The system confirms that your password has been changed.
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Step Action

12. How to use "I forgot/Change my password."

If you have forgotten your password and you have set up a password hint, you can
have a temporary password sent to you in an email. The system uses the email
address stored in your User ID account.

NOTE: You may have an email address on file in the system, but the system will
only use a specific email address from the email field labeled "Business" in your
User ID profile. If you do not receive the temporary password email, contact your
agency password support personnel.

13. To begin, click the | forgot/Change my password link on the CAPPS login page.

14. Enter your User ID, and then click on the Continue button.

15. The system asks you for the Response to your Password Hint that you previously
set up.

You then click on the Email New Password button.

16. If your Response is valid, the system will email you (to the email address on file) a
temporary password.

NOTE: You may have an email address on file in the system, but the system will
only use a specific email address from the email field labeled "Business" in your
User ID profile. If you do not receive the temporary password email, contact your
agency password support personnel.

17. The system sends you an email.
18. Enter your User ID and temporary Password to start the process of changing your
password.

In this example, we have entered your User ID and Secure Password already.

19. The system tells you that your temporary password has expired.
Click on the link to change your password.

Click the Change Password link.

Click here to change your password.
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Step Action

20. Enter the temporary password (the one you received in the email) in the *Current
Password field.

Enter a *New Password, and enter it again in the *Confirm Password field.

Click the Change Password link.

Change Password

21. The system confirms that your password has been changed.

22. Congratulations! You have successfully completed this lesson.
End of Procedure.

Lesson 2 - Using CAPPS Navigation Features

Section 1, Lesson 2
Using CAPPS Navigation Features
Learn how to add and delete Favorites
Section 1 - Lesson 2 Exercise - Scenario 1: Learn how to add and delete Favorites

Procedure

In this lesson you will learn how to add and delete Favorites.
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Favorites ~ | Main Menu ~

ORACLE

Menu T ev
Search:

My Favorites

Self Service

Manager Self Service
Change My Password
lly System Profile

Home ‘Worklist Add to Favorites

Sign out

J/ Trusted sites | Protected Mode: Off

-

H100% ~

Step

Action

The CAPPS HR/Payroll browser-based interface contains navigation elements that

are the same as those found in other CAPPS applications.

After you sign in to CAPPS, your Home page appears.
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Favorites ~ | Main Menu ~
I Home = Workist = AddtoFavorites = Sign out I
ORACLE’
Menu [ E L4
Search:
®
Wy Favorites
Self Service
Wanager Self Senvice
Change My Password
My System Profile
J/ Trusted sites | Protected Mode: Off 4 v R100% - -
Step Action
2. A universal navigation header will be displayed at the top of every page. This

header generally contains the following links:

e Home

e Worklist

¢ Add to Favorites
¢ Sign out

Some links might not be available to a user; the presence or absence of a link is
based on user security settings, as well as application implementation rules.

3. Selecting the Home link will automatically return you this page.
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Favorites ~ | Main Menu ~

Home Worklist Add to Favorites Sign out

ORACLE’
Menu T 8
Search:
®
My Favorites
Self Service
Manager Self Semice
Change My Password
My System Profile
J/ Trusted sites | Protected Mode: Off 3 v R100% - -
Step Action
4, The Worklist link tells the system to go to your worklist page. Remember that the

worklists for HR/Payroll is available on the Enterprise Portal Page as well.

A worklist is an organized list of items waiting for your attention. The system
automatically generates your worklist when you use a workflow-enabled

application.

The Worklist page provides summary information about all items on your personal

worklist.

The Worklist page also provides links for you to view additional details about an
item, navigate to a page where you can perform an action (such as Approve) on an

item, and (optionally) reassign a work item to someone else.

If you are involved in approving items, those approvals will be worked from the

Worklist.
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Favorites = | Main Menu ~ o
Home Worklist Add to Favorites Sign out
R "
Menu T 8
Search:
®
My Favorites
Self Service
Manager Self Semice
Change My Password
My System Profile
J/ Trusted sites | Protected Mode: Off 4 v R100% - -
Step Action
5. Add to Favorites is a feature similar to a browser bookmark; use it for frequently

used folders and content pages.

Use Add to Favorites to add the current page to your list of favorites; Favorites can
be accessed from the Favorites menu in the upper right corner of this page.
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Favorites ~ | Main Menu ~

Home Worklist Add to Favorites Sign out

ORACLE

Menu

Search:

My Favorites

Self Service

Wanager Self Senvice
Change My Password
Wy System Profile

J/ Trusted sites | Protected Mode: OFf v R100% v

Step

Action

The Favorites menu grants quick access to frequently used pages that you have
added to My Favorites; the system also maintains a list of Recently Used pages in
this location.

Clicking a link from the Favorites menu is a direct path to the page, and will bypass
menu navigation.

Click the Favorites button.

avorites =

The Favorites menu has two sections.
The top section will list Recently Used pages, or pages that you have accessed.
The bottom section allows you to Add or Edit your My Favorites list.

This example shows that you recently accessed the Location page.

Page 15




CAPPS HR/PAYROLL
EUT Course @

Centralized Accountmng and Payroll Personnel System

Step Action

8. To add a page to the Favorites menu, navigate to the page to be added, then click
the Add to Favorites link.

In this example you have already navigated to the Location search page. From the
Location search page, click the Add to Favorites link.

Add to Favarites

9. You can either accept the default Description, or enter your own description for
this page.

In this example, accept the default description of Location.

Click the OK button.
(8] 4

10. The system displays a message telling you that the favorite has been saved.

Click the OK button.
F 0K

11. Click the Favorites button to see if Location was added to your list of favorites.

Favorites -

12. Notice how Location has been added to the My Favorites section of the Favorites
menu.

13. You can change the name of a Favorite or delete one from the list.

Click the Edit Favorites menu item.

& Edit Favorites |
14. To edit the name of a Favorite, simply replace the entry 'Location' with one of your

own choosing, and then hit the Save button.

15. To delete a favorite, click the minus sign (-) next to the favorite to be deleted.

Click the Delete row 1 button.

L]
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Favorites + Main Menu =

Home | Worklist Sign out
ORACLE

New Window | Personalize Page | B
Edit Favorites

Click the Save button after editing or deleting favorites.

Favorites Persanalize | Find | First'*/ 10f 1} Last
“Favorite Sequence number
Location 0

£ when the transaction is save
(5 save || Mofify

Message from webpage =
) Delere curentiselected rows from this page? The delete will accur

«/ Trusted sites | Protected Mode: OFF v B10% v

Step Action

16. The system asks you to confirm your deletion. You have the option, of course, to
cancel this deletion.

Confirm deletion by clicking the OK button.
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Favorites = Main Menu =

Home | Worklist Sign out

ORACLE

New Window | Personalize Page | B

Edit Favorites
Click the Save button after editing or deleting favorites.

There are no favorites.

[5 Save ||[=] Notity

Done J/ Trusted sites | Protected Mode: Off fa v ®I00% v

Step Action

17. Save your work.

Click the Save button.

18. You will see that Location was removed from the My Favorites list.

Click the Favorites button.

Favaorites -

19. Notice how Location is no longer listed under My Favorites.

(Note that Location still appears on the Recently Used list.)

20. Be sure to Sign Out of the CAPPS when you are done.

21. Congratulations! You have successfully completed this lesson.
End of Procedure.

Lesson 3 - Using the Search Feature to retrieve information

Section 1, Lesson 3

Using the Search Feature to Retrieve Information
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Learn how to use the Basic search feature

Section 1 - Lesson 3 Exercise - Scenario 1: Learn how to use the basic Search feature.

Procedure
In this lesson you will learn how to perform a basic search.

After you have navigated to a specific page, the system will display a search page. Search pages
are used to define the specific information you want to retrieve.

Step Action

1. The page displayed on the screen is the Basic Search page.

There are two tabs on this page:
1. Find an Existing Value
2. Add a New Value.

The Find an Existing Value tab allows you search for information according to a
particular value or values.

The Add a New Value allows you to add information in CAPPS. It is important to
note that not all users will have security access to perform this task
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Favorites ~ Main Menu~ > SetUpHRMS ~ > Foundation Tables - > Organization - > Location
Home Worklist Add fo Favorites Sign out
ORACLE
New Window | 5
Location
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value
Search Criteria
o - E—
Search | Advanced Search
Find an Existing Value | Add a New Value
w100% v
Step Action
2. Typically, a Basic Search page offers one field (or at most two fields) with which

you may search for data.

The drop-down list allows you to pick which key field you want to search (this
example shows SetID). A SetID is your agency number with TX for Texas.

In this example you will use the Basic Search feature to search on SetIlD = TX032.

Click the Search button.
ol

3. After selecting the Search button, the system will display the search results in
a Search Results grid. In this example 10 records were retrieved. The Agency TX032
has 10 physical locations assigned to the Agency.

4. On a Basic Search page, you have the option of changing the search criteria.

The Search by drop-down list lets you select a different search key (a different
field) to search against. You can enter full or partial values for the key field.

Click the dropdown arrow to the right of the Search by field.

M
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Step Action

5. Notice the other fields that you may use as Search Criteria. The search critieria
options may vary depending on the navigation used.

6. The system has three useful buttons at the bottom of the page.

Previous in List goes to the previous item from the Search Results grid.

7. Next in List takes you to the next item from the Search Results Grid.

Favorites ~ Main Menu~ > SetUpHRMS ~ ;> Foundation Tables ~ > Organization -~ > Departments
Home Worklist Add to Favorites Sign out

ORACLE’

New Window | Personalize Page | (5
Department Profile || Comm. Acctg. and EG

setiD:  TX032 Department:  TX032 Business Units that use this Set ID
Department Profile Find | View All First ‘&' 10f 1 % Last
*Effective Date: 110172012 [ “Status: =l
*Description: [Texas Baseline Agency 032 short Description: %032

Location Set ID: [TX032 |3, Texas Baseline Agency 032

Location: OA

Company: 32 % cMPY Texas Baseiine Agency 032

Manager Type

Managor Type

Manager ID:

Manager Position: [00000001 |@, Executive Director, Agency 032

Empl ID:
Budget Year End Date: *Budget Level:
Payroll for North America
Tax Location: @,
USA

*EE04 Function: Health v

[5) save J 2 RetumtoSearch |+ PreviousinList | J5| Nextin List

Department Profile | Comm. Acctg. and EG

H100% -

Step Action

8. To return to the Search Results grid or to start a new Search, click the Return to
Search button.

9. Congratulations! You have successfully completed this lesson.
End of Procedure.

Learn how to use Operators and Wildcards

Section 1 - Lesson 3 Exercise - Scenario 2: Learn how to use Operators and Wildcards

Procedure

This lesson introduces using Operators and Wildcards while searching in CAPPS HR/Payroll.
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Step Action
1. Take a close look at the Personal Information Search Criteria page. This is an
Advanced Search page, because multiple fields are available for use as criteria in
narrowing down a search.
Favorites ~ Main Menu~ > Workforce Administration = > Personal Information = > Modify a Person
Home Worldist Add to Favorites Sign out
ORACLE’
New Window | &
Personal Information
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Value
Search Criteria
Empl ID: begins with v
Name: begins with v
Last Name: begins with Vv
Second Last Name: begins with v
Alternate Character Name: | begins with v
Middle Name: begins with v
Organizati = v -
Business Unit: begins with v
Department Set ID: begins with % @
Department: begins with v/ @
Company: begins with v
[include History []Comect History [ Case Sensitive
Search Clear |Basic Search [gF Save Search Criteria
Find an Existing Value | Add a New Value
®100% ~
Step Action
2. The search can be narrowed by entering criteria in more than one field, and by

entering a variety of search Operators. In this example, the displayed operators are
"begins with" and "=". ( A more complete list of operators will be shown shortly.)

On an Advanced Search page different operators in multiple fields can be used.

There is limited information to look up Personal Information for an employee. The
entire employee ID is not known, but it starts with a zero.

Enter the desired information into the Empl ID begins with field. Enter "0".
Empl ID: | begins with || |
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Step Action

3. There could be hundreds (or thousands) of Empl IDs beginning with zero.
It's known that the employee's Name begins with test.

Enter the desired information into the Name field. Enter "test".

Name: | begins with || |
4, Click the begins with for Last Name dropdown list.
Last Mame: begins with
5. Here is a complete list of Operators for use in searching a field; not all operators

are appropriate for all types of fields.

begins with: search a text field using a string of alpha and/or numeric chaacters;
the system finds values that match the string at the beginning of the field.

contains: search a text field using a string of alpha and/or numeric characters; the
system finds values that match the string as long as the field contains the string of
characters, anywhere in the field.

6. = (Equals): search any field for an exact match using a string of characters; the
system finds values that exactly match the string of characters.

not = (not equal to): search any field using a string of characters; the system finds
values that do NOT exactly match the string of characters.

7. < (less than): search any field using a string of characters; the system finds values
that are less than the string of characters.

<= (less than or equal to): search any field using a string of characters; the system
finds values that are less than or equal to the string of characters.

> (greater than): search any field using a string of characters; the system finds
values that are greater than the string of characters.

>= (greater than or equal to): search any field using a string of characters; the
system finds values that are greater than or equal to the string of characters.
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Step Action

8. between: when choosing between, the system opens two criteria fields; enter a
minimum value in the first field, and a maximum value in the second field; sarch
any field using a string of characters; the system finds values that are between the
search criteria strings.

in: when choosing in, the system allows you to enter a comma separated list of
values; search any field using a string of characters; input multiple comma
separated strings; the system finds values that are in your list.

9. The last name contains the letters "rp".

Click the contains list item.

contains

10. Enter the desired information into the Last Name contains field. Enter "rp".
Last Name: |m v |

11. The search criteria are:

Empl ID begins with '0'
Name begins with 'test'
Last Name contains 'rp'

Click the Search button to find the record(s) that match these values.

12. Nine records are displayed in the Search Results grid matching these search
criteria.
13. If the search criteria is for a search that might be used again, save the search.

Click the Save Search Criteria link.

14. The system displays the Save Search As page. Note that this page lists the criteria
that will be saved for this search.

Give the search a meaningful name.
Enter the desired information into the Name of Search: field.

Enter "Personal Info 0 TEST RP".

Mame of Search: | |

Page 24



©

CAPPS HR/PAYROLL
EUT Course

Centralized Accountng and Payroll Personnel System

Step

Action

15.

Click the Save button.

16.

The system will confirm that it saved your search.

Click the Return to Advanced Search link.

Return to Advanced Search

17.

A Use Saved Search field appears just under the Search Criteria header; a saved
search can be selected from this drop-down list.

Once a search has been saved, that specific search record is available for use in this
page (as well as other search pages as long as they use the same search record).

18.

Any saved search can be deleted by first selecting it in the Use Saved Search field,
and then clicking on the Delete Saved Search link.

19.

To clear all fields of any search criteria, click the Clear button.

Click the Clear button.

20.

In addition to operators, searching in CAPPS HR/Payroll supports wildcards.

Two wildcard characters can help you find information by "standing for" one or
more characters in your search string.

% (Percent Sign) matches one or more characters.
_ (Underscore) matches any single character

Wildcard characters can only be used in text fields, and will only work with the first
two operators: begins with and contains.

21.

For example, using the underscore character, search fr this string:
"St_Ve"
and the system might find the values:

Steve
stove
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Step Action

22. To use the percent sign character, search for this string:
Ilst%ll

and the system might find the values:

Steve

stove

Stephanie

ST

Notice that the last value ST, is found because the % character can also mean "no
characters".

23. In looking up Personal Information for an employee you know that the Empl ID
begins with '0' and also contains '99' but the intervening digits are not known.

Enter the desired information into the Empl ID field. Enter "0%99".

Empl ID: | begins with || |
24, Click the Search button.
Search
25. The system finds three rows of data:

Empl ID 00000000099 and
Empl ID 00000000199 and
Empl ID 00000000299.

The system retrieved 3 rows into the Search Results grid, because each begins with
'0' and each contains the characters '99' somewhere after the initial 0.

26. Click the Clear button.
27. While the percent sigh matches one or more characters, the underscore wildcard

matches a single character only.

Enter the desired information into the Empl ID field. Enter "0_99".
Empl ID: | begins with || |
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Step Action

28. Click the Search button.
29. The search looked for an Empl ID where the four-digit value begins with '0', has any

character in the second position and ends with '99'.

The system returns the message "No matching values were found,"

30. Click the Clear button.

31. Enter the desired information into the Empl ID field.

Enter "000000002_1".

32. Click the Search button.
Search
33. The system found six rows of data.
00000000201
00000000211

00000000211 (it found this value twice, because this Empl ID exists in two separate
Business Units)

00000000221

00000000251

00000000261

In all cases, there is a single digit between '000000002 and 1 in the Empl ID.

34, Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 1 - Timesheet

Section 1 - Timesheet

Section 1 - Timesheet has 5 lessons:
= Lesson 1-Time Reporting Overview
=  Lesson 2 - Time Reporting Essentials

= Lesson 3 - Entering Time and Leave

Page 27



CAPPS HR/PAYROLL P

b 1 dh
EUT Course '5'5-: @ [ Vi

il |
Centralized Accounting and Payroll/Personnel System

= Lesson 4 - Timesheet Status

= Lesson 5 - View Time and Leave Balances

Lesson 3 - Entering Time and Leave
Section 1, Lesson 3
Entering Time and Leave

Timesheet Components

Section 1 - Lesson 3 Exercises - Scenario 1: Timesheet Components

Note: Contingent Workers

Time Reporter Data is not automatically setup for Contingent Workers, therefore you will not have
immediate access to the Employee Timesheet. If an agency wants you to have access to the Employee

Timesheet then the agency will have to submit an ASP ticket so CPA can set up your Time Reporter
Data.

Procedure

In this lesson you will be introduced to the various components on the timesheet and when they
are used.

Glenn Hegar Texas Comptroler of Public Accounts

Home Sign out

Favorites = Main Menu

\Welcome Employee Self Service Role User

HR / Payroll News & Articles
Sample HR News Article
Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Motifications ERS Homepage

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller » Comptroller.Texas.Gov = Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | _Compact with Texans

#100% ¥
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Step Action

1. Click the My Time & Leave button.
My Time & Leave
2. Click the Employee TimeSheet link.
Employee TimeShee]
3. The Employee Timesheet search page will automatically open.

It is important to note, the Timesheet displays 31 days starting from the date you
enter on the Employee Timesheet search page. The Timesheet defaults to the first
day of the current month.

For this reason it is recommended that you always search by the first day of the
month. As a result, the Timesheet will then display one month in its entirety.

7 E MAAAC Glenn Hegar Texas Comptroller of Public Accounts

Cemralisd ccoumingand Pyl Parsonnel ystem.

Home Sign out

Favorites | Main Menu » Employee Selff-Service > My Time & Leave > Employee TimeSheet

New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Date: =|03/01/2015 > [5]

Search Clear | Basic Search [g Save Search Criteria

Step Action

4, Click the Search button.
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Step Action

5. NOTE: For security and privacy purposes, confidential data has been removed from
this training. However, in CAPPS employee's specific information will appear on
their individual timesheet.

Other data contained in this training is fictitious and used for training purposes
only.

6. The top portion of the Timesheet contains the employee's Leave Balance
information.

Current - Balance including pending approval
Pending Approval - Hours requested to be used, but not approved
Available - Current balance minus anything that is pending approval

For example, in the illustration above: The current Sick Leave hours accrued is
76.50. Four (4) hours are pending approval. The available hours after the pending
hours are subtracted is 72.50.

Note: Leave accruals are added to your current balance on the first work day of
the month.

The order in which leave plans (also known as comp time plans) appear on your
timesheet is dependent upon your agency, therefore your timesheet may display
differently.

7. The center of the Timesheet displays the 31 day period that you selected on the
search page.

For example, on the search page, you entered 03/01/2015. Therefore the top grid
displays 03/01/2015 through 03/15/2015. The bottom grid displays 3/16/2015
through 03/31/2015.

8. The assigned work schedule will appear on the Timesheet for an Exception Time
Reporter as illustrated on the screen.

Earlier in the lesson, you learned that Positive Time Reporters will not have a
schedule on the Timesheet.

9. You will use Time Reporting Codes (TRCs) to report what type of time is being
entered on the Timesheet.

In this example, the TRC "ANLVT" is being used to reflect (4) hours of Annual Leave
Taken on Thursday, March 5, 2015 and (8) hours on March 16, 2015.
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Step Action

10. To add additional time to the Timesheet, click the "Add a New line for ..." button.

Notice how an additional line is displayed on the Timesheet.

5 @ i Glenn Hegar ‘Texas Comprroller of Public Accounts
Crmrataad Ao ingand Fay G S
Home Sign out
Favorites | Main Menu » Employee Self-Service > My Time&leave > Employee TimeSheet
New Window
Employee Timesheet
Name: State Service Effective Date:
Empl ID:
Job Title: Department: Manager ID:
Leave Balances
—— Annual = FLSA Regular Holiday ~Optional  SickLeave  Administrative  Extended Sick  Emergency Wellness ¢
eave Halances Leave 1k Overtime  Comptime Comptime  Holiday Pool Leave Leave Fitness Leave Leave “P¢
Current 7925 76.50 18.00 1450 11.00 0.00 0.00 32.00 100.00 0.00 0.00
Pending Approval 0.00 4.00 0.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00 0.00
Available 7925 7250 18.00 1450 11.00 -800 0.00 32.00 100.00 0.00 0.00
From Sunday 03/01/2015 to Sunday 03/15/2015
“Time Time Reporting Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat Sun (oo
Reporting Code M 32 33 34 36 W6 37 3@ 39 3M0 I 3M2 I3 34 345 pttS o Labor Account Code
Code Description 0.00 800 800 800 800 600 000 000 800 800 800 800 800 0.00 0.00
ANLVT AL Taken 000 000 000 000 400 000 0.00 000 0.00 000 000 000 000 000 000
Add a New Line for Sunday 03/01/2015 to Sunday 03/15/2015
From Monday 03/16/2015 to Tuesday 03/31/2015
“Time Time Reporting [Mon |Tue |Wed [Thu |[Fri |Sat [Sun |Mon [Tue |wed |Thu |Fri |[sat [Sun |Mon |Tue | . .00
Reporting Code 36 |3HT (3M3 (319|320 (321 322 (323 |24 (325 (326 |27 |38 |39 (330 331 |D "o |Labor Account Coc
Code Description  |8.00 (800 (8.00 (800 (800 (0.00 (000 (800 (500 [8.00 |00 (800 [0.00 [0.00 |so0 [s0p |RE2senCode
ANLVT AL Taken 8.00| 000 000 0.00f 0.00f 000 000 000 000( 000 000 000f 0.00 000 0.00f 0.00
COMPT Comp Taken 0.00| 800 000 0.00f 000 000 000 000 000( 000 000 000f 0.00 000 000/ 0.00
Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 V]
< >

enter a value.

It is generally used by agencies to track time being allocated for a specific purpose,
such as Military or Disaster.

13. The Labor Account Code (LAC) field is used to track time allocated to a specific
project.

Employees should consult with their manager before entering a specific LAC.

14. The Family Medical Leave Act (FMLA) field is used to track time allocated to FMLA
leave. It is only used when an employee is on FMLA leave.

Employees on FMLA should contact their Agency FMLA representative to obtain
the FMLA number to be used in this field.
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Step Action

15. The Comments field is available for use by both the employees and managers can
enter information, as needed.

It is important to note that both the employee and their manager can read the
contents in the comment field.

16. The Delete button will remove the entire row of time.

However, once the employee selects the E-Sign & Submit button, the delete
button will no longer be available.

Click the bottom scrollbar to navigate back across the page.

17. Click on the scroll bar to navigate to the bottom of the page.

18. The Previous button will display the previous month (31 days).

19. The Next button will display the next month (31 days).

20. The View Leave Balances link will provide detailed information for all the

employees leave plans also known as comp time plans.

Click the View Leave Balances link.

Wiew Leave Balances

21. The Leave Time Balance Summary page will appear.

This screen is displaying the details for ONLY one leave plan, (ADMINLEAVE) or
Administrative Leave.

To view additional leave plan details use the Show Next in Row arrow. This page is
currently displaying 1 of 15 (one record of 15 total records.)
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@ [ Glenn Hegar Texas Comprroller of Public Accounts
Carlmdcaringe o e

Home Sign out

Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet

New Windew | Personalize Page | (&

View Leave Balance/Expirations

Employment Record 0

View Leave Balances Find | View All First'd’ 1 0f 15 &/ Last
Leave Time Balance Summary
Today's Date: 03/30/2015 Last Update: 03/25/2015

Leave Time Off Plan: ADMINLEAVE Administrative Leave
Beginning Fiscal Year Balance: 0.000000

Eamed Fiscal Year to Date Balance: 0.000000

Taken Fiscal Year to Date Balance: 0.000000

Adjusted Fiscal Year to Date Balance:  32.000000

Pending Approval 0.000000

Available Balance 32000000

Leave Information
Expiration Date Number of Hours Expiring
0.000000
The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year.
The Eamed Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date.

Return to Employee Timesheet

Step Action

22. Click the Show next row button.

L]

23. Notice how the display changed to 2 of 15. The system is displaying the second
record of the total fifteen records.

24, Click the Show Time Expiring in list.

hd

25. You can select any of the options to view expiring leave time.

26. Click the View All link.

27. Click the scrollbar to navigate down the page.
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Glenn Hegar Texas Compuroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sign out

Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet

Taken Fiscal Year to Date Balance: 12.000000

~
Adjusted Fiscal Year to Date Balance: 59250000
Pending Approval 0.000000
Available Balance 79.250000

*Show Time Expiring in: I

Leave Information
Expi

ion Date  Number of Hours Expiring
0.000000
The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year.
The Eamed Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date.

Leave Time Balance Summary
Today's Date: 03/30/2015 Last Update: 03/25/12015

Leave Time Off Plan: BANKEDOVRT FLSA Overtime
Beginning Fiscal Year Balance: 0.000000

Earned Fiscal Year to Date Balance: 18.000000

Taken Fiscal Year to Date Balance: 0.000000

Adjusted Fiscal Year to Date Balance:  0.000000

Pending Approval 0.000000

Available Balance 18.000000

Leave Information

Expiration Date  Number of Hours Expiring
0.000000
The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year. v

The Eamed Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or

Step

Action

28.

Click the scrollbar to continue to navigate down the page.

29.

Using the View All link will display all the leave plans vertically. This allows you to
navigate up or down to view all of your leave balance details.
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Glenn Hegar Texas Comptroller of Public Accounts
Camraland ez mingand Payal P ersanrel Syt
Home Sign out
Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet
Leave Information ~
Expiration Date  Number of Hours Expiring
0.000000
The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year.
The Eamed Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date.
Leave Time Balance Summary
Today's Date: 03/30/2015 Last Update: 03/25/12015
Leave Time Off Plan: BANKEDOVRT FLSA Qvertime
Beginning Fiscal Year Balance: 0.000000
Earned Fiscal Year to Date Balance: 18.000000
Taken Fiscal Year to Date Balance: 0.000000
Adjusted Fiscal Year to Date Balance:  0.000000
Pending Approval 0.000000
Available Balance 18.000000
Leave Information
Expiration Date  Number of Hours Expiring
0.000000
The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year.
The Eamed Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date.
Leave Time Balance Summary
Today's Date: 03/30/2015 Last Update: 03/25/2015
Leave Time Off Plan: COMPTTIME Compensatory Time v

Step Action

30. Click the scrollbar to navigate back to the top of the page.

31. Click the View 1 link to go back to viewing only one leave plan.

32. Click the Return to Employee Timesheet link.
Refumn fo Emoloyes Timeshaef]
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts
[P —r—
Home Sian out
Favorites © Main Menu > Employee Self-Service > My Time & Leave > Employee TimeShest
tmedances | USC SK s comime Comine e el Lewe | lewe roesise Lo %
Current 79.25 76.50 18.00 14.50 11.00 0.00 0.00 32.00 100.00 0.00 0.00
Pending Approval 0.00 4.00 0.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00 0.00
Available 79.25 72.50 18.00 14.50 11.00 -8.00 0.00 32.00 100.00 0.00 0.00
From Sunday 03/01/2015 to Sunday 03/15/2015
*Time Time Reporting  Sun Mon  Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Override
Reporting Code M 32 33 34 36 W6 37 3@ 39 3M0 I 3M2 I3 34 345 pettS o Labor Account Code
Code Description 0.00 800 800 800 800 600 000 000 800 800 800 800 800 0.00 0.00
ANLVT AL Taken 000 000 000 000 400 000 000 000 000 D00 000 000 000 000 000
@ 0.00 | [0.00 | [0.00 | [0.00 | [0.00 | [0.00 | [0.00 | [ 0.00] [ 0.00] [0.00| [ 0.00] [0.00] [ 0.00] [0.00] [ 0.00 @
0720
From Monday 2015 to Tuesd
“Time Time Reporting [Mon |Tue (Wed [Thu |[Fri [Sat [Sun |Mon [Tue |Wed |Thu |Fri |[sat [sun |Mon |Tue | . -0
Reporting Code M6 |3H7 (33 (319 (320 (321 (322 (323 |32¢ (26 (326 |27 (3@ (@9 |30 [wm |D - ode | Laber Account Coc
Code Description  |3.00 |8.00 (800 (800 (800 (0.00 (0.00 800 (.00 [5.00 |00 (500 [0.00 (0.00 (300 |s.00 |Re@senCode
ANLVT AL Taken 800 000/ 0.00| D.0D| 0.00| 0.00] 0.00( 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00/ 0.00( 0.00
COMPT CompTaken | 0.00| 800 0.00| 0.00| D.00| 0.00| 0.00] 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00
Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015
View Leave Balances D e
E-Sign & Submit Available FMLA Balance
v
< >

employee on FMLA.
Otherwise employees will not see this link.

Click the Available FMLA Balance link.

Available FMLA Balance

34, The FLMA Open Events screen only displays OPEN EVENTS. It displays the FMLA
Request ID and the Date Range.

35. The Available Balance section displays the balance for FMLA and Military
Caregiver (MCL).

36. Click the Return link to go back to the Timesheet.

Retum

37. Congratulations! You have successfully completed this lesson.
End of Procedure.

Positive Time Reporters

Section 1, Lesson 3

Positive Time Reporters
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Enter Regular Hours Worked - Positive Time Reporter

Section 1 - Lesson 3 Positive Time Reporters Exercises - Scenario 2: Enter Regular
Hours Worked

Procedure

In this lesson you will learn how to enter hours worked as a Positive Time Reporter.

( :api: 3% Glann Hegar Texs Comptroller of Public Accounts

Contraled Anccumting and Pyl Persarml Systen.

Home Sign out

Favorites © Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Article
[ Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ity Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Motifications ERSt

Step Action

1. Click the My Time & Leave button.

My Time & Leave

2. Click the Employee TimeSheet link.
Employee TimeSheel
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Step Action

3. The Employee Timesheet search page will automatically open.

It is important to note, the Timesheet displays 31 days starting from the date you
enter on the Employee Timesheet search page. The Timesheet defaults to the first
of the current month.

For this reason it is recommended that you always search by the first day of the
month. As a result, the Timesheet will then display one month in its entirety.

4. Use the Calendar icon to change the date to the applicable month.
In this example you will be changing the date to April 1, 2015.

Click the Calendar icon.

5. Click the dropdown arrow to the month.

v

@ [ Glenn Hegar Texas Comptroller of Public Accounts
Camraland accoingand PayalF el Syt
Home Sign out
Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Date: =|03/01/2015 ]
January
February
2015 v
Search Clear  |Basic S| April
May f T F 8
June 5 6 7
July
August 21314
September 19 20 21
October 26 27 28
November
December
(@ Current Date [¥)
javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt’, 450’ false); #100% ~
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Step

Action

6.

Click April from the list.

Y g Y& Glenn Hegar Texas Comptroller of Public Accounts
ComralsdAecoingand ayPesonrel Sy,
Home Sign out
Favorites © Main Menu > Employee Self Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Date: =[03/01/2015 E]
Calendar
o~ [2015 |~
Search Clear |Basic §
S M TWTF S
12 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
192021 22 23 24 25
26 27 28 29 30
@] Current Date [¥)
javascript:DatePrompt_wind( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt’ 450’ false); H100% ~

Click the first day of the month.

Click on the "1" link.

]

Click the Search button.

The Positive Time Reporter's timesheet automatically displays. The timesheet has
no scheduled hours displayed. The description line displays 0.00, as illustrated
above.

Positive Time Reporters must enter all of their time worked, or leave time taken.

If time worked or leave time taken is NOT entered the employee will not receive
a paycheck.
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Step Action

10. Entering time for a Positive Time Reporter is a three-step process.

1. Select the applicable Time Report Code (TRC).
2. Enter the hours worked or leave time taken.
3. Select the E-Sign & Submit button.

11. Step 1 - Select the applicable Time Report Code (TRC).

Since you are entering time for Regular Hours Worked you will use the TRC -
REGHR. The TRC may be entered directly or by selecting the Look up button.

Start by clicking the Look up Time Reporting Code button.

El

Look Up Time Reporting Code

Time Reporting Code:| begins with /||

Search Results
View 100 First (y) 1480f48 ()) Last

e REPOTHNG  pescription
12 NonExe Disaster Taken
18 Exempt Disaster Taken
Administrative Leave Taken
Assistance Diog Training
Annual Leave Taken
Court Appoint Spec Advoc Taken
Compensatory Time Taken
Blood Denor
Bone Marrow Donor
Organ Donor
Educational Activities
Education Leave
Emergency Leave
Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken
Flexing Schedule
Banked Overtime Paid
Banked Qvertime Taken
Foster Parent Leave
Emergency Fitness Leave Taken
Holiday Comp Taken
Jury Duty
Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck

ind, #ICRowd’); H100% v

Step Action

12. Click the scrollbar to navigate down the list.
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Look Up Time Reporting Code

Education Leave

Emergency Leave

Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken

Flexing Schedule

Banked Overtime Paid

Banked Overtime Taken

Foster Parent Leave
Emergency Fitness Leave Taken
Holiday Comp Taken

Jury Duty

Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck
Leave Without Pay - Military
Leave Without Pay - Parental
Leave Without Pay - Wrirs Comp
Military Leave Taken

National Guard Active Duly Tak
Optional Holiday Comp Taken
On-Call Duty

Red Cross Disaster Service
Reg Hrs Wrkd - Disaster Servcs
Regular Hours Worked

Reg Hrs Worked on Holiday
RegHol Work in lieu of Opt Hol
Rsrv Law Enfrcmnt Off Training
Sick Leave Pool Taken

Sick Leave Taken

Special Leave Taken

Volunteer Firefighter Training
Leave to Vote

Wellness Leave Taken

javasc "#ICRow0); #100% ~

Step Action

13. Select the TRC for Regular Hours Worked.

Click the REGHR link.

.

14. Step 2 - Enter the hours worked or leave time taken.
In this example you will enter (8) hours worked on Wednesday, 4/1.

Enter "8" in the Wed 4/1 field.

15. Enter "8" in the Thu 4/2 field.

16. "8" in the Fri 4/3 field.

17. "8" in the Mon 4/6 field.

m = m = m =
2lle 2| 1a 2| |a
[0} = o = =
= = =

18. "8" in the Tue 4/7 field.

0.00
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Step Action
19. Enter "8" in the Wed 4/8 field.

0.00

20. Enter "8" in the Thu 4/9 field.
0.00

21. Enter "8" in the Fri 4/10 field.
0.00

22. Enter "8" in the Mon 4/13 field.
0.00

23. Enter "8" in the Tue 4/14 field.
0.00

24. Enter "8" in the Wed 4/15 field.
0.00

25. You will enter hours worked for the second half of the month by using the REGHR

TRC again.

You can either type it in the field or select the Look up Time Reporting Code

button.
[ ]

&
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Look Up Time Reporting Code

Time Reporting Code:| begins with V||

Search Results

View 100 1480748 (3, Last
Time Reporting

Code

12 NonExe Disaster Taken
18 Exempt Disaster Taken
Administrative Leave Taken
Assistance Dog Training

Annual Leave Taken

Court Appoint Spec Advoc Taken
Compensatory Time Taken
Blood Donor

Bone Marrow Donor

Organ Donor

Educational Activities

Education Leave

Emergency Leave

Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken

Flexing Schedule

Banked Overtime Paid

Banked Overtime Taken

Foster Parent Leave

Emergency Fitness Leave Taken
Holiday Comp Taken

Jury Duty

Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck

javasc "#ICRow0); #100% ~

Step Action

26. Click the scrollbar to navigate down the list.

Look Up Time Reporting Code

Education Leave

Emergency Leave

Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken

Flexing Schedule

Banked Overtime Paid

Banked Overtime Taken

Foster Parent Leave
Emergency Fitness Leave Taken
Holiday Comp Taken

Jury Duty

Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck
Leave Without Pay - Military
Leave Without Pay - Parental
Leave Without Pay - Wrkrs Comp
Military Leave Taken

National Guard Active Duty Tak
Optional Holiday Comp Taken
On-Call Duty

Red Cross Disaster Service
Reg Hrs Wrkd - Disaster Servcs
Regular Hours Worked

Reg Hrs Worked on Holiday
RegHol Work in lieu of Opt Hol
Rsrv Law Enfrcmnt Off Training
Sick Leave Pool Taken

Sick Leave Taken

‘Special Leave Taken

Volunteer Firefighter Training
Leave to Vole

Wellness Leave Taken

javasc "#ICRow0); #100% ~
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Step Action
27. Select the TRC for Regular Hours Worked.

Click the REGHR link.
REGHR

28. Enter "8" in the Thu 4/16 field.
0_00

29. Enter "8" in the Fri 4/17 field.
0.00

30. Enter "8" in the Mon 4/20 field.
0.00

31. Enter "8" in the Tue 4/21 field.
0.00

32. Enter "8" in the Wed 4/22 field.

33. Enter "8" in the Thu 4/23 field.
0.00

34, Enter "8" in the Fri 4/24 field.
0.00

35. Enter "8" in the Mon 4/27 field.
0.00

36. Enter "8" in the Tue 4/28 field.

37. Enter "8" in the Wed 4/29 field.
0.00

38. Enter "8" in the Thu 4/30 field.
0.00

39, Enter "8" in the Fri 5/1 field.

0.00
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@ f Glenn Hegar Texas Compuroller of Public Accounts

Cemralisd ccoumingand Pyl Parsonnel ystem.

Home Sign out
Favorites © Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet
e e e
Name: Company/Pay Group: State Service Effective Date: A
Empl ID: Business Unit: Workgroup:
Job Title: Department: Manager ID:

Leave Balances

Leave Balances Annuel siok o FLSA cn?:pg«:]:; cnm‘t‘ﬁ:z O;j‘fn”;v‘ Sickleave  Administrative  Extended Sick wellness Leave  Special Leave Mil
Current 6140 4605 1500 0.00 1200 800 0.00 0.00 0.00 0.00 000
Pending Approval 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000
Available 5140 4505 1500 0.00 1200 -8.00 0.00 0.00 0.00 0.00 000

From Wednesday 04/01/2015 to Wednesday 04/15/2015

*Time Time Reporting Wed Thu Fri Sat Sum  Mon Tue Wed Thu Fri Sat Sum  Mon Tue Wed o idh
Reporting Code 41 42 43 44 45 46 AT 4B 419 4M0 41 4M2 4M3 4nd ans  QYSTAOS. L FMLAID Comments
Code Descripion 000 000 000 000 000 000 000 000 000 000 000 000 000 000 0.00
REGHR |, RegHrsWk  [3 8 8 oo Jpoolfs 8 8 8 8 000/ [000]z |}z |[8 @
Add a New Line for 040172015 to 04/15/201

From Thursday 04/16/2015 to Friday 05/01/2015

*Time Time Reporting [Thu |Fri  [Sat |sun |Mon [Tue |wea [Thu |Fri [Sat [Sun |Mon |Tue |Wed [Thu |Fri
Reporting Code 416 |aM7  |aMs  |aMs |40 (421 |42 [423 |44 (425 |a26  |ar7r  |a;28  |a29 |40 |51
Code

= Override
Description 000 (000 [0.00 (0.00 [0.00 [0.00 [0.00 |0.00 [0.00 [0.00 [0.00 [0.00 [0.00 (0.00 |0.00 [0.00

Reason Code FMLA ID | Commen
REGHR |% |RegHrsWk |8 |2 T A e o | Y
Add a New Line for Thursday 04/16/2015 lo Friday 05/01/2015
View Leave Balances FESSTS e
£-Sign & Submit
< >
#100% ~

Step Action

40. Step 3 - Select the E-Sign & Submit button.

When you have completed entering your time on the timesheet, click the E-Sign &
Submit button. This will send your timesheet to your manager for approval.

E-Sign & Submit

41. Congratulations! You have completed the lesson.
End of Procedure.

Enter Time Over 40 hours - Positive Time Reporter

Section 1 - Lesson 3 Positive Time Reporters Exercises - Scenario 3: Enter Time Over
40 Hours

Procedure

In this lesson you will learn how to enter time over 40 hours in a work week for a positive time
reporter.

In this example, a Positive Time Reporter will enter all the hours he/she worked during the week
of 4/6-4/10. He/she generally works Monday - Friday, eight hours per day. On Tuesday and

Wednesday, he/she worked two hours of overtime.

Note: This is a non-exempt employee who banks FLSA overtime for hours worked over 40.
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Glenn Hegar Texas Comptroller of Public Accounts

capps

Cemmralzed Anccunting and Pyl Personmel ystem.

Home

Favorites = Main Menu

\Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
[ Feed
=

Common Links.

Change Password Maintain Password Hint

CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptrolles Comptroller.Texas.Gov + Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

Sign out

®100%

Step

Action

1.

Click the My Time & Leave button.

My Time & Leave
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capps

Cemralisd Accoumingand Pyl Parsonel ystem.

Favorites  Main Menu » Employee Self Service > My Time & Leave

in Menu = Emj Self-Service >
K] My Time & Leave

Report, schedule, review your fime, request absences and more.

Page to view detail time information for a date range.
fiscal year

E Employee Time Certificatiol Employee TimeSheet

This page allows an employee to certify fime_ Page 10 enter and view employee time entry as part of seff
senvice.

[F=] (e Pavable Time Detail =] iew Leave BaiancelExpirations

Page 10 view Leave Balance and Leave Expiration for

Glenn Hegar Texas Comprroller of Public Accounts

Home Sign out

E View Payable Time Summa:
Page to view rolled up payable time summary for a date
range.

Employee Monthly Time Report
Emplayee Monthly Time Report

H100%

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]

f : a@ : 3% Glann Hegar Texs Compuroller of Public Accounts
[P —r—
Home Sign out
Favorites - Main Menu > Employee Seff-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Date: =[03/01/2015 [
Calendar x
March  [v] [2015  [v]
S M TWTF §
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20
22 23 24 25 B8] 27 28
29 30 31
(@ Current Date [¥)
w100% ~
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Step Action

3. Click the button to the right of the field.

[v]

4, Click April from the menu.

April

g‘ f Glenn Hegar Texas Comptroller of Public Accounts
[P —r—
Home Sign out
Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Date: =|03/01/2015 5
Calendar
T~ | |2015 v
Search Clear | Basic S|
S M T WTF 8
1.2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30
] currentDate [¥)
#100% v

Step Action

5. Click the '1' link for the first of the month.

1]

6. Click the Search button.

7. Click the Look up Time Reporting Code (Alt+5) button.

El
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Look Up Time Reporting Code

CAPPS HR/PAYROLL
EUT Course

Time Reporting Code:| begins with V||

Search Results
First (3) 1480r48 (3, Last

Description
12 NonExe Disaster Taken
18 Exempt Disaster Taken
Administrative Leave Taken
Assistance Dog Training
Annual Leave Taken
Court Appoint Spec Advoc Taken
Compensatory Time Taken
Blood Donor
Bone Marrow Donor
Organ Denor
Educational Activities
Education Leave
Emergency Leave
Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken
Flexing Schedule
Banked Overtime Paid
Banked Overtime Taken
Foster Parent Leave
Emergency Fitness Leave Taken
Holiday Comp Taken
Jury Duty
Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck

javasc #ICRow0’);

®100% ~

Action

8. Click the scrollbar to navigate down the selection.

Look Up Time Reporting Code

Education Leave

Emergency Leave

Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken

Flexing Schedule

Banked Overtime Paid

Banked Overtime Taken

Foster Parent Leave
Emergency Fitness Leave Taken
Holiday Comp Taken

Jury Duty

Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck
Leave Without Pay - Military
Leave Without Pay - Parental
Leave Without Pay - Wrkrs Comp
Military Leave Taken

National Guard Active Duty Tak
Optional Holiday Comp Taken
On-Call Duty

Red Cross Disaster Service
Reg Hrs Wrkd - Disaster Servcs
Regular Hours Worked

Reg Hrs Worked on Holiday
RegHol Work in lieu of Opt Hol
Rsrv Law Enfrcmnt Off Training
Sick Leave Pool Taken

Sick Leave Taken

‘Special Leave Taken

Volunteer Firefighter Training
Leave to Vole

Wellness Leave Taken

javasc "#ICRow0");

®100%
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Step Action

9. Click the Regular Hours Worked link.

Eeqular Hours Worked

10. Enter the actual hours worked into the Mon 4/6 field.

Enter "8.00".
0.00

11. Enter the actual hours worked into the Tue 4/7 field.

Enter "10.00".

12. Enter the actual hours worked into the Wed 4/8 field.

Enter "10.00".

13. Enter the actual hours worked into the Thu 4/9 field.

Enter "8.00".

14. Enter the actual hours worked into the Fri 4/10 field.

Enter "8.00".
000

15. The employee has entered a total of 44 regular hours worked for the week of April
6 through April 10. When Time Administration processes, it will create 40 hours of
regular time, and 4 hours of comp time for exempt employees or 6 hours of
overtime for non-exempt employees.

Click the E-Sign & Submit button.
| E-Sign & Submit |

16. Click the OK button.

17. Congratulations! You have completed this lesson.
End of Procedure.
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Entering Leave Time Taken - Positive Time Reporter

Section 1 - Lesson 3 Positive Time Reporters Exercises - Scenario 4: Entering Leave
Time Taken

Procedure

On 4/20/2015, a Positive Time Reporter, worked four hours and took four hours annual leave.

In this lesson you will learn how to enter leave time and regular time worked on the same
day. However, you can also enter leave time for an entire day.

Glenn Hegar Texas Comptroller of Public Accounts

Contraled Anccumting and Pyl Persarml Systen.

Home Sign out

Favorites © Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
My Profile SAMPLE - HR News
Sample HR News Article
Feed
My Time & Leave Employee Separation HR News

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ity Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERSt

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller = Comptroller.Texas.Gov « Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | Compact with Texans

H100% v

Step Action

1. Click the My Time & Leave button.

My Time & Leave

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. Click the Choose a date (Alt+5) button.
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Step

Action

4.

Click the drop down arrow.

¥

Glenn Hegar Texas Comptroller of Public Accounts
Camraland accoingand PayalF el Syt
Home Sign out
Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Date: =|03/01/2015
2015 v
Search Clear |Basic §
T F §
5 6 7
12 13 14
B 19 20
December
(@ Current Date [¥)
javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE' ‘TL_TR_WEEK_SRCH_THE_DATESprompt’, ‘450" false): ®100% ~

Step

Action

5.

Click April from the list.
Agpril
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@‘*-i A ) Glenn Hegar Texas Comprroller of Public Accounts
[P —r—
Home Sign out
Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Date: =|03/01/2015 5
Calendar
T ~ | 2015 v
Search Gear |pasics| 1
S M T WTF 8
1 2 3 4
5 6 7 8 9 101
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30
] CurrentDate [¥)
javascript:DateP rompt_win0( TL_TR_WEEK_SRCH_THE_DATE' ‘TL_TR_WEEK_SRCH_THE_DATESprompt’, 450" false): ®100% ~

Step

Action

Click the '1' link for the first of the month.

1]

Click the Search button.

El

Positive Time Reporters need to enter hours worked and leave hours taken.

Click the Look up Time Reporting Code (Alt+5) button.

Click the Annual Leave Taken link.

[innual Leave Taker

10.

In this example enter "4.00".
0.00

Enter the annual leave taken into the Mon 4/20 field.

Page 53



CAPPS HR/PAYROLL
EUT Course @

Centralized Accountmng and Payroll Personnel System

Step Action
11. Next, you are going to enter the four hours that he/she actually worked in this
example.

It is important to note that when you use a different Time Reporting Code (TRC)
you must use a different line.

12. Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button.
| Add a Mew Line for Thursday 04/16/2015 to Friday 05/01/2015 |

13. Click the Look up Time Reporting Code (Alt+5) button.
El

14. Click the scrollbar to navigate down the list.

15. Click the REGHR link.
REGHH

16. Enter the hours that were actually worked into the Mon 4/20 0.00 field.
Enter "4.00".

17. Notice how two lines are now displayed. One for Annual Leave Taken, and one for
Regular Hours Worked.

18. Click the scrollbar to navigate down the page.

19. Click the E-Sign & Submit button.

| E-Sign & Submit |

20. Click the OK button.

21. Notice the four hours of Annual Leave in a Pending Approval status. When the
manager approves the leave, the time will be ready to be processed.

22. Congratulations! You have completed this lesson.
End of Procedure.

Exception Time Reporters

Section 1, Lesson 3

Exception Time Reporters
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Enter Overtime/Comp Time Worked

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 5: Enter
Overtime/Comp Time Worked

Procedure

In this lesson you will learn how to enter additional hours worked for an Exception Time
Reporter.

( : apl: 3% Glann Hegar Texs Comptroller of Public Accounts

Home Sign out

Favorites © Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Article
[ Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ity Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Motifications ERSt

Step Action

1. Click the My Time & Leave button.

My Time & Leave
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Cemralisd Accoumingand Pyl Parsonel ystem.

Home Sian out
Favorites  Main Menu » Employee Self Service > My Time & Leave
Main Menu > Emplovee Self-Service >
My Time & Leave
Report, schedule, review your fime, request absences and more.
= Emplovee Time Certification Emplovee TimeSheet =] iew Pavable Time Summa
This page allows an employee 1o certify time. Page 10 enter and view employee time entry as part of seif Page to view rolled up payable time summary for a date
service. range
E" View Payable Time Detail ﬁ View Leave Balance/Expirations Employee Monthly Time Report
Page to view detail ime information for a date range. Page 10 view Leave Balance and Leave Expiration for Employee Monthly Time Report
fiscal year

#100% v

Step

Action

Click the Employee TimeSheet link.
Employee TimeShee]

Make sure that you are on the correct month. If not, change the date to the first
day of the correct month.

Click the Search button.

VERY IMPORTANT NOTE:

A good rule to remember: If the Time Reporting Code (TRC) is different, you need a
new line to enter time. If it is the same, you can use the same line. For example: if
you took Sick Leave on Monday and Tuesday of the same week, you could enter
time for both days on the same line.

Click the Add a New Line ... button.
Add a MNew Line for Sunday 03/01/2015 to Sunday 03152015
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Step Action

7. When adding additional time worked you need to add your scheduled hours and
the additional hours worked.

In this example, the scheduled hours to work is eight (8). The employee worked
two (2) extra hours on Monday and Tuesday, March 9 and 10.

The total Regular Hours worked will be eight scheduled hours plus two overtime
hours for a total of 10 hours.

8. The Time Reporting Code for Overtime/Comp /Time is 'REGHR'.

Exempt and Non-exempt employees will both enter additional hours worked in the
same way.

- Exempt employee's time will bank as Comp Time Earned.
- Non-Exempt employee's time will bank FLSA Overtime.

Enter the TRC "REGHR".

9. Enter the hours worked into the Mon 3/9 8.00 field.

In this example you would enter "10". (eight regular hours worked plus two
overtime hours worked)

0.00
10. Enter the hours worked into the Tue 3/10 8.00 field.
Enter "10".
0.00
11. The employee worked their regular scheduled hours for the remainder of the
week. Therefore, no additional time entry was required.
12. Click the scrollbar to navigate to the bottom of the page.
13. Click the E-Sign & Submit button.

E-Sign & Submit

14. Click the OK button.
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Step Action

15. After approval and Time Administration has processed, the system will
automatically calculate the hours and apply them to the applicable totals (Comp
Time or FLSA Overtime) based on your Exempt or Non-Exempt status.

16. Congratulation! You have successfully completed this lesson.
End of Procedure.

Enter Time for Flex Schedule

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 6: Enter Time for a
Flex Schedule

Procedure

The TRC FLEXS (Flex Schedule) enables you to flex your schedule.

In this lesson an Exception Time Reporter was asked by their manager to work on a Saturday
rather than their scheduled day. On Thursdays the employee normally works eight hours.

Glenn Hegar Texas Comptroller of Public Accounts

Cemmralzed Anccunting and Pyl Personmel ystem.

Home Sign out
Favorites = Main Menu

\Welcome Employee Self Service Role User

HR / Payroll News & Articles
SAMPLE - HR News
Sample HR News Article
My Time & Leave Employee Separation

Feed
HR News

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | _Compact with Texans

H100% ~
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Step

Action

1.

Click the My Time & Leave button.

My Time & Leave

Glenn Hegar Texas Comptroller of Public Accounts

Cemralizd Accoumting nd el

Home Sian out
Favorites  Main Menu » Employee Self Service > My Time & Leave
Main Menu > Emplovee Self-Service >
ﬁ My Time & Leave
Report, schedule, review your time, request absences and more.
Employee Time Certification Employee Time Sheet E View Payable Time Summai
This page allows an employee 1o cerify fime_ Page 1o enter and view employes fime eniry as part of seif Page to view rolled up payable fime summary for a date
service range
=] \iew Payable Time Detail =] View Leave Balance/Expirations =] Emblovee Monthly Time Report
Page to view detail time information for a date range. Page 1o view Leave Balance and Leave Expiration for Employee Monthly Time Report

fiscal year

H100% -

Step

Action

Click the Employee TimeSheet link.
Employee TimeShee]

Click the Choose a date (Alt+5) button.

Click drop down arrow.

&2
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( : ap DS Glann Hegar Toxs Compuroller of Public Accounts
CamralsdAccoigand ey Pasonvel st
Home Sign out
Favorites | Main Menu » Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
¥ Search Criteria
Date: =|03/01/2015
T F §
5 6 7
12 13 14
19 20
26 27 28
(@ Current Date [¥)
w100% ~

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

Step

Action

5.

Click April from the list.

Apri

( : ap DS Glann Hegar Texs Compuroller of Public Accounts
[P —r—
Home Sign out
Favorites - Main Menu > Employee Seff-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
" Search Criteria
Date: =[03/01/2015 gl
Calendar x
2015
S M TWTF S
1 2 3 4
5 6 7 8 9 101
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30
] CurrentDate [¥)
w100% ~

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);
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Step Action

6. Click the '1' link to display the whole month of April.
7. Click the Search button.
8. Remember, the Exception Time Reporter was asked by his/her manager to work on

Saturday instead of Thursday.

The employee is going to reflect this change on the Timesheet.

9. It is important to note: Exception Time Reporters only need to make changes to
their Timesheet when it is different from their schedule.

Notice how the employee's schedule on 4/2 reflects eight hours. The employee is
not going to work on Thursday. If the employee does not adjust their schedule,
they will inaccurately bank comp time or overtime.

10. When flexing your schedule use the TRC FLEXS. Since every different TRC need:s its
own unique line, the first thing the employee will need to do is add a line.

Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015
button.

| Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 |

11. Click the Look up Time Reporting Code (Alt+5) button.
12. The employee needs to use the FLEXS Time Reporting Code to indicate that he is

not working his scheduled time on Thursday.

Click the FLEXS link.

13. The employee will enter eight hours of FLEXS time on Thursday.
Enter the schedule hours into the Thu 4/2 field.

Enter "8".
.00
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Step Action

14. The employee needs to use the REGHR Time Reporting Code to indicate that he is
working on Saturday.

Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015
button.

| Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 |

15. Click the Look up Time Reporting Code (Alt+5) button.
16. Click the scrollbar to navigate down the list.
17. The time worked on the unscheduled day will be charged to regular time.

Click the REGHR link.
EEGHH

18. Enter the eight hours worked on the REGHR line in the Sat 4/4 field.

Enter "8".

19. The employee's timesheet now reflects the time worked on the unscheduled day
and the time not worked on the scheduled day.

20. Click the E-Sign & Submit button.
| E-Sign & Submit |

21. Click the OK button.

22. Congratulations! You have successfully completed this lesson.
End of Procedure.

Enter Annual Leave Taken

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 7: Enter Annual
Leave Taken

Procedure

In this lesson you will learn how to enter Annual Leave.

The Exception Time Reporter will enter eight hours of annual leave Monday, March 16.
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Cemmralzed Anccunting and Pyl Personmel ystem.

Home

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
[ Feed

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State ry | State Link | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

C a pI DS Glenn Hegar Texas Comptroller of Public Accounts

Sign out

®100%

Step

Action

1.

Click the My Time & Leave button.

My Time & Leave
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Pt~ Tl a |~ Glenn Hegar Texas Compuroller of Public Accounts

Cemralisd Accoumingand Pyl Parsonel ystem.

Home Sian out
Favorites  Main Menu » Employee Self Service > My Time & Leave
Main Menu > Emplovee Self-Service >
My Time & Leave
Report, schedule, review your fime, request absences and more.
= Emplovee Time Certification Emplovee TimeSheet =] iew Pavable Time Summa
| This page allows an employee 1o certify time Page 10 enter and view employee time entry as part of seif Page to view rolled up payable time summary for a date
service. range
E" View Payable Time Detail ﬁ View Leave Balance/Expirations Employee Monthly Time Report
Page to view detail ime information for a date range. Page 10 view Leave Balance and Leave Expiration for Employee Monthly Time Report
fiscal year

H100%

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. Click the Search button.

4, Click the Look up Time Reporting Code (Alt+5) button.

El

5. Click the ANLVT link for Annual Leave Taken.
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( : ap : )S Glenn Hegar Texas Comptroller of Public Accounts
Cerralisd Accoring o el Pescnrel Sy
Home Sian out
Favorites © Main Menu > Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Name: Employee ARA State Service Effective Date:  01/07/2011
EmpliD: 00000500000 0
Job Title:  Clerk VI Department: 40000 Manager ID: 00000700000  Manager XOXXL
Leave Balances
Annual 5 FLSA Regular Holiday ~Opfional SickLeave  Administrative  Extended Sick  Emergency Wellness.
Leavelbalinces Leave Siek  Overtime  Comptime Comptime  Holiday cave Leave Fitness Leave Leave SP¢
Current 87.25 80.50 0.00 2650 11.00 0.00 0.00 3200 100.00 0.00 0.00
Pending Approval 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Available 87.25 80.50 0.00 2650 11.00 0.00 0.00 32.00 100.00 0.00 0.00
From Sunday 03/01/2015 to Sunday 03/15/2015
*Time Time Reporting Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat Sun oo
Reporting Code 3" 32 33 34 35 6 37 318 39 3M0 311 3M2 313 3M4 315 Reason Code Labor Account Code
Code Description 000 800 800 800 800 800 000 000 800 800 800 3800 800 000 0.00
ANLVT AL Taken 0.00 000 000 000 400 000 000 00D 000 000 000 000 0.00 0.00 0.00
Add a New Line for Sunday 03/01/2015 to Sunday 03/152015 ]
From Monday 03/16/2015 to Tuesday 03/31/2015
*Time Time Reporting (Mon | Tue Wed |Thu Fri Sat Sun Mon |Tue |Wed Thu Fri Sat Sun Mon |Tue Override
Reporting Code: 316 (317 |3M8 319 (320 |31 (322 (3123 (324 3125 |3i26 3127 |3/28 3129 (330 |331 R Code Labor Account Coc
Code Description  (8.00 (8.00 [8.00 (8.00 (800 (0.00 (000 (800 |8.00 [8.00 (.00 (800 [0.00 [0.00 (8.00 |g.gp |REAsOn Lo
ANLVT  |@, |AL Taken ‘ p.0o ‘ 0.00] ‘ 0.00 | 0.00] ‘ 0.00] ‘ 0.00] ‘ 0.00] ‘ 0.00] ‘ 0.00 | 0.00] ‘ 0.00] ‘ 0.00 | 0.00] ‘ 0.00/ ‘ 0.00 | 0.00] ‘ @ ‘
[ Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 | o
| I—— ——
< >
®100%

Step Action

6. Click in the 3/16 field.

p.oo

( :ap : )S Glenn Hegar Texas Comptroller of Public Accounis
Gertataed ezoing nd el Pesonrel Sy
Home Sign out
Favorites | Main Menu > Employee Seff-Service > My Time & Leave > Employee TimeSheet

New Window
Employee Timesheet
Name: Employee AAA State Service Effective Date: 01/07/2011
EmplID: 00000500000 O
Job Title:  Clerk VI Department: 40000 Manager ID: 00000700000  Manager XXXL
Leave Balances

Annual § FLSA  Rogular  Holidey Optional SickLeave  Administrative  Extended Sick  Emergency Wellness.
Qe Leave Sk Overfime  Comptime  Comptime  Holiday Pool Leave Leave Fitness Leave Leave SP¢
Current 87.25 80.50 0.00 26.50 11.00 0.00 0.00 32.00 100.00 0.00 0.00
Pending Approval 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Available 87.25 20.50 0.00 26,50 11.00 0.00 0.00 32.00 100.00 0.00 0.00
From Sunday 03/01/2015 to Sunday 03/15/2015
“Time TimeReporting Sun  Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri  Sat Sun .
Reporting Code 3" 32 33 34 5 6 37 318 9 3M0 311 3M2 313 3M4 315 Reason Code Labor Account Code
Code Description 000 800 800 800 800 800 000 000 800 800 800 3800 800 000 0.00
ANLVT AL Taken 0.00 000 0.00 000 400 000 000 000 000 0.00 000 000 000 000 0.00
Add a New Line for Sunday 03/01/2015 to Sunday 03/15/2015 ]
From Monday 03/16/2015 to Tuesday 03/31/2015
“Time Time Reporting [Mon |Tue  [Wed [Thu |Fri [sat [sun |Mon |Twe |wea |Thu [Fri [sat [sun [Mon [Tue [gyerige
Reporting | Code 346 347 (348 (319 |20 |31 (322 (325 |24 (326 (328 (327 (320 |39 (390 (w34 |Dvernde,  iabor AccountCog
Code Description  |3.00 |5.00 [8.00 (800 [3.00 (0.00 (0.00 |5.00 [8.00 800 (.00 (800 (000 (0.00 (300 |s.00 |REasOn O
ANLVT @, |AL Taken ‘ |‘ uun‘ u,un| u,un‘ u,un‘ u,un‘ u,un‘ u,un‘ u,un| uun‘ u,un‘ u,un| u,un‘ u,un‘ u,un| uun‘ O“
[ Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 | o
| | — e —

< >

®100%
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Step Action

7. Enter the hours for Annual Leave Taken into the Mon 3/16 field.
Enter "8.00".

8. Click the scrollbar to navigate down the page.

9. Click the E-Sign & Submit button.

| E-Sign & Submit |

10. Click the OK button.

11. Congratulations! You have successfully completed this lesson.
End of Procedure.

Enter Sick Time Taken

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 8: Enter Sick Time
Taken

Procedure

In this lesson you will learn how to enter sick leave. The employee is scheduled to work eight
hours on 4/6, however he/she becomes ill and leaves four hours early from work.

Remember: Exception Time Reporters only need to enter additional time worked or leave time
taken on their timesheet.
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Cemmralzed Anccunting and Pyl Personmel ystem.

Home

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
[ Feed

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State ry | State Link | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

C a pI DS Glenn Hegar Texas Comptroller of Public Accounts

Sign out

®100%

Step

Action

1.

Click the My Time & Leave button.

My Time & Leave
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Cemralisd Accoumingand Pyl Parsonel ystem.

Favorites  Main Menu » Employee Self Service > My Time & Leave

Main Meny > Emplovee Seif-Service >

My Time & Leave

Report, schedule, review your fime, request absences and more.

Glenn Hegar Texas Comprroller of Public Accounts

= View Payable Time Summat
Page to view rolled up payable time summary for 2 date

Employee Monthly Time Report
Employee Monthly Time Report

= Employee Time Certification Employee TimeSheet E
| This page allows an employee to certify fime. Page 10 enter and view employee time entry as part of seff
- senvice.
[F=] (e Pavable Time Detail =] iew Leave BaiancelExpirations
Page to view detail time: information for a date range: Page 10 view Leave Balance and Leave Expiration for
fiscal year

Home Sign out

H100%

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. Access the Timesheet for the correct pay period.

Click the Choose a date (Alt+5) button.

4, Click the drop down arrow.

V]
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Cemralisd ccoumingand Pyl Personnel ystem.

Favorites © Main Menu » Employee Self Service > My Time & Leave > Employee TimeSheet

Employee Timesheet

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

d an Existing Value

¥ Search Criteria

Date: =|03/01/2015

T F §
5 6 7
12 13 14
19 20
26 27 28

(@ Current Date [1)

Glenn Hegar Texas Compuroller of Public Accounts

Sign out

New Window

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

#100%

Step

Action

5.

Click April from the list.

Apri

capps

Cemralisd ccoumingand Pyl Personnel ystem.

Favorites - Main Menu > Employee Seff-Service > My Time & Leave > Employee TimeSheet

Employee Timesheet

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

d an Existing Value

" Search Criteria

Calendar x

EYT | (2015 [v]
S MTWTF S
1
8

2 3 4
5 6 7 9 10"
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 0

] CurrentDate [¥)

Glenn Hegar Texas Compuroller of Public Accounts

Home

Sign out

New Window

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

#100%
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Step Action

6. Click the '1' link to view the entire month.

7. Click the Search button.

8. The Sick Time Balance displayed at the top for this employee's timesheet is 76.50
hours.

To enter sick time on the timesheet the employee must use the correct TRC.
Add a new row for the new Time Reporting Code SICKT.

Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015
button.

| Add a Mew Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 |

9. Click the Look up Time Reporting Code (Alt+5) button.
10. Scroll down to the Time Reporting Code "SICKT".

Click the scrollbar.

11. Click the SICKT link.

12. Enter the sick hours taken into the Mon 4/6 field.
Enter "4.00".

13. Click the E-Sign & Submit button.

| E-Sign & Submit |

14. Click the OK button.

15. Look at the Leave Balances at the top of the timesheet. Notice that the 4 hours of
sick time is pending approval and the new Available balance is displayed.

Once the sick time is approved by the manager, it will be processed by Time
Administration.
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Step Action

16. Congratulations! You have successfully completed this lesson.
End of Procedure.

Enter Regular Comp Time Taken

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 9: Enter Regular
Comp Time Taken

Procedure

In this lesson you will learn how to enter Regular Comp Time taken. On 3/17 the employee will
not work his/her scheduled hours, instead he/she is going to take eight hours of Comp Time.

Glenn Hegar Texas Comptroller of Public Accounts

Cemmralzed Anccunting and Pl

Home Sian out

Favorites © Main Menu

\Welcome Employee Self Service Role User

HR f Payroll News & Articles
SAMPLE - HR News
Sample HR News Article

Feed
HR News

My Time & Leave Employee Separation

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Palicy | Public Information Act | Compact with Texans

10% ~

Step Action

1. Click the My Time & Leave button.

My Time & Leave
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Cemralisd Accoumingand Pyl Parsonel ystem.

Favorites  Main Menu » Employee Self Service > My Time & Leave

Main Meny > Emplovee Seif-Service >

My Time & Leave

Report, schedule, review your fime, request absences and more.

loyee Time Certification
s page allows an employee 1o certify time

eeeeee

View Payable Time Detail
Page to view detail time: information for a date range:

Employee TimeSheet View Payable Time Summa:
Page 10 enter and view employee time entry as part of seff Page to view rolled up payable time summary for 2 date
range

View Leave Balance/Expirations
Page 10 view Leave Balance and Leave Expiration for

Glenn Hegar Texas Comprroller of Public Accounts

Sign out

Employee Monthly Time Report
Employee Monthly Time Report

Step Action
2. Click the Employee TimeSheet link.
Employee TimeShee]
3. Click the Search button.
4, Click the scrollbar to navigate down the page.
5. The TRC for Comp Time Taken is COMPT. The employee will need to add a new row
to record the Time Reporting Code and hours.
Click the Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 button.
| Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 |
6. Click the Look up Time Reporting Code (Alt+5) button.
7. Choose the Time Reporting Code for Compensatory Time (Comp Time) Taken.
Click the COMPT link.
OME

Page 72



CAPPS HR/PAYROLL
© EUT Course

Centralized Accountng and Payroll Personnel System

Step Action

8. Enter the Comp Time hours taken into the Tue 3/17 field.
Enter "8.00".

9. Click the scrollbar to navigate down the page.

10. Click the E-Sign & Submit button.

| E-Sign & Submit |

11. Click the OK button.

12. Once the timesheet is ‘E-Sign & Submitted', the eight hours of Regular Comptime
will appear in the Pending Approval row of the Leave Balances section of the
timesheet.

13. The Available balance reflects the Current - the Pending Approval hours.

In this example: 26.50 (Current) — 8.00 (Pending Approval) = 18.50 (Available)

Once the manager approves and the Time Administration process runs, the Current
and Pending Approval hours will be adjusted, accordingly.

14. Congratulations! You have successfully completed this lesson.
End of Procedure.

Enter FLSA Overtime Taken

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 10: Enter FLSA
Overtime Taken

Procedure

In this lesson you will learn how to take banked overtime. On 4/1 the employee will not work
his/her regular hours, instead he/she will use FLSA overtime hours as their leave time.
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Cemmralzed Anccunting and Pyl Personmel ystem.

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | _Compact with Texans

{ : api: 3% Glenn Hegar Texas Comprroller of Public Accounts

Step Action

1. Click the My Time & Leave button.

My Time & Leave

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. Click the Choose a date (Alt+5) button.

4. Click the drop down arrow.
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Favorites © Main Menu » Employee Self Service > My Time & Leave > Employee TimeSheet

Employee Timesheet

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

d an Existing Value

¥ Search Criteria

Date: =|03/01/2015

T F §
5 6 7
12 13 14
19 20

2] 27 28

(@ Current Date [1)

Glenn Hegar Texas Compuroller of Public Accounts

Sign out

New Window

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

#100%

Step

Action

5.

Click April from the list.

Apri

capps

Cemralisd ccoumingand Pyl Personnel ystem.

Favorites - Main Menu > Employee Seff-Service > My Time & Leave > Employee TimeSheet

Employee Timesheet

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

d an Existing Value

" Search Criteria

Calendar x

EYT | (2015 [v]
S MTWTF S
1
8

2 3 4
5 6 7 9 10"
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 0

] CurrentDate [¥)

Glenn Hegar Texas Compuroller of Public Accounts

Home

Sign out

New Window

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

#100%
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Step Action

6. Click the '1' link to view the whole month.

7. Click the Search button.

8. The employee is going to use FLSA Overtime to take a day off.

9. Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015
button.

[ Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 |

10. Click the Look up Time Reporting Code (Alt+5) button.
11. The Time Reporting Code for Banked Overtime Taken is "FLSAT".

Click the FLSAT link.

LSA
12. Enter the leave hours into the Wed 4/1 field.
Enter "8.00".
.00
13. Click the scroll bar.
14. Click the E-Sign & Submit button.

| E-Sign & Submit |

15. Click the OK button.

16. The eight hours the employee recorded for FLSAT leave is in a Pending Approval
status. Once the time is approved by the manager the hours will be processed by
Time Administration.

17. Congratulations! You have successfully completed this lesson.
End of Procedure.

Enter Leave Without Pay

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 11: Enter Leave
Without Pay
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Procedure

In this lesson you will learn how to enter leave without pay. The employee has no leave time
available, but needs to take their scheduled days 4/16 and 4/17 off.

( : a pI DS Glenn Hegar Texas Comptroler of Public Accounts

Cemmralzed Anccunting and Pyl Personmel ystem.

Home Sign out

Favorites = Main Menu

\Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Article
[ Feed
=

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Motifications ERS Homepage

Step Action

1. Click the My Time & Leave button.

My Time & Leave

Page 77



CAPPS HR/PAYROLL
EUT Course

©

Centralized Accountmng and Payroll Personnel System

Cemralisd Accoumingand Pyl Parsonel ystem.

Favorites  Main Menu » Employee Self Service > My Time & Leave

Main Meny > Emplovee Seif-Service >

My Time & Leave

Report, schedule, review your fime, request absences and more.

= Employee Time Certification = Employee TimeSheet
This page allows an employee to certify fime.

senvice

[F=] (e Pavable Time Detail =] iew Leave BaiancelExpirations
Page to view detail time: information for a date range:

fiscal year

Glenn Hegar Texas Comprroller of Public Accounts

= View Payable Time Summat
Page to view rolled up payable time summary for 2 date

Page 10 enter and view employee time entry as part of seff

Employee Monthly Time Report
Employee Monthly Time Report

Page 10 view Leave Balance and Leave Expiration for

Home Sign out

H100%

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. The employee was absent from work without pay for two days. The employee will

enter it on the timesheet.

Click the Choose a date (Alt+5) button.

4. Click the button to the right of the field.

¥
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Favorites © Main Menu » Employee Self Service > My Time & Leave > Employee TimeSheet

Employee Timesheet

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

d an Existing Value

¥ Search Criteria

Date: =|03/01/2015

T F §
5 6 7
12 13 14
19 20
26 27 28

(@ Current Date [1)

Glenn Hegar Texas Compuroller of Public Accounts

Sign out

New Window

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

#100%

Step

Action

5.

Click the April list item.

Apri

capps

Cemralisd ccoumingand Pyl Personnel ystem.

Favorites - Main Menu > Employee Seff-Service > My Time & Leave > Employee TimeSheet

Employee Timesheet

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

d an Existing Value

" Search Criteria

Calendar x

EYT | (2015 [v]
S MTWTF S
1
8

2 3 4
5 6 7 9 10"
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 0

] CurrentDate [¥)

Glenn Hegar Texas Compuroller of Public Accounts

Home

Sign out

New Window

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

#100%
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Step Action

6. Click the 1 link.

7. Click the Search button.

8. Click the scroll bar.

9. Since the employee has exhausted all of their leave, the time must be entered as

leave without pay.

Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button.
Add a Mew Line for Thursday 04162015 to Friday 05/01/2015

10. Click the Look up Time Reporting Code (Alt+5) button.

11. Various Leave Without Pay options are available. You would select the option that
is applicable to your situation.

12. In this example, we will select the Leave Without Pay - Employee (LWPEQ) option.

Click the LWPEO link.

13. Enter the scheduled hours not worked into the Thu 4/16 field.
Enter "8.00".
0.00
14, Enter the scheduled hours not worked into the Thu 4/17 field.
Enter "8.00"
0.0
15. The time has been entered on the days the employee was absent and it has been

submitted for approval to the manager.

Click the E-Sign & Submit button.
E-Sign & Submit

16. Click the OK button.
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Step Action

17. Congratulations! You have successfully completed this lesson.
End of Procedure.

Enter Multiple Leave Types

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 12: Enter Multiple

Leave Types

Procedure

In this lesson you will learn how to enter leave time taken for more than one type of leave.

In this example, Annual Leave has already been entered. You will be entering Sick Leave on the

same week.

Cemmralzed Anccunting and Pyl Personmel ystem.

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
Sample HR News Article
Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | _Compact with Texans

Glenn Hegar Texas Comptroller of Public Accounts

Step Action

1. Click the My Time & Leave button.

My Time & Leave
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Cemralisd Accoumingand Pyl Parsonel ystem.

Home Sian out
Favorites  Main Menu » Employee Self Service > My Time & Leave
Main Menu > Emplovee Self-Service >
My Time & Leave
Report, schedule, review your fime, request absences and more.
ployee Time Certification Emplovee TimeSheet =] iew Pavable Time Summa
is page allows an employee 1o certify time. Page 10 enter and view employee time entry as part of seif Page to view rolled up payable time summary for a date
service. range
View Payable Time Detail View Leave Balance/Expirations Employee Monthly Time Report
Page to view detail ime information for a date range. Page 10 view Leave Balance and Leave Expiration for Employee Monthly Time Report
fiscal year

#100% v

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. Click the Search button.

4, Annual Leave taken has already been entered on the Timesheet.

5. When entering multiple leave types, it is important to remember to insert a new
line when using a different Time Reporting Code on the same grid.
Click the Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 button.
| Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 |

6. The employee is going to enter Sick Time Taken, so you are adding a new line for
the Time Reporting Code SICKT.
Click the Look up Time Reporting Code (Alt+5) button.

7. Click the scrollbar to navigate down the list.
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Step Action
8. Click the SICKT link.
9. Enter the sick leave hours into the Wed 3/18 field.
Enter "4.00".
10. Click the scrollbar to navigate down the page.
11. Click the E-Sign & Submit button.
| E-Sign & Submit |
12. Click the OK button.
13. Congratulations! You have successfully completed this lesson.

End of Procedure.

Enter Time Worked on a Scheduled Holiday

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 13: Enter Time
Worked on a Scheduled Holiday

Procedure

In this lesson you will learn how to enter hours worked on a holiday.

Note: If you are scheduled on a holiday and do not work on the holiday, you do not enter any

hours. The system will compensate the employee according to their eligibility.
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Glenn Hegar Texas Comptroller of Public Accounts

capps

Cemmralzed Anccunting and Pyl Personmel ystem.

Home

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
[ Feed
=

Common Links.

Change Password Maintain Password Hint

CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptrolles Comptroller.Texas.Gov + Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

Sign out

®100%

Step

Action

1.

Click the My Time & Leave button.

My Time & Leave
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Favorites  Main Menu » Employee Self Service > My Time & Leave

Main Meny > Emplovee Seif-Service >

K] My Time & Leave

Report, schedule, review your fime, request absences and more.

=] Employee Time Certification = Employee Time Sheet
e e

senvice

Page to view detail time: information for a date range:
fiscal year

Page 10 enter and view employee time entry as part of seff

[F=] (e Pavable Time Detail =] iew Leave BaiancelExpirations
Page 10 view Leave Balance and Leave Expiration for

Glenn Hegar Texas Comprroller of Public Accounts

Home Sign out

E" View Payable Time Summa:
Page to view rolled up payable time summary for 2 date
range

Employee Monthly Time Report

Employee Monthly Time Report

H100%

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. Click the Choose a date (Alt+5) button.

4, Click the drop down arrow.

2]
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( : ap DS Glann Hegar Toxs Compuroller of Public Accounts
CamralsdAccoigand ey Pasonvel st
Home Sign out
Favorites © Main Menu > Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
¥ Search Criteria
Date: =[03/0172015
2015 [v]
T F S
5 6 7
12 13 14
19 20 21
2] 27 28
@] Current Date [¥)
w100% ~

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);

Step

Action

5.

Click May from the list.
May

( : ap DS Glann Hegar Texs Compuroller of Public Accounts
[P —r—
Home Sign out
Favorites - Main Menu > Employee Seff-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
" Search Criteria
Date: =[03/01/2015 gl
Calendar x
May 2015
S M T WTF S
1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 18
17 18 18 20 21 22 23
24 25 26 27 28 29 30
k1l
] CurrentDate [¥)
w100% ~

javascript:DatePrompt_win0( TL_TR_WEEK_SRCH_THE_DATE', TL_TR_WEEK_SRCH_THE_DATESprompt', 450" false);
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Step Action

6. Click the '1' link to display the entire month.

7. Click the Search button.

8. For an employee whose holiday falls on a regularly scheduled workday and the
employee works the only timesheet entry made is REGHW for the number of hours
worked for the day.

In this example, the employee worked five hours on the holiday.

9. Click the Look up Time Reporting Code (Alt+5) button.

10. Click the scrollbar to navigate down the list.

11. Click the REGHW link.

12. Enter the number of hours that the employee worked on the holiday into the Mon
5/25 field.

Enter "5.00".

13. Click the scrollbar to navigate down the page.

14. Click the E-Sign & Submit button.
| E-Sign & Submit |

15. The system reminds you that this is a holiday.

Click the OK button.

16. Click the OK button.
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Step Action

17. There are other options relating to Holiday hours:

Non-Scheduled Holiday: If a holiday falls on a day that the employee is not
scheduled and the employee physically works the holiday, then the employee
enters their hours worked with the REGHR TRC. This will result in the employee
banking comp time for the hours worked. The employee will also earn COMPH in
their Comp Time leave balance to account for holiday hours they are eligible for.
This will allow them to take the hours for the holiday on another day (Holiday
Bank).

Work More Than The Authorized Hours: If an employee is authorized for 8 hours
on a holiday, but is scheduled for 10 hours and physically works 10 hours, then the
employee needs to enter 8 hours REGHW and 2 hours REGHR. If this same
employee does not work on the holiday, then they need to enter 2 hours of Leave
on the holiday, or CAPPS will automatically deduct available leave up to 2 hours or
create an exception if 2 hours of leave is not available.

(Note: The available leave must be from one leave type.)

18. Congratulations! You have successfully completed this lesson.

End of Procedure.

Enter Optional Holiday Time Taken and Work a Holiday

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 14: Enter Optional
Holiday Time Taken and Work a Holiday

Procedure

In this lesson you will learn how to take an Optional Holiday.

The employee has taken March 31, 2015, Cesar Chavez Day, as an optional holiday. The
employee will enter it on the timesheet.

To make up the Optional Holiday the employee works on San Jacinto Day.
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Cemmralzed Anccunting and Pyl Personmel ystem.

Home

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
[ Feed

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State ry | State Link | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

C a pI DS Glenn Hegar Texas Comptroller of Public Accounts

Sign out

®100%

Step

Action

1.

Click the My Time & Leave button.

My Time & Leave
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Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd Accoumingand Pyl Parsonel ystem.

Home Sian out
Favorites  Main Menu » Employee Self Service > My Time & Leave
Main Menu > Emplovee Self-Service >
K] My Time & Leave
Report, schedule, review your fime, request absences and more.
= Emlovee Time Certification Emplovee TimeSheet =] iew Pavable Time Summa
This page allows an employee 1o certify time_ Page 10 enter and view employee time entry as part of seif Page to view rolled up payable fime summary for a date
service. range
E" View Payable Time Detail ﬁ View Leave Balance/Expirations Employee Monthly Time Report
Page to view detail time information for a date range. Page 10 view Leave Balance and Leave Expiration for Employee Monthly Time Report
fiscal year

H100%

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]
3. Click the Search button.

Page 90



C CAPPS HR/PAYROLL
EUT Course

Centralined Accounting and Payroll Personnel System

( :ap : )S Glann Hegar Toxs Compiroller of Public Accounts
Camraland accoingand PaylFrsonrel Syt
Home Sign out
Favorites © Main Menu > Employee Self-Service > My Time & Leave > Employee TimeSheet
New Window
Employee Timesheet
Name: Employee FHG Company/Pay Group: 212 / HRM State Service Effective Date:  11/06/2005
0000030000 O Business Unit: 21200
Job Title:  Tech Department: 1300 Manager ID: 0000000009  Manager ABCD
Leave Balances
Annual . FLSA Regular Holiday ~Optional Sick Leave  Administrative  Exiended Sick  Emergency Wellness
Leavelbalinces Leave Siek  Overtime  Comptime Comptime  Holiday Leave Fitness Leave Leave SP¢
Current 79.25 76.50 6.00 1450 11.00 0.00 0.00 32.00 100.00 0.00 0.00
Pending Approval 0.00 400 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Available 79.25 7250 6.00 14.50 11.00 0.00 0.00 3200 100.00 0.00 0.00
From Sunday 03/01/2015 to Sunday 03/15/2015
“Time TimeReporting Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat Sun oo L
Reporting Code 3M 32 33 34 35 36 37 3B 39 M0 31 3M2 3M3 3m4 315 IEUNE - Labor Account Code
Code Descripion  0.00 800 800 800 800 800 000 000 800 800 800 800 800 000 0.00
ANLVT AL Taken 000 000 000 000 400 000 000 000 000 000 0.00 000 000 000 0.00
Add a New Line for Sunday 03/01/2015 to Sunday 03152015
From Monday 03/16/2015 to Tuesday 03/31/2015
“Time Time Reporting [Mon |Tue |Wed [Thu |[Fri [sat [sun |Mon [Tue |wed |Thu |Fri |[sat [sun |Mon |Tue | . .0
Reporting Code 316 (347 |3M8 (319 320 321 (322 (323 (324|325 (326 (327 (328 [3@9 (300 (331 (O “Code | LaDOF Account Coc
Code Description  (8.00 (8.00 [8.00 (8.00 (800 (0.00 (000 (800 |8.00 [8.00 (.00 (800 [0.00 [0.00 (8.00 |g.gp |REAsOn Lo
ANLVT AL Taken 8.00( 0.00 0.00 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00( 0.00/ 000 0.00] 0.00/ 0.00| 0.00
COMPT Comp Taken | 0.00| 8.00( 0.00 0.00 000 0.00| 0.00 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00
REGHR Reg Hrs Wk 0.00( 0.00| 0.00| 0.00| 0.00| 200 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00 0.00| 0.00| 0.00 v
< >
w100% v
( :ap : )S Glann Hegar Toxs Compiroller of Public Accounts
[P —r—
Home Sign out
Favorites | Main Menu > Employee Self-Service > My Time & Leave > Employee TimeSheet
Leave Balances
5 5 . ~
Annual . FLSA Regular Holiday ~Optional SickLeave  Administrative  Extended Sick _ Emergency Wellness
laavelBakmo: < Leave Sick  overtime  Comptime Comptime  Holiday Leave Fitness Leave Leave SP¢
Current 79.25 76.50 6.00 14.50 11.00 0.00 0.00 32.00 100.00 0.00 0.00
Pending Approval 0.00 4.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Available 79.25 7250 6.00 1450 11.00 0.00 0.00 32.00 100.00 0.00 0.00
From Sunday 03/01/2015 to Sunday 03/15/2015
“Time Time Reporting Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat Sun (oo
Reporting Code 3233 34 3 M6 3T U I IO I M2 I3 3M4 s pEE. L Labor Account Code
Code Descripon  0.00 800 800 800 800 800 000 000 800 800 800 800 800 000 0.00
ANLVT AL Taken 000 000 000 000 400 000 000 000 000 000 000 000 000 0.00 000
Add a New Line for Sunday 03/01/2015 to Sunday 03/15/2015
From Monday 03/16/2015 to Tuesday 03/31/2015
“Time Time Reporting [Mon |Tue |Wed [Thu |[Fri |Sat [Sun |Mon [Tue |wed |Thu |Fri |[sat [Sun |Mon |Tue | . .00
Reporting Code 316 (317 |3M3 (319 |30 |31 |32 (323 (324 (3125 (326 (37 328 (329 (330 |33 [0 e |Labor Account Coc
Code i 800 (800 (800 (800 (300 [0.00 (000 (800 |8.00 [8.00 (800 (800 [0.00 (0.00 |00 |s.00 |RE3SOMCO
ANLVT AL Taken 8.00( 0.00| 0.00| 000 0.00 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.0/ 0.00| 0.00| 0.00
COMPT Comp Taken | 0.00| 8.00( 0.00| 0.00 000 0.00| 0.0/ 0.00| 0.00| 0.00| 000 0.00| 0.00| 0.00 0.00| 0.00
REGHR Reg Hrs Wk 0.00( 0.00 0.00| 0.00| 0.00| 800/ 0.00| 0.00| 0.00| 0.00| 000/ 0.00| 0.00| 0.00| 0.00| 0.00
SICKT Sck Taken 0.00( 0.00| 400/ 000 0.00| 0.00| 000 0.00| 0.00| 0.00| 000/ 0.00| 000/ 0.00| 0.00| 0.00
[ Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015
View Loave Balances
E-Sign & Submit
~
< >
w100% v
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Step Action

5. The employee has to add a new line to enter the Time Reporting Code for the
optional holiday.

Click the Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 button.
| Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 |

6. Click the Look up Time Reporting Code (Alt+5) button.

El

Look Up Time Reporting Code

Time Reporting Code:| begins with V||

Search Results
View 100 First (g) 1450r4s (3) Last

g"di FEmT Description

12 NonExe Disaster Taken

18 Exempt Disaster Taken
Administrative Leave Taken
Assistance Dog Training

Annual Leave Taken

Court Appoint Spec Advoc Taken
Compensatory Time Taken
Blood Donor

Bone Marrow Doner

Organ Donor

Educational Activities

Education Leave

Emergency Leave

Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken

Flexing Schedule

Banked Overtime Taken

Foster Parent Leave
Emergency Fitness Leave Taken
Holiday Comp Taken

Jury Duty

Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck
Leave Without Pay - Military

‘#ICRowd); #100% ~

Step Action

7. Click the scrollbar to navigate down the list.
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Look Up Time Reporting Code

Educational Activities
Education Leave

Emergency Leave

Volunteer EMT Training
Extended Sick Leave Taken
Exercise Leave Taken

Flexing Schedule

Banked Overtime Taken

Foster Parent Leave
Emergency Fitness Leave Taken
Holiday Comp Taken

Jury Duty

Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck
Leave Without Pay - Military
Leave Without Pay - Parental
Leave Without Pay - Wrirs Comp
Military Leave Taken

National Guard Active Duly Tak
Optional Holiday Comp Taken
On-Call Duty

Red Cross Disaster Service
Reg Hrs Wrkd - Disaster Servcs
Reguiar Hours Worked

Reg Hrs Worked on Holiday
RegHol Work in lieu of Opt Hol
Rsrv Law Enfremnt Off Training
Sick Leave Pool Taken

Sick Leave Taken

Special Leave Taken

Volunteer Firefighter Training
Leave to Vote

Wellness Leave Taken

javasc "#ICRow0"); #100% ~

Step Action

8. The correct Time Reporting Code for an optional holiday is OHCPT.

Click the OHCPT link.

9. Enter the hours into the Tue 3/31 field.

Enter "8.00".

10. Click the E-Sign & Submit button.
| E-Sign & Submit |

11. Click the OK button.

12. Notice the Optional Holiday information at the top of the timesheet with the Leave
Balances.

It shows the 8 hours of optional holiday time in a pending approval status with an
available balance of -8.00 hours. Before the end of the fiscal year, the employee
will have to work on a holiday to replace the time, or pay for the time taken. The
optional holiday balance can only be negative until the end of the fiscal year.
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Step Action

13. Employees also have the option to work the holiday and have a positive balance
and take another optional holiday off at a later time. At the end of the fiscal
year the balance must be zero. If the balance is a positive number the employee
will lose the hours.

Ca @[ 3% Glenn Hegar Texas Comptroller of Public Accounts

Centrale Aaccunting and Payrol Personme ystem.

Home Sian out

Favorites © Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
My Profile SAMPLE - HR News
Sample HR News Article
() Feea
My Time & Leave Employee Separation HR News

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ity Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller » Comptroller.Texas.Gov = Contact Us

Privacy and Security Policy | Accessibility Policy | Link Palicy | Public Information Act | Compact with Texans

H100% v

Step Action

14. The employee worked on San Jacinto Day so the -8 balance will move back to zero.

Click the My Time & Leave button.

My Time & Leave
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@ [ Glenn Hegar Texas Comprroller of Public Accounts
g Pl e
Home Sign out

Favorites | Main Menu » Employee Self-Service

Employee Self-Service

My Time & L eave

Report, schedule, review your fime, request absences and
more,

=] 2045 Charity Deductions

Step Action
15. Click the Employee TimeSheet link.
Employee TimeShee]
16. Click the Search button.
17. Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button.
| Add a Mew Line for Thursday 04/16/2015 to Friday 05/01/2015 |
18. Enter the desired information into the Time Reporting Code field. Enter "REGOH".
19. Enter the desired information into the Tue 4/21 8.00 field. Enter "8".
0.00/| 0.00]|[ 0.00]| 0.00| 0.00
20. Click the E-Sign & Submit button.

E-Sion & Submit

21. Click the OK button.
22. Click the OK button.
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Step Action

23. Click the OK button.

24, After the hours have been approved by the manager and have been process
through Time Administration the Optional Holiday hours show 0.

25. Congratulations! You have successfully completed this lesson.

End of Procedure.

Allocating Time Worked to a Labor Account Code

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 15: Allocating Time

Worked to a Labor Account Code

Procedure

Employee AAA's manager has assigned him/her to work on two projects (Project 1 and Project
2) in the same work week and has requested that the employee use a Labor Account Code.

In this lesson you will learn how to allocate hours worked to Project 1. In the next lesson you will
learn how to add the additional hours worked during the week for Project 2.

Hours worked:
4/6 & 4/7 - Project 1 (Regular Scheduled Hours)

4/8 & 4/9 - Project 2 (Regular Scheduled Hours) Next Lesson

CappPsS

Cemmralzed Anccunting and Pyl Personmel ystem.

Favorites © Main Menu

\Welcome Employee Self Service Role User

HR / Payroll News & Articles
Sample HR News Article
Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal Accessibili Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

Glenn Hegar Texas Comptroller of Public Accounts

Home Sian out

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller « Comptroller.Texas.Gov « Contact Us
Privacy and Security Policy | Accessibility Policy | Link Palicy | Public Information Act | Compact with Texans

®100%
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Step Action

1. Click the My Time & Leave button.

My Time & Leave

Glenn Hegar Texas Comptroller of Public Accounts

Camralasd Accoumting and Pyl Parsonnel Syt

Home Sian out
Favorites  Main Menu » Employee Self Service > My Time & Leave
Main Menu > Emplovee Self-Service >
My Time & Leave
Report, schedule, review your time, request absences and more.
3Em loyee Time Certification Employee Time Sheet ﬁ View Payable Time Summai
7777777777 This page allows an employee 1o cerify fime_ Page 1o enter and view employes fime eniry as part of seif Page to view rolled up payable fime summary for a date
service range
E" View Payable Time Detail ﬁ View Leave Balance/Expirations Employee Monthly Time Report
Page to view detail time information for a date range. Page 10 view Leave Balance and Leave Expiration for Employee Monthly Time Report
fiscal year

H100% -

Step Action

2. Click the Employee TimeSheet link.
Employee TimeShee]

3. The Timesheet defaults to the first day of the current month.

It is recommended that you use the first day of the month when accessing the
Timesheet. This will display the entire month on the timesheet.

4, Click the Search button.
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Step Action

5. Labor Account Codes (LAC) are used to track hours worked to a specific work
assignment, such as a project.

As you learned earlier in this course, every time you use a different TRC to report
hours worked or leave time taken, you must use a separate line within that grid.
You follow this same rule when allocating hours to a Labor Account Code. Each
unique LAC will also require its own separate line on the timesheet grid.

6. Click the Add a New Line for ... button.
| Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 |

7. Click the Look up Time Reporting Code (Alt+5) button.

8. Click in the Time Reporting Code field.
| |

9. To shorten your search, enter the first few letters of the Time Reporting Code field.
Enter "reg".

10. Click the Look Up button.

11. Click the REGHR link.

12. Click in the Mon 4/6 field.
0.00

13. Enter the hours worked into the Mon 4/6 field.

Employee AAA worked his/her scheduled hours. Enter "8".

ool

14, Click in the Tue 4/7 field.
15. Enter the hours worked into the Tue 4/7 field.

Employee AAA worked his/her scheduled hours. Enter "8".
0.0C
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Step Action

16. Click the scrollbar to navigate across the page.
17. Click the Look up Labor Account Code (Alt+5) button.
18. NOTE: Applicable LAC for your agency will be listed in the search results. Your

manager should provide you with the LAC information that he/she assigned you to
work. If you do not know what LAC to select, do not select one, and refer to your
manager for assistance.

In this example, click the Project 1 link.

[Project 1 |
19. Click the scrollbar to navigate back across the page.
20. Click the scrollbar to navigate down the page.
21. Click the E-Sign & Submit button.

| E-Sign & Submit |

22. Click the OK button.

23. Congratulations! You have successfully completed this lesson.
End of Procedure.

Allocating Time Worked to Multiple Labor Account Codes

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 16: Allocating Time
Worked to Multiple Labor Account Codes

Procedure

In the previous scenario you learned how to allocate hours worked to Project 1. In this lesson
you learn how to add the additional hours worked during the week for Project 2.

Employee AAA's manager has assigned him/her to work on two projects (Project 1 and Project
2) in the same work week.

Hours worked:
4/6 & 4/7 - Project 1 (Regular Scheduled Hours) Previous Lesson
4/8 & 4/9 - Project 2 (Regular Scheduled Hours)
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Glenn Hegar Texas Comptroller of Public Accounts

capps

Cemmralzed Anccunting and Pyl Personmel ystem.

Home

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
[ Feed
=

Common Links.

Change Password Maintain Password Hint

CAPPS on FMX Set Portal ibility Flag

CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag
HIPAA Notificati ERS H

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptrolles Comptroller.Texas.Gov + Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

Sign out

®100%

Step

Action

1.

Click the My Time & Leave button.

My Time & Leave

Page 100




©

CAPPS HR/PAYROLL

Centralized Accountng and Payroll Personnel System
@‘ [ Glenn Hegar Texas Comptroller of Public Accounts
e
Home Sign out
Favorites | Main Menu > Employee Self-Service > My Time & Leave
Main Menu > Emplovee Self Service >
My Time & Leave
Report, schedule, review your fime, request absences and more.
=] Employee Time Certification Employee TimeSheet E View Payable Time Summa;
This page allows an employee to certify time. Page to enter and view employee time entry as part of seif Page to view rolled up payable time summary for a date
. range
E“ View Payable Time Detail ﬁ View Leave Balance/Expirations Employee Monthly Time Report
Page to view detail ime information for a date range. Page to view Leave Balance and Leave Expiration for Employee Monthly Time Report
fiscal year

#100% v

Step

Action

Click the Employee TimeSheet link.
Employee TimeShee]

Click the Search button.

Labor Account Codes (LAC) are used to track hours worked to a specific work
assignment, such as a project.

As you learned earlier in this course, every time you use a different TRC to report
hours worked or leave time taken, you must use a separate line within that grid.
You follow this same rule when allocating hours to a Labor Account Code. Each
unique LAC will also require its own separate line on the timesheet grid.

Click the Add a New Line for ... button.
| Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 |

Click the Look up Time Reporting Code (Alt+5) button.

El

Click in the Time Reporting Code field.
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Step Action

8. To shorten your search, enter the first few letters of the Time Reporting Code field.
Enter "re".
|

9. Click the Look Up button.

10. Click the REGHR link.

11. Enter the total hours worked on Project 2 into the Wed 4/8 field.

In this example you worked all of your eight scheduled hours. Enter "8".

(]

12. Click in the Thu 4/9 field.
0.00
13. Enter the total hours worked on Project 2 into the Thurs 4/9 field.

In this example you worked all of your eight scheduled hours. Enter "8".
0,010

14. Click in the scrollbar to navigate across the page.
15. Click the Look up Labor Account Code (Alt+5) button.
16. NOTE: Applicable LAC for your agency will be listed in the search results. Your

manager should provide you with the LAC information that he/she assigned you to
work. If you do not know what LAC to select, do not select one, and refer to your
manager for assistance.

In this example, click the Project 2 link.

Project 2
17. Click the scrollbar to navigate back across the page.
18. Click the scrollbar to navigate down the page.
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Step Action

19. Click the E-Sign & Submit button.
| E-Sign & Submit |

20. Click the OK button.

21. You just learned how to allocate hours worked to two separate Labor Account
Codes (Project 1 and Project 2).

What if you worked only partial hours toward your LAC. How would you enter your
time?

For example: Employee AAA works an 8 hour scheduled day. Only for 3 of those
hours he/she worked on Project 1, the remaining 5 hours he/she worked his/her
regular job which doesn't require a LAC to be entered in the system.

In this case, the employee will need to enter his/her hours on two separate lines on
the Timesheet grid.

Line 1: Employee AAA will add a new line, enter the TRC REGHR, enter the 3 hours
worked on the timesheet, and select the applicable LAC.

Line 2: Employee AAA will add a new line, enter the TRC REGHR, enter the
remaining 5 hours worked, and leave the LAC field blank.

22. Congratulations! You have successfully completed this lesson.
End of Procedure.

Employee Time Certification

Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 17: Employee Time
Certification

Procedure

In this lesson, you will learn how to certify time using the Time Certification page.
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Cemmralzed Anccunting and Pyl Personmel ystem.

Favorites = Main Menu

\Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | _Compact with Texans

{ : api: 3% Glenn Hegar Texas Comprroller of Public Accounts

Step Action

1. Click the My Time & Leave button.

My Time & Leave

2. Agencies can instruct their employees to certify their time by accessing the Time

Certification page and clicking on E-Sign & Certify.

Click the Employee Time Certification link.
Employee Time Certificatior]

3. Information contained in the Instructional Text will vary per Agency.
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Home Sign out
Favorites © Main Menu > Employee Seff-Service > My Time & Leave > Employee Time Certification
New Window | Personalize Page | [5
Time Certification
Employee ID: 00000500000 Name: Employee AAA
Certification Month: 4y 2015 | Required
Instructional Text | TED BY Agency
Certified By:
Date/Time Stamp:
E-Sign & Ceriity
#100% ~
Step Action
4, Click the E-Sign & Certify button.
| E-Sign & Certify |
5. Click the OK button.
6. Notice how the save action marked the Time Certification with a Date/Time Stamp.

the bottom of their timesheet.

Note: Employees can also certify their time by using the Time Certification link at

7. Congratulations, you have completed this lesson.

End of Procedure.

Lesson 5 - View Time and Leave Balances

Section 1, Lesson 5

View Time and Leave Balances

View Leave Balances/Expirations

Section 1 - Lesson 5 Exercises - Scenario 1: View Leave Balances/Expirations

Procedure
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In this lesson, you will learn how to view Leave Balances and Expirations.

C a pI DS Glenn Hegar Texas Comptroller of Public Accounts

Cemmralzed Anccunting and Pyl Personmel ystem.

Home Sign out
Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Poli Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

®100%

Step Action

1. Click the My Time & Leave button.

My Time & Leave

2. Click the View Leave Balance/Expirations link.

Eiew L eave Balance.fEinraticng
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. @ ARAaC Glenn Hegar Texas Comprroller of Public Accounts
ol ringe o e

Home Sign out

Favorites | Main Menu » Employee Seff-Service > My Time & Leave > View Leave Balance/Expirations

New Window | Personalize Page | [
View Leave Balance/Expirations

Employee FHG

Tech Employment Record 0

View Leave Balances Find | View Al First'’ 10715 *' Last
Leave Time Balance Summary
Today's Date: 03/27/2015  LastUpdate: 03/25/2015

Leave Time Off Plan: ADMINLEAVE Administrative Leave
Beginning Fiscal Year Balance: 0.000000

Eamed Fiscal Year to Date Balance: 0.000000

Taken Fiscal Year to Date Balance: 0.000000

Adjusted Fiscal Year to Date Balance:  32.000000

Pending Approval 0.000000

Available Balance 32.000000

Leave Information
Expiration Date  Number of Hours Expiring
0.000000
The Taken Fiscal Year to Date Balance includes ALL approved fimesheet entries in the current fiscal year.

The Eamed Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date

®100%

Step Action

3. Click the Show next row (Alt+.) button.

L]

4. Click the Show next row (Alt+.) button.

L]

5. Click the Show next row (Alt+.) button.

L]

6. Click the Show next row (Alt+.) button.

L]

7. Click the Show next row (Alt+.) button.

L]

8. Click the Show previous row (Alt+,) button.

[

9. Click the Show Time Expiring in list.

L'
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CappPs

Cemmralzed Aaccunting and Pyl Persenmel ystem.

Favorites | Main Menu » Employee Seff Service > My Time & Leave > View Leave Balance/Expirations

View Leave Balance/Expirations

Employment Record 0

View Leave Balances Find | View Al First' ¥ 7 0f 15 *' Last

Leave Time Balance Summary
Today's Date: 03/27/2015 Last Update: 03/25/2015

Leave Time Off Plan: EXTDSICKLV Extended Sick Leave
Beginning Fiscal Year Balance: 0.000000

Eamed Fiscal Year to Date Balance: 0.000000

Taken Fiscal Year to Date Balance: 0.000000

Adjusted Fiscal Year to Date Balance:  100.000000

Pending Approval 0.000000

Available Balance 100.000000

*Show Time Expiring in:
Next 30 Days
Leave Infq Next 90 Days
Expiration| One Year
Show All

00

The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year
The Eamed Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

New Window | Personalize Page | [

®100%

Step Action

10. We chose the Show All option to view all of the time that will expire for the

Extended Sick Leave category.

Click the Show All list item.
Show All
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g r Glenn Hegar “Texas Comptroller of Public Accounts

Cemtralzed Anccunting and Pyl Personmel ystem.

Home Sign out

Favorites - Main Menu > Employee Self-Service > My Time & Leave > View Leave Balance/Expirations

New Window | Personalize Page | &

View Leave Balance/Expirations

CAPPS HR/PAYROLL
EUT Course

Employee FHG

\View Leave Balances

Leave Time Balance Summary
Today's Date: 03/27/2015

Employment Record 0

Find | View All First * 70f 15" Last

Last Update: 03/25/2015

Leave Time Off Plan: EXTDSICKLV Extended Sick Leave
Beginning Fiscal Year Balance: 0.000000

Eamed Fiscal Year to Date Balance: 0.000000

Taken Fiscal Year to Date Balance: 0.000000

Adjusted Fiscal Year to Date Balance: 100.000000

Pending Approval 0.000000

Available Balance 100.000000

*Show Time Expiring in:

Leave Information
Expiration Date  Number of Hours Expiring

0.000000
The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year.

The Eamed Fiscal Year fo Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date.

H100% ~

Step

Action

11.

The Number of Hours Expiring for the Extended Sick Leave are zero.

Click the Show next row (Alt+.) button.

L]

12.

When we look at the Holiday Comp balance, we can see below that three hours of
Holiday Comp will expire on June 19, 2015 and eight hours will expire on August 27,
2015.

13.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Employee Monthly Time Report

Section 1 - Lesson 5 Exercises - Scenario 2: Employee Monthly Time Report

Procedure

This report will display beginning and ending balances for all types of leave.

It can be run any time during the current month for the previous month's data.
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C a pI DS Glenn Hegar Texas Comptroller of Public Accounts

Cemmralzed Anccunting and Pyl Personmel ystem.

Home Sign out
Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

®100%

Step

Action

1.

Click the My Time & Leave button.

My Time & Leave

Click the Employee Monthly Time Report link.

mployee Monthly Time Re
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Glenn Hegar Texas Compuroller of Public Accounts

Cemralisd ccoumingand Pyl Parsonnel ystem.

Home Sign out

Favorites | Main Menu » Employee Seff Service > My Time & Leave > Employee Monthly Time Report

New Window | Personalize Page | [5
Employee Monthly Time Report

Once the button is clicked an e-mail will be sent to with an attached report.

Email Address user@aol.com

*As Of Date[03/3172015 |[5]

Run report and email

H100% ~

Step Action

3. Click the Choose a date (Alt+5) button.

4. Click the drop down list.

|r-.’lar+:h L
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Cemralisd Accoumingand Pyl Personnel ystem.

Favorites | Main Menu » Employee Seff Service > My Time & Leave > Employee Monthly Time Report

Employee Monthly Time Report

Once the button is clicked an e-mail will be sent to with an attached report.

Email Address  user@aol.com

*As Of Date 03/31/2015

]

] curmrentDate [

Glenn Hegar Texas Comprroller of Public Accounts

Home Sign out

New Window | Personalize Page | [

javascript:DatePrompt_win0( TX_EE_ASTL1004_ASOFDATE' TX_EE_ASTL1004_ASOFDATESprompt’, 450" true);

H100% v

Step

Action

5.

Click the February list item.
February

capps

Cemralisd Accoumingand Pyl Personnel ystem.

Favorites = Main Menu > Employee Seff-Service > My Time &Leave > Employee Monthly Time Report

Employee Monthly Time Report

Once the button is clicked an e-mail will be sent to with an attached report.

Email Address  user@aol.com

*As Of Date 03/31/2015 |[5

Calendar x

|: February 2015
SMTWTF S
1.2 3 45 86 7
2 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

(@] Current Date [

Glenn Hegar Texas Compiroller of Public Accounts

Home Sign out

New Window | Personalize Page | /5

javascript:DatePrompt_win0( TX_EE_ASTL1004_ASOFDATE' TX_EE_ASTL1004_ASOFDATESprompt’, 450" true);

H100% v
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Step Action

6. Click the 28 link.
7. Click the Run report and email button.
| Run report and email |
8. Click the OK button.
9. The report displays beginning and ending balances for all types of leave, leave

accrued/earned, leave expiring within the next 3 months, current annual leave
balances, projected accruals, carry over maximum and hours converting to sick
leave.

It can be run any time during the current month for the previous month's data.

10. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 2 - eProfile

Section 2 - eProfile
Section 2 - eProfile has 1 lesson:

= Lesson 1 - eProfile Human Resources
Lesson 1 - eProfile Human Resources
Section 2, Lesson 1
eProfile Human Resources

View My Personal Information

Section 2 - Lesson 1 Exercises - Scenario 1: View My Personal Information
Procedure
View My Personal Information is a central location where users can view, add, edit, and in some

cases delete personal information. In this lesson, the user will learn how to complete the
following tasks:

1. View your Mailing Address
2. View your Phone Number
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3. View your Emergency Contact

4. View your Email Address

5. View your Information Release Indicators
6. View your Disability Indicator Status

Although it is possible to add, edit, or delete personal information from the 'My Personal
Information' page, how to specifically perform each task for the areas listed above is included in
the remaining topics in this section.

Note: for security purposes real names, addresses, phone numbers, and other confidential
information has been changed or removed from this training lesson.

Glenn Hegar Texas Comptroller of Public Accounts

‘Centralzed accuntig and Pyl Persanmel System.

Home Sian out
Favorites © Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
My Profile SAMPLE - HR News
Sample HR News Article
Feed
My Time & Leave Employee Separation HR News

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller « Comptroller.Texas.Gov « Contact Us
Privacy and Security Policy | Accessibility Policy | Link Palicy | Public Information Act | Compact with Texans

H100% v

Step Action
1. Click the My Profile button.
2. Click the View My Personal Information link.
Wiew My Personal Informatiorn]
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Step Action

3. The top portion of the 'My Personal Information' page displays the employee's
name and address information.

Note: Employee AAA has two addresses listed. The current address is 6001 Baseline
Drive SW, Austin, TX. On April 1, 2015 the new address will be 501 Baseline Avenue
NW, Austin, TX.

Employee AAA knew he/she was going to move on April 1, 2015. Therefore he/she
added the information to CAPPS with a future date. It was not necessary for
Employee AAA to wait until he/she actually moved before processing his/her
address change.

To learn how to change an address, refer to Exercise, Scenario 4: Edit Mailing
Address

g Glenn Hegar Texas Comptroller of Public Accounts

Corvralized Accounting ind Payrel Personnel Syitem
Home Sign out

Favorites * Main Menu » Employee SeffService > My Profle » View My Personal Information

New Window | Personalize Page | i =

Personal Information Summary

Name

Employee AAA

Change Marne L4

Mailing address

Addresses
Address Type  Status As of Country Address
6001 Baseline Drive SW

Current 032312015 UsA AUSTIN, TX 78731
— 227
501 Baseline Avenue NW
Home Future 04i01/2015 USA AUSTIN, TX 78731

227

Change mailing address

Phone Numbers

Phone Numbers

Phone Type Phone Number Preferred
Business Cell 512

oime can v

Done * Trusted sites | Protected Mode: Off v ®100% -

Step Action

4. Click the scrollbar to navigate down the page.
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Step Action

5. Next, the 'My Personal Information' page displays the employee's Phone
Numbers, Emergency Contact information, and Email Addresses.

Each section contains a check mark indicating what should be considered the
employee's Preferred or Primary information to be used.

@ Glenn Hegar Texas Comptroller of Public Accounts
Gtk TIPSy
Home Sign out

Favorites © Main Menu > Employee SeffService > My Profle > View My Personal Information
Change mailing address

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferred

Business Cell 512

FAX

Home

Change Phone Numbers

Emergency Contacts
Emergency Contacts

Name Relationship to Employee Primary Contact
Dad Parent v
Mom Parent

Change Emergency Gontacts

Email Addresses

Email Addresses

Email Type Email Address Preferred

Home user@aol.com

Change Email Addresses

« L, ’

Done J/ Trusted sites | Protected Mode: Off v R100% ~

Step Action

6. Click the scrollbar to navigate down the page.

7. Next, the 'My Personal Information' page displays the employee's Information
Release Indicator selections and if the employee filled out the Disability Indicator
information.

Employee AAA has opted to only release their emergency contact information to
the public and not to release any disability information.

Note: Selecting a Disability Indicator is not required. This function is completely
voluntary on behalf of the employee.

8. Click the scrollbar to navigate down the page.
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Step

Action

9.

The bottom portion of the 'My Personal Information' page displays the employee's
personal information, such as: Employee ID (Empl ID), Gender, Social Security
Number, etc.

Note: Employee confidential information has been removed from this page.

@ Glenn Hegar Texas Comptroller of Public Accounts
G Ao T oS
Home Sign out
Favorites * Main Menu > Employee Seff-Service > My Profile > View My Personal Information
Based on this definition are you disabled?
Yes No Disabled
Change Disability Indicator
Employee Information
Empl ID: 0000000004 Foster Youth
Gender: Female Orphan of Veteran
Date of Birth: Spouse of Veteran
Ethnic Group: WHITE Selective Service
Payee PIN
Social Security Number
Military Status: Nota Veteran
Highest Education Level: Aot Indicated
State Service Effective Date:
Years:
Months:
Days:
Contact the Human Resources department if any of your Employee Information is incarrect.
Retum to Employee Selt-Service
| i '
Done /" Trusted sites | Protected Mode: Off fa v R10% v

Step

Action

10.

Click the Return to Employee Self-Service link.

Return to Employee Self-Servicd

11.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Edit Emergency Contacts

Section 2 - Lesson 1 Exercises - Scenario 2: Edit Emergency Contacts

Procedure

In this lesson you will learn how to:

1. Edit an existing emergency contact
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2. Add an additional emergency contact

C a pI DS Glenn Hegar Texas Comptroller of Public Accounts

Cemmralzed Anccunting and Pyl Persenmel ystem.

Home Sign out
Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov ontact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

®100%

Step Action

1. Click the My Profile button.

My Profile

2. Click the Edit Emergency Contacts link.

Edit Emergency Contactd
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[ @ a1 € Glenn Hegar Texas €

Comralized Accunting nd Payroll ersanrel Systam

Home Sign out

Favorites | Main Menu > Employee SeffService > My Profle > Edit Emergency Contacts

New Window | Personalize Page | i

Emergency Contacts

Employee AAA

Emergency Contacts

Contact Hame Relationship to Employee Primary Contact Edit Delete
Friend 1 Friend &z a

Add Ernergeney Contact

Save

Return to Persenal Information

Return to Employee Self-Service

ja itAction_wind(dos ‘EDITSDY; / Trusted sites | Protected Mode: Off fa v ®105% v
Step Action

3. 1. Edit an existing Emergency Contact
In this lesson you will learn how to change your existing contact information to a
new emergency contact person.
(Changing Friend 1 to Dad)
Click the Edit button.

4. Click in the Contact Name field.
Friend 1

5. Press [Delete].

6. Enter the desired information into the Contact Name field. Enter "Dad's Full
Name".

7. Click the Relationship to Employee list.

Friend |Ll
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Adult Child B
‘ a ’S Child Glenn Hegar Texas Comptroller of Public Accounts
Domestic Partner Adult

Domestic Partner Child

Estate
ExDomestic Partner
ExSpouse
Favorites | Main Menu > Employee Self-Serv ::‘:ﬁ’ Child Contacts
Grand Parent
Grandchild )
Great Grand Parent New Window | Personalize Page | & |
Emergency Contacts Great Grandehild

. In-Law
Emergency Contact Detail Neighbor

Other

Employee AAA Other Child
Other Relative
Parent
Address and Telephone Parent In-law
Recognized Child
“Contact Hame [Roommate
Self
Sibling
Spouse
Step Parent
Stepchild
US Same-Sex Spouse

Home Sign out

“Relationship to Employee

i

he employee

[ClContact has the same telephone number as the employee

Address
Country United States Change Country

Address 505 6th St EditAddress
Austin, TX 78731 L
227

Phone

Telephone |512/333-6767

Other Telephone Numbers

Emergency Contacts "
ol n I

</ Trusted sites | Protected Mode: Off fa v RI5% v

Step Action

8. Click the Parent list item.

9. Check the applicable box if the information is the same as the users. This will
duplicate the information for the emergency contact.
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[ : - Y Glenn Hegar Tc
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Home Sign out

Favorites | Main Menu > Employee SeffService > My Profle > Edit Emergency Contacts

New Window | Personalize Page |

] 5

Emergency Contacts
Emergency Contact Detail
Employee AAA

Address and Telephone

*Contact Name | Dad's Full Name

“Relationship to Employee -

I

[C] Contact has the same address as the employee

[ClContact has the same telephone number as the employee

Address
Country United States Change Country

Address 505 6th St EditAddress
Austin, TX 78731 L4
227

Phone

Telephone |512/333-6767

Other Telephone Numbers

Emeraency Contacts
Q n ]

+/ Trusted sites | Protected Mode: Off v BI05% v

Step Action

10. If the information is different it will have to be entered manually.

Click the Edit Address button.
| Editaddress |

11. Click in the Address 1 field.

12. Enter the applicable information into the Address 1 field.
In this example use 1234 One Road.

Enter "1234 One Road".

Page 121



CAPPS HR/PAYROLL

EUT Course @

Centralized Accountmng and Payroll Personnel System

© Glenn Hegar Tous Comparals o Public Accourss
Favorites | Main Menu » Employee Self-Service > My Profle > Edit Emergency Contacts - -
Edit Address Hewindow [Personsiee e | 2
County
/ Trusted stes | Protected Mode: OFf G - RI% ~
Step Action
13. Enter the applicable information into the City field.
In this example use Austin.
Enter "Austin".
(0] 24
14. Enter the applicable information into the State field.
In this example use Texas. Enter "TX".
(0]24
15. Enter the applicable information into the Postal field.
In this example use 78731. Enter "78731".
0]24
16. Enter the applicable information into the County field.
In this example use 227 for Travis County. Enter "227".
] 8
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@ Glenn Hegar Texas Comptroller of Public Accounts
Favorites | Main Menu > Employee Sef Service > My Profie » Edit Emergency Contacts
New Window | Personalize Page | i
Edit Address
City [Austin State [TX Texas
*County 227
/' Trusted sites | Protected Mode: Off A v ®105% ~
Step Action
17. Click the OK button.
18. Click the scrollbar to navigate down the page.
19. Click in the Telephone field.
S12/333-6767
20. Press [Delete].
21. Enter the desired information into the Telephone field. Enter "512/555-1111".
Tmephune" I
22. Click the scrollbar to navigate down the page.
23. Remember to click the Save button before navigating to a different page. If you do
NOT click the Save button the information will be lost.
Click the Save button.
24, The system will confirm the information was saved successfully.
Click the OK button.
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Step Action

25. Notice how the system saved Dad's information as the Primary Contact. This is
because he is the only contact listed. When there is more than one contact listed
you may select the person who will be your primary contact.

For future changes to this emergency contact select the edit pencil icon.

To delete this emergency contact select the garbage can.

26. 2. Add an additional Emergency Contact
In this lesson you will learn how to add a second emergency contact.
(Adding Mom)

Click the Add Emergency Contact button.

| Add Emergency Contact |

27. Click in the Contact Name field.

28. Enter the desired information into the Contact Name field. Enter "Mom's Full
Name".

29. Click the Relationship to Employee list.

Other B
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(AUIt Child ‘ -
Ca DS Child Glenn Hegar Texas Comptroller of Public Accounts
Domestic Partner Adult

Domestic Partner Child

Estate
ExDomestic Partner Home Sian out
ExSpouse
Favorites | Main Menu > Employee Self-Serv ::‘:ﬁ’ Child Contacts
Grand Parent
Grandchild X
Great Grand Parent New Window | Personalize Page | i
Emergency Contacts Great Grandehild

. In-Law
Emergency Contact Detail Neighbor

Other

Employee AAA Other Child
Other Relative
Parent
Address and Telephone Parent In-law
Recognized Child
“Contact Hame [Roommate
Self
Sibling
Spouse
Step Parent
Stepchild
US Same-Sex Spouse

IE

*Relationship to Employee

i

he employee

‘Contact has the same telephone number as the employee

Address
Country United States Change Country

Address EditAddress

Phone

Telephone

Other Telephone Numbers

Emergency Contacts
ol n I

</ Trusted sites | Protected Mode: Off fa v RI5% v

Step Action

30. Click the Parent list item.

Paren

Cap DS Glenn Hegar Texas Comptroller of Public Accounts

Comralized Accunting and Pyl Fersanrel Systam.

Home Sign out

Favorites | Main Menu > Employee Self-Service > My Profle > Edit Emergency Contacts

Mew Window | Personalize Page | i |
Emergency Contacts
Emergency Contact Detail
Employee AAA

Address and Telephone

*Contact Name [Mom's Full Name

*Relationship to Employee

m

Contact has the same address as the employee

Contact has the same telephone number as the employee

Address
Country United States Change Country

Address EditAddress

Phone

Telephone

Other Telephone Numbers

Emergency Contacts
ol i I

</ Trusted sites | Protected Mode: Off fa v RI5% v
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Step Action

31. Click the Edit Address button.
| Editaddress |
32. Click in the Address 1 field.
33. Enter the applicable address information into the Address 1 field.

Enter "4321 Second Street".

34. Click in the City field.

35. Enter the applicable city information into the City field.

Enter "Austin".

36. Press [Tab].

37. Enter the applicable State information the State field.

Enter "TX" for Texas.

38. Press [Tab].

39. Enter the applicable Zip Code information into the Postal field.

Enter "78742".

40. Press [Tab].

41. The County field does not accept County names. Use the Look up glass to
determine the applicable County number.

Click the Look up County button.

=
42. Click the scrollbar to move down the page.
43, Click the 227 link for Travis County.
44, Click the OK button.
45, Click the scrollbar to navigate down the page.
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Step Action

46. Remember to click the Save button before navigating to a different page. If you do
NOT click the Save button the information will be lost.

Click the Save button.

Save

47. The system will confirm the information was saved successfully.
Click the OK button.

48. Congratulations! You have successfully complete this lesson.
End of Procedure.

Edit Phone Number
Section 2 - Lesson 1 Exercises - Scenario 3: Edit Phone Number

Procedure

The Edit Phone Numbers page enables users to modify their personal phone number
information. As a user, you now have the ability to ensure that your information is always up-to-
date. In this lesson, the user will learn how to complete the following tasks:

1. Designate preferred contact number
2. Delete an old phone number

3. Add a new phone number

4. Add a fax number

Note: for security purposes real names, addresses, and phone numbers have not been used.
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Glenn Hegar Texas Comptroller of Public Accounts

capps

Cemmralzed Anccunting and Pyl Persenmel ystem.

Home

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links.

Change Password Maintain Password Hint

CAPPS on FMX Set Portal ibility Flag

CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag
HIPAA Notificati ERS H

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

Sign out

#100%

Step

Action

1.

Click the My Profile button.

My Profile

Click the Edit Phone Numbers link.
Edit Phone Numberg
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g ic Acco
Centraltzad Acccunting and Payroll/Personnel System
Home Sign out
Favorites | Man Menu > Employee SelfService > My Profie > Edit Phone Numbers
New Window | Personalize Page | iE

Phone Numbers
Employee AAA
Enter your phone numbers below.
Phone Numbers
Phone Type “Telephone Extension Preferred Delete
Business Cell ] a
Home i)

Add Phone Number

Save
* Required Field
Return to Emergency Contacts
Return to Employee Self-Service

Done / Trusted sites | Protected Mode: Off v RB15% -
Step Action
3. We will designate a Preferred Contact Number._

CAPPS only allows one contact number as the designated preferred number, or the
number where you prefer to be reached.

It is designated by a check box under the Preferred option.

In this example, you will change the preferred designation from the Home phone
number to the Business Cell phone number.

Click the Preferred option for Business Cell.

[l
4, The Business Cell number is now the designated phone number to be used.
5. Now, we will delete an Old Phone Number.

Notice how there is no 'Edit Pencil' icon here. For this reason, you will need to
delete the old phone number and add the new phone number to make the
change.

Click the Delete button to remove the old phone number.

Iimi
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Step Action

6. The system will prompt you for deleting the number to make sure that is the task
that you want to perform.

Click the Yes - Delete button.

Yes - Delete

7. To add the new phone number, click the Add Phone Number button.
| Add Phane Mumber |

8. Click the Phone Type list.

S

@‘ ' & Glenn Hegar Texas Comptroller of Public Accounts
Cortad ecaing TR Py

Home Sign out

Favorites | Main Menu > Employee Self-Service > My Profile > Edit Phone Numbers

Mew Window | Personalize Page | B

Phone Numbers
Employee AAA

Enter your phone numbers below

Phane Numbers

Phone Type *Telephone Extension Preferred Delete
Business Cell  |512/55! a
M Il a
Return to Emergency Contacts
Return to Employee Self-Service
Done </ Trusted sites | Protected Mode: Off v ®105% v

Step Action

9. Click the Home list item.
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Conralized Accunting nd Payrll ersanrel Systam

Home Sign out

Favorites | Main Menu » Employee Self-Service > My Profle > Edit Phone Numbers
New Window | Personalize Page | i

Phone Numbers
Employee AAA

Enter your phone numbers below.
Phone Numbers

Phone Type “Telephone Extension Preferred Delete
Business Cell  |512/555-5555 a
[Home ]R3 [} i

Add Phone Mumber
Save
* Required Field
Return to Emergency Contacts

Return to Employee Self-Service

/ Trusted sites | Protected Mode: Off fa v ®105% ~
Step Action

10. Click in the Telephone field.
11. Enter the new phone number into the Telephone field.

Enter "512/555-5444",
12. To change your perferred phone number back to your home phone, click

the Preferred option box.

[l
13. Remember to click the Save button before navigating to a different page. If you do

NOT click the Save button the information will be lost.

Click the Save button.

Save

14. The system will confirm the information was saved successfully.

Click the OK button.
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Step Action

15. Now, we will add a fax number.

Click the Add Phone Number button.
| Add Phone Mumber |

16. Click the Phone Type list.

I

@‘ ' & Glenn Hegar Texas Comptroller of Public Accounts
Cortad eccng TR Py

Home Sign out

Favorites | Main Menu > Employee SeffService > MyProfle > Edit Phone Numbers

New Window | Personalize Page | i

Phone Numbers
Employee AAA

Enter your phone numbers below

Phane Numbers

Phone Type Telephone Extension Preferred Delete

Business Cell  [512/555-6555 o i}

Home 512/555 5444 u}
M =] a

* Required Field

Return to Emergency Contacts

Return to Employee Self-Service

Done </ Trusted sites | Protected Mode: Off 5 v H105% v

Step Action

17. Click the FAX list item.

Page 132



CAPPS HR/PAYROLL

@ EUT Course

Centralized Accountng and Payroll Personnel System

9 Glenn Hegar Texas Comptroller of Public Accounts

Comralized Accunting nd Payrll ersanrel Systam

Home Sign out

Favorites | Main Menu » Employee Self-Service > My Profle > Edit Phone Numbers
New Window | Personalize Page | i

Phone Numbers
Employee AAA

Enter your phone numbers below.

Phone Numbers

Phone Type *Telephane Extension Preferred Delete
Business Cell  |512/5 ] a
Home 12/555- a
M (| a
Add Phone Mumber
Bave
Retu;n to«Eme«rgency' Contacts
Return to Emplayee Self-Senice
J/ Trusted sites | Protected Mode: Off 4 v R105% -
Step Action
18. Click in the Telephone field.
19. Enter the fax number into the Telephone field.
Enter "512/555-4455",
20. Remember to click the Save button before navigating to a different page. If you do

NOT click the Save button the information will be lost.

Click the Save button.

Save

21. The system will confirm the information was saved successfully.
Click the OK button.

22. Congratulations! You have successfully completed this lesson.
End of Procedure.

Edit Mailing Addresses
Section 2 - Lesson 1 Exercises - Scenario 4: Edit Mailing Addresses

Procedure
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Addresses are effective dated meaning you can change an address as of a specific date. In this

lesson, the user will learn how to change a mailing address and make it effective as of April 1,
2015.

Note: for security purposes real names, addresses, and phone numbers have not been used.

( : apl: 3% Glann Hogar Texs Comptroller of Public Accounts

Home Sign out

Favorites - Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Article
[ Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Motifications ERS Homepage

Step Action

1. Click the My Profile button.

2. Click the Edit Mailing Address link.
Edit Mailing Addresq
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v g f ' & ¥ Glenn Hegar Texas Comptroller of Public Accounts
§ |3

Cemralzed Anccunting and Pl sl System

Home Sian out

Favorites - Main Menu > Employee Seff-Service > My Profle > Edit Maiing Address

New Window | Personalize Page |
Home and Mailing Address

Replacement Manager Change1

Addresses

Status AsOf Country Address Edit
505 Bazeline Drive

Current 122912014 UsA AUSTIN, TX 78732 i
227

* Required Field

Retum to Personal Information

Step Action
3. Click the Edit pencil icon.
&
4. The 'Change As Of' date is the date you want the new address to take effect. In this
example the new address will take effect on April 1, 2015.
Click the Choose a date button.
il
5. Click the dropdown arrow to select the month April.
6. Click April from the list.
April |
7. Click the number '1' for the date.
Note: you can pick any day of the year.
1
8. Click in the Address 1 field.
Address 1505 Baseline Drive |
9. Press [Delete].
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Step Action

10. Enter the new address information into the Address 1 field.

Enter "6001 Baseline Drive SW".

iddress 1

11. Note: Since the City and State did not change, you can skip over the fields.

Click in the Postal field.

Postal |[78732

12. Press [Backspace].

13. Enter the new Zip Code into the Postal field.

Enter "78731".

Postal 7873

14. Remember to click the Save button before navigating to a different page. If you do
NOT click the Save button the information will be lost.

Click the Save button.

Save

15. The system will confirm the information was saved successfully.

Click the OK button.
]ie

16. Notice how the new address has the status of "Future". This is because it is a future
dated row. On April 1, 2015 the status will change to"'Current".

17. Congratulations! You have successfully completed this lesson.
End of Procedure.

Request Name Change

Section 2 - Lesson 1 Exercises - Scenario 5: Request Name Change

Note: This functionality is not available to users in agencies which selected Manager Self Sevice (MSS)
Lite.

Procedure

In this lesson you will learn how to change your name in CAPPS. This is generally due to a
marriage, divorce, adoption, or another type of a legal name change.
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Note: for security purposes real names, addresses, and phone numbers have not been used.

{ :ap[i 3% Glenn Hegar Texas Comprroller of Public Accounts

Cemmralzed Anccunting and Pyl Persenmel ystem.

Home Sign out
Favorites = Main Menu

\Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | Compact with Texans

10% ~

Step Action

1. Click the My Profile button.

2. Click the Request Name Change link.
Request Name Changg

3. NOTE: The 'Change As Of' date is the date the name change will take effect in the
system. This date may be changed if needed.

Page 137



CAPPS HR/PAYROLL
EUT Course @

Centralized Accountmng and Payroll Personnel System

@ { Glenn Hegar “Texas Comptroller of Public Accounts

Cemmralzed Anccunting and Pyl Personmel ystem.

Home Sian out

Favorites - Main Menu > Employee Self-Service > My Profle > Reguest Name Change

New Window | Persanalize Page | i

Name Change
Employee AAA
Enter your new name and select Submit

Note: You may be required to send proof of the name change to Human Resources
US Emplovees: All name changes must match the name provided on your social security card

Current Name

Employee ASA

New Name
Change As Of |03/06/2015 (example: 12/31/2000)
*Name Format English - Edit Name
Name Employee AAA
Submit

* Required Field

Return to Employee Self-Senice

Done o/ Trusted sites | Protected Mode: Off v K100% ~

Step

Action

Click the Edit Name button.
[ EditMame |

Click in the Last Name field.

AAS

Enter the new Last Name.

In this example, enter "BBB".

Click the Refresh Name button to update the information.

Fefresh Mame

Notice how the update information is now reflected on the page.

Click the OK button to accept the change.
]2

10.

Please be sure to provide the required information to your Human Resources

representative.
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Step Action

11. Click the Submit button.

manager for approval.

After clicking the Submit button, this information is then forwarded to your

12. Click the OK button to continue.
13. Congratulations! You have successfully completed this lesson.

End of Procedure.

Information Release Indicator

Section 2 - Lesson 1 Exercises - Scenario 6: Information Release Indicator

Procedure

In this section, you will learn how to designate if your personal information is released or not

released to the public.

‘Centralzed accuntig and Pyl Persanmel System.

Favorites © Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
My Profile SAMPLE - HR News
Sample HR News Article
Feed
My Time & Leave Employee Separation HR News

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller « Comptroller.Texas.Gov « Contact Us
Privacy and Security Policy | Accessibility Policy | Link Palicy | Public Information Act | Compact with Texans

Glenn Hegar Texas Comptroller of Public Accounts
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Step Action

1. Click the My Profile button.

2. Click the Information Release Indicator link.

|nfnrmatiun Release Indicatn]

3. NOTE: It is important that you read and understand the statements on this page
before selecting an indicator.

If you need assistance before completing this page, contact your Human Resources
Representative.

4, It is important to note that if you are a Commissioned Peace Officer you must
select the applicable box.

When this box is selected all values are automatically defaulted to 'N' for no
release of information.

PV a1 Glenn Hegar “Texas Comptroller of Public Accounts

Cemmralzed Anccunting and Pyl Persenmel ystem.

Home Sian out

Favorites - Main Menu > Employee Self-Service > My Profle > Information Release Indicator

New Window Personalize Page [ =

Information Release Indicator

Employee AAA Commissioned Peace Officer: [

You may allow or deny public release of your home address, home telephone number, Social Security Number, emergency contacts, and
family member information. NOTE: Ifthe Commissioned Peace Officer is checked, you cannot update this information. Please contact
your HR Administrator for assistance

Use the Info Release check boxes of Yes/No indicators to allow release of all i ion, no or some The Info
Release Check boxes are required and must be entered. Select save after making your choice.

I

Release All Information: [[]  Release all of this information (If selected all items below will be marked as "Yes”)
Release Ho Information: [ Do notrelease any ofthis information (If selected, all items below will be marked as "No”)

| allow the following to be released to the public :

*Home Address: N ~
*Home Telephone Number: N -
*SSN release: N «
*Family Member Information: N -

*Emergency Contact Information: N

Save

Done / Trusted sites | Protected Mode: Off v B10% v
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Step

Action

5.

Click the 'Release All Information' box to authorize release of all the information

listed below.

Note: It is not recommended by CAPPS that you release personal confidential

information, (e.g.Social Security Number).

Click the Release All Information option.
Release All Information: IEI

Click the Release No Information check box.

Notice how all the values below changed to an 'N' for No Release.

Release No Information:

If you do not select either box above, you can select each box individually to

indicate whether or not you would like the information released.

In this example, click the Emergency Contact Information dropdown arrow to

change the value to a 'Y' indicating a Yes to release the information.
*Emergency Contact Information: =

g‘ { Glenn Hegar Texas Comprroller of Public Accounts

Cemtralzed Anccuntng and Pyl Persenml ystem.

Home Sian out

Favorites - Main Menu : Employee Seff-Service > My Profle > Information Release Indicator

New Window Personalize Page [ =

Information Release Indicator

Employee AAA Commissioned Peace Officer: [

You may allow or deny public release of your home address, home telephone number, Social Security Number, emergency contacts, and
family member information. NOTE: Ifthe Commissioned Peace Officer is checked, you cannot update this information. Please contact
your HR Administrator for assistance

Use the Info Release check boxes of Yes/No indicators to allow release of all no or some The Info
Release Check boxes are required and must be entered. Select save after making your choice.

Release All Information: [[]  Release all of this information (If selected all items below will be marked as "Yes'
Release Ho Information: [ Do notrelease any ofthis information (If selected, all items below will be marked as "No”)

| allow the following to be released to the public :

*Home Address: N ~
*Home Telephone Number: N -
*SSN release: N «
*Family Member Information: N

*Emergency Contact Information: | N ~

(M
Save Y

I

/ Trusted sites | Protected Mode: Off v R100% v
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Step Action

8. Click the 'Y list item.

@ Glenn Hegar Texas Comptroler of Public Accounts
il aningara e e

Home Sign out

Favorites © Main Menu > Employee SelfService > My Profle > Information Release Indicator

New Window Persenalize Page [ =

Information Release Indicator

Employee AAA Commissioned Peace Officer: [

You may allow or deny public release of your home address, home telephone number, Social Security Number, emergency contacts, and
family member information. NOTE: If the Commissiened Peace Officer is checked, you cannot update this information. Please contact
your HR Administrator for assistance.

Use the Info Release check boxes of Yes/Mo indicators to allow release of all no or some The Info
Release Check boxes are required and must be

red. Select save after making your choice

I

Release All Information: [C]  Release all of this information (If selected all items below will be marked as “Yes
Release No Information: [ Do notrelease any of this information (If selected, all items below will be marked as "No

1 allow the following to be released to the public :

*Home Address: N~
*Home Telephone Number: N =
*SSN release: N
*Family Member Information: N =

*Emergency Contact Information: -

Save

/" Trusted sites | Protected Mode: Off v ®10% v

Step Action

9. Remember to click the Save button before navigating to a different page. If you do
NOT click the Save button the information will be lost.

Click the Save button.

Save

10. The system will confirm the information was saved successfully.
Click the OK button.

11. Congratulations! You have successfully completed this lesson.
End of Procedure.

Maintain Disability Status

Section 2 - Lesson 1 Exercises - Scenario 7: Maintain Disability Status

Procedure
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There may be an occasion when an employee may want to provide disability information to
their employer.

In this lesson you will learn how to indicate whether or not a disability exists. Information
specific to the type of disability will not be requested.

Completing this page is completely voluntary. Employees are not required to disclose any
information as to whether or not a disability exists.

@%’4{ @ [ 3% GlennHegar Texas Comptroller of Public Accounts
C i

Centraled Anccumting and Pyl Persarml Systen.

Home Sign out

Favorites © Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
Sample HR News Article
Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ity Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Motifications ERSt

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller = Comptroller.Texas.Gov = Contact Us

Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | Compact with Texans

H100% v

Step Action

1. Click the My Profile button.

2. Click the Maintain Disability Status link.

3. When filling out this page, be sure to first read the ADA disability definition.
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Favorites © Main Menu > Employee Self-Service > My Profle > Maintain Disabiity Status

Disability Indicator

Employee AAA
Note: Providing disability information is voluntary anly.

ADisabilityis defined under the ADA as a physical or mental impairment that substantially limits one or more
major life actiities. Examples of major life activities include, but are not limited to: walking, hearing, seeing
speaking, breathing, learning or performing manual tasks

Based on this definition, are you disabled?

Select either yes or no and click save

@ { Glenn Hegar Texas Comptroller of Public Accounts

Sian out

New Window | Persanalize Page | i

O Yes o
Bave
Done ," Trusted sites | Protected Mode: Off 4 v R100% ~
Step Action

In this example, click the 'No' check box.

NOT click the Save button the information will be lost.

Click the Save button.

Save

Remember to click the Save button before navigating to a different page. If you do

End of Procedure.

Congratulations! You have successfully completed this lesson.

BRP Leveling / Non-Leveling

Section 2 - Lesson 1 Exercises - Scenario 8: BRP Leveling / Non-Leveling

Procedure

In this lesson you will learn how to designate your Benefits Replacement Pay (BRP) option.
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Cemmralzed Anccunting and Pyl Personmel ystem.

Favorites = Main Menu

\Welcome Employee Self Service Role User

“ e
My Time & Leave Employee Separation

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

HR f Payroll News & Articles

Texas.gov | Statewide Search from the Texas State

| Texas Homeland Security

Glenn Hegar, Texas Comptroller
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

Contact Us

®100%

Step Action

1. Click the My Profile button.

My Profile
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Cemralisd ccoumingand Pyl Parsonnel ystem.

Home Sian out

Favorites | Main Menu » Employes Self-Service
Main Menu >

Employee Self-Service

My Profile My Pay My Time & Leave

=) View My Personal Information =] ViewlPrint Eamings Statement Report, schedule, review your fime, request absences and

=) Edit Emergency Contacts =] View/Edit Direct Deposit T’: P

B = = Employee Time Cerfifization

=] Edit Phone Numbers =] Voluntary Deductions = Em ‘“ EET‘"'ES:‘ ‘l"’a St

= . e =) Empioyee TimeSheet

=) Edit Mailing Address W-4 Tax Information e

\iew Payable Time Summary
\iew Payable Time Detail

=] View Leave Balance/Expirations
= Emoloyee Monthly Time Report

=] Request Name Change

=] Information Release Indicator
=) Maintzin Disability Status 5 2c
= BRP Leveling/Non-Leveling =] 2015 Charity Deductions

Step Action

2. Click the BRP Leveling/Non-Leveling link.

BRP Leveling/™on-Leveling

3. On this page you will select how you would like to receive your Benefit
Replacement Pay (BRP).

Leveled - allows you to receive the same BRP payment amount each month of the
year.

Unleveled - BRP payment amounts will vary each month of the year.
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BRP Leveling/Non-leveling

BRP

Use this transaction to 1ect Now you would like to receive your Benefit Replacement Pay.
(BRP)

Click on the radio bufion next to the option you would like to choose and then click the save
bu our elaction. You will Nead to make your election bofore the clos e of

e election choice during the.
t paycheck of the now year.

Note: Your election will be effective in the first pay period of the calendar
year
Choose BRP Indicator
Transaction EfAt:  12/01/2014

Levelea ©

Unleveled ©

save |

Step Action

4, Remember to click the Save button before navigating to a different page. If you do
NOT click the Save button the information will be lost.

Click the Save button to continue.

Save
5. The system will confirm the information was saved successfully.
6. Congratulations! You have successfully completed this lesson.

End of Procedure.

Section 3 - ePay

Section 3 - ePay

Section 3 - ePay has 4 lessons:
= lesson 1 - Earnings
= Lesson 2 - Direct Deposit
= Lesson 3 - Deductions

=  Lesson 4 - Tax
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Section 3, Lesson 1

View and Print Earnings Statement

View/Print Earnings Statement

apPS

Centralized Accounting and Payroll/Personnel System

Section 3 - Lesson 1 Exercises - Scenario 1: View/Print Earnings Statement

Procedure

Your Earnings Statement is your paycheck. In this lesson you will learn how to complete the

following:

1. View your earnings statement
2. Print your earnings statement

Note: For security purposes information within this lesson has been changed.

capps

Centrale Aaccunting and Payrol Personme ystem.

Favorites © Main Menu

\Welcome Employee Self Service Role User

[ Feea
My Time & Leave Employee Separation HR News

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

HR f Payroll News & Articles
My Profile SAMPLE - HR News
Sample HR News Article

Glenn Hegar Texas Comptroller of Public Accounts

Home Sian out

H100% v
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Step Action

1. First, we will view your earnings statement.

Click the My Pay button.

2. Click the View/Print Earnings Statement link.
View/Print Earnings Statemeny
3. Note: Only Earning Statements generated in CAPPS will appear on this page. As

time progresses, additional Earning Statements will be available. Use the 'View All'
link to display additional Earning Statements.

4, In this instance there is only one Earnings Statement available to view.

The system is displaying one record, and there is only one record for this employee.

5. Click the date of the Earnings Statement that you want to view.

In this example, click the 01/21/2015 link.
114214201

6. The Earnings Statement for the date you selected will automatically appear.

The top portion of the Earnings Statement contains General and Tax Withholding
information.

Click the scroll bar to navigate down the page.

7. The middle portion of the Earnings Statement contains your Paycheck Summary,
Earnings, and Tax withholding information.

Click the scroll bar to navigate down the page.

8. The bottom portion of the Earnings Statement contains Before and After Tax
Deduction, and Employer Paid Benefits.

The Net Pay Distribution box contains banking information.

Click the scroll bar to navigate to the top of the page.
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Step Action

9. Now, we will print an earnings statement
Begin by right-clicking in any open space with your mouse.

Note: You can also use the print icon at the top of the page.

@“ Y | Glenn Hegar Texas Comptroller of Public Accounts
Gnelned acantng e o s

Home Sign out

Favorites © Main Menu > Employee SeffService > MyPay > View/Print Eamings Statement

New Window | Personalize Page | E =

View Paycheck
Employee AAA

Back
Forward
NetPay $4761.80

Company

Save Backe 1 As...
Agency Name Appears Here ave Background As

Pay Begin Date 12/01
Pay End Date 12/
Check Date 01/21/2015

12014

I

Set as Background
Address

Agency Address Appears Here

014 Copy Background

Select All
Jies heck Pasts
Review the details of your paycheck. To view ofher checks, select View a Different Paycheck e
General All Accelerators 3 N
Name Employee AM Business Unit 00000 Create Shortcut

Employee ID 0000000004 Pay Group Konthly Paygroup Add to Favorites.

Address 505 Baseline Sireet

Department 000001 View Source
AUSTIN, TX 78732
Location o R
Job Title
Pay Rate 56,591.45 print...
Print Preview.
Refresh
Tax Data
Fed Marital Status Single TX Marital Status Not applicable Properties
Fed Allowances 0 WiH Allows 0

Fed Addl Percent 0.000
Fed Addl Amount §0.00

Pavrhark Simman

TX Addl Percent 0.000
TX Addl Amount $0.00

Ll

’

Done

o Trusted sites | Protected Mode: Off

v R10% v

Step

Action

10.

Print...

Click the Print... option from the menu.

11.

Print

Click the Print button.

Select the applicable printer at the top of the pop-up window.

12.

End of Procedure.

Congratulations! You have successfully completed this lesson.
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Section 3 - Lesson 1 Exercises - Scenario 2: View Compensation History

Procedure

The Compensation History page allows you to view promotion, data, and pay rate changes.

In this lesson you will learn how to view a promotion with an increase in pay.

Glenn Hegar Texas Comptroller of Public Accounts

|

Centraled Axccumting and Pyl |

Home Sign out

Favorites © Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
My Profile SAMPLE - HR News
Sample HR News Article
Feed
My Time & Leave Employee Separation HR News

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ity Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERSt

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller = Comptroller.Texas.Gov « Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | Compact with Texans

H100% v

Step Action

1. Click the My Pay button.

2. Click the View Compensation History link.

Eiew Compensation Hismgﬂ

3. Employee AAA was hired 9/1/2014. Notice how the 'From' and 'To Date' fields
reflect the range of 01/01/2014 through 12/31/2014.

In 2015, Employee AAA received a promotion. Next, you will change the 'From' and
'To Date' dates in order to view the promotion details.
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Glenn Hegar Texas Comptroller of Public Accounts

Cemralizd czo g and Pyralipersonel Systam.

Home Sian out

Favorites | Main Menu > Employee Self-Service > My Pay > View Compensation History

New Window | Persanalize Page | B

Compensation History

Employee AAA
. 01/01/2014
From B Reftesh Data
To Date: 121312014 |
Employee Job Information
Employee ID: 0000000004
Department: 000001
Job Title:
Payroll Status: Active
Salary History
e ol Job Title Compan Empl Status  Department Action Reason Annual - Campensation
Change pany P P salary  perFrequency
09/01/2014 00000 Active 000001 Hire New 79,097.400  6591.450000 Monthly

One Time Payments

Payment Effective Date Type Amount

<[ i ] ’

javascript:DatePrompt_win0( TX_SSEECMPH_WRK_THRU_DATE','TX_SSEECMPH_WRK_T o/ Trusted sites | Protected Mode: Off fa v ®10% v

Step Action

4, Click the Choose a date button.

5. Click the drop down arrow to change the month.

=

6. Click the month of March.

arch |

7. Click the drop down arrow to select the year.

[=]

8. Click the year 2015.

9. Click the last day of the month.

Note: you can select any applicable date.
Ky |
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Step Action

10. Click the Refresh Data button.

This will retrieve any new information for the dates you selected.
| Refresh Data |

11. Notice how Employee AAA's promotion is now displayed. The promotion was dated
02/15/2015. In order for it to appear in the results window, the applicable date
range needed to be entered,

12. Congratulations! You have successfully completed this lesson.
End of Procedure.

Lesson 2 - Direct Deposit

Section 3, Lesson 2

Add or Change Direct Deposit Information

View/Edit Direct Deposit

Section 3 - Lesson 2 Exercises - Scenario 1: View/Edit Direct Deposit

Procedure
In this lesson you will learn the following:
1. How to view your direct deposit information.

2. How to edit your direct deposit information.
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Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | _Compact with Texans

{ : api: 3% Glenn Hegar Texas Comprroller of Public Accounts

Step Action

1. Click the My Pay button.

2. Click the View/Edit Direct Deposit link.
View/Edit Direct Deposi]

3. The current Direct Deposit information is displayed.

It is important to note that in CAPPS there can only be one account set up for direct

deposit.
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@ { Glenn Hegar “Texas Comptroller of Public Accounts
Centralized Aocounting and Fayrol Fersonnel System

Home Sian out

Favorites - Main Menu > Employee Self-Service > MyPay > View/Edit Direlt Deposit

New Window | Personalize Page | =

Direct Deposit
Employee AAA

Review, add or update your direct deposit information

Direct Deposit Detail

Account Amount or Deposit
Type Routing Number  Account Number  Deposit Type a——

Balance of
Savings RRRRRRRRRE] 99999999 Net Pay 999 Edit

m

Return to Employee Self-Service
Return to View Paycheck

Direct Deposit Exempt

Direct Deposit Exempt: []

Exempt Reason: -

Bave

ja itAction_win0{dos "ACCOUNT_TYPESD'); o/ Trusted sites | Protected Mode: Off 5 v H100% v

Step Action

4. To view Direct Deposit details, click the Savings link.

5. The Direct Deposit Detail page automatically displays. This page contains banking
detail information.

Click the Return to Direct Deposit link.
Return to Direct Deposit

6. Now, we will edit your direct deposit information.

Employee AAA is changing his/her direct deposit from his/her savings account to
his/her checking account. Both accounts are at the same bank.

To begin click the Edit button.
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Step Action

7. If you know the Routing Number you can type it directly in the box.

If you do not know the Routing Number, you can use the Look Up Glass to locate
your bank's Routing Number.

Employee AAA is changing the type of account at the same bank, therefore the
routing number will not change.

8. Click in the Account Number field.
999999949
9. Enter the new Bank Account Number into the Account Number field.

Employee AAA Bank checking account number is 111222333.

Enter "111222333".

@ Glenn Hegar Texas Comptroler of Public Accounts
Central zed Aocounting and Fayrol Fersonnel System

Home Sian out

Favorites - Main Menu > Employee Self-Service > MyPay > View/Edit Direlt Deposit

New Window | Persanalize Page | i
Direct Deposit

Change Direct Deposit
Employee AAA

Your Bank Information
Routing Number: | 1111111111 @, BANK 1

Distribution Instructions

*Account Number: 111222333
nccoun

International ACH Bank Account
Will these payments be forwarded to a financial
instituition outside of the United States?

No @ Yes ©

Submit

*Required Field

Return to Direct Deposit

J/ Trusted sites | Protected Mode: Off v M10% v
Step Action
10. Click on the drop down arrow to select 'Checking'.
v
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Step Action

11. Click the Account Type option ‘Checking'.

Checking

@ Glenn Hegar Texas Comptroler of Public Accounts

Centraled Anccumting and Pyl Persarml System.

Home Sign out

Favorites © Main Menu > Employee SelfService > MyPay > View/Edit Direct Depostt

New Window | Personalize Page |
Direct Deposit

Change Direct Depaosit
Employee AAA

“Your Bank Information

Routing humper: | 1111111111 . BANK 1

Distribution Instructions

*Account Number: 111222333

*Account Type: Checking -
Intemational ACH Bank Account
Will these payments be forwarded ta a financial
instituition outside of the United States?

o @ Yes ©

Submit

* Required Field

Return to Direct Deposit

J/ Trusted sites | Protected Mode: Off v ®10% v

Step Action

12. To accept the change, click the Submit button.
Submit

13. Congratulations! You have successfully completed this lesson.
End of Procedure.

Lesson 3 - Deductions

Section 3, Lesson 3

View, Add, or Update Voluntary or Charitable Deductions
Voluntary Deductions

Section 3 - Lesson 3 Exercises - Scenario 1: Voluntary Deductions

Procedure
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In this lesson you will learn how to add a voluntary deduction with a specific stop date.

@ 4%5:{ @ [3% Glenn Hegar Texas Comptroller of Public Accounts
@.s

Cemmralzed Anccunting and Pyl Personmel ystem.

Home Sign out

Favorites = Main Menu

\Welcome Employee Self Service Role User

HR / Payroll News & Articles
Sample HR News Article
Feed

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | _Compact with Texans

Step Action
1. Click the My Pay button.
2. Click the Voluntary Deductions link.
Moluntary Deductiong
3. Notice how Employee AAA has an existing voluntary deduction to Abilene Teachers
FCU.

The Deduction field identifies the amount being deducted per pay cycle.

The Goal Amount represents the total amount to be deducted. When this amount
is reached the deductions will stop.

The Goal Balance field represents the total amount deducted to date.

Page 158



CAPPS HR/PAYROLL
© EUT Course

Centralized Accountng and Payroll Personnel System

" il @‘*-i Y Glenn Hegar Texas Comptroller of Public Accounts
g o e

Home Sign out

Favorites | Main Menu » Employes Self-Service > MyPay > Voluntary Deductions

New Windew | Personalize Page | [E

Voluntary Deductions
Employee AAA
Texas Dept

Review, add or update your voluntary deductions information.

Voluntary Deductions

Deduction Type Start Date Stop Date Status Deduction Goal Amount Goal Balance
Mbilene Teachers FCU  03/06/2015 1213172015 Currently $50.00 500.00 0.00 Edit
Add Deduction
Step Action
4, Click the Add Deduction button.

| Add Deduction |

5. Click the Look up *Type of Deduction button.

=
6. Click the scrollbar to navigate down the selection list.
7. Click the United Heritage Credit Union link.

United Heritage Credit Unior

8. Click in the Enter Amount to be deducted field.
*Enter Amount to be deducted.l[l.DD |
9. Enter the amount to be deducted into the Enter Amount to be deducted field.

In this example enter "150.00".

*Enter Amount to be deducted.l |
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Step Action

10. Option 1 - Goal Amount is used to set the total amount to be deducted.

Option 2 - Deduction Stop Date is used when you want your deductions to stop on
a specific date.

Select either Option 1 or Option 2 when entering your Voluntary Deduction.

11. Note: If you selected Option 1 when setting up your voluntary deduction and need
to stop your deduction you can add a Deduction Stop Date.

12. Note: This lesson is how to add a voluntary deduction with a specific stop date.

Click in the Option 2: Enter Deduction Stop Date field.
Option 2: Enter Deduction Stop Date (WMDDYYYY)[ ]

13. Enter the date you want the deduction to stop in the Option 2: Enter Deduction
Stop Date field.

In this example, enter "12/01/2015".
Option 2: Enter Deduction Stop Date (MMDDYYYY)[ ]

14. Click the Submit button.

15. Click the OK button.

16. Note: Should you need to change an existing voluntary deduction use the Edit
button.

17. Congratulations! You have successfully completed this lesson.
End of Procedure.

Charitable Deductions
Section 3 - Lesson 3 Exercises - Scenario 2: Charitable Deductions

Procedure

In this lesson you will learn how to add/edit and delete a Charitable Deduction.
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Step

Action

1.

you will see an option to select the link for State Employee Charitable
(SECC) under HR/Payroll News & Articles.

You are also able to select the My Pay button to the left if you choose
navigate instead.

During the Open Enrollment period for Charitable Contributions (Sept. 1 - Oct 31),

Contributions

to use to

Ca @[ 3% Glenn Hegar Texas Comptroller of Public Accounts

Centrale Aaccunting and Payrol Persanmel ystem.

Home Sian out
Favorites © Main Menu

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
Lyl ERERE 3 CAPPS HR/Payroll: 2017 State Employee Charitable Contributions Campaign 91 - 10/31
PSR! October 31. During the SECC, state employees may elect to have contributions to participating charities
deducted from their paycheck.
[

[0 Feed

HR News
Career Section (CAPPS Internal Candidates)

Commen Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller « Comptroller.Texas.Gov « Contact Us
Privacy and Security Policy | Accessibility Policy | Link Palicy | Public Information Act | Compact with Texans

The annual State Employee Charitable Campaign (SECC) started Thursday, September 1 and ends Monday,

H100% v

Step

Action

Click the My Pay button.

My Pay
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8

Cemralisd Accoumingand Pyl Parsonel ystem.

Favorites | Main Menu » Employee Self-Service > My Pay

Main Meny > Emplovee Self-Serice >

My Pay
=] LewiPuint Eamings Statement ViewlEdit Direct Deposit
Review and Print current and prior paychecks. ’Add or update your direct deposit information.

=) W-4 Tax Information = View Compensation Histo
B e o

and Pay Rate Changes.

E" W-2/W-2c Consent Charity Deductions
Grant or withdraw consent to receive electronic W-2 and Charity Deductions.
W-2¢ forms.

Review Compensation History including Promations, Data

Glenn Hegar Texas Comprroller of Public Accounts

Home Sign out

E" Voluntary Deductions
\iew/Edit Voluntary Deductions

ﬁ“ View W-2/W-2c Forms
View electronic copy of W-2 and W-2c forms.

Step

Action

Click the Charity Deductions link.
Charity Deductions

Note: Charitable Deductions are taken once a year.
A maximum of three, (3) deductions may be selected.

You will be directed to a (State Employee Charitable Campaign) site that interfaces

with CAPPS.

Click the https://www.secctexasgiving.org/ link.

https:fwww secctexasqiving.org/

This screen lists the Campaign Areas. The names are in alphabetical order.

You will select the Campaign Area of your choice and will be taken to the Register

and/or Login page.

Click the CAPITAL AREA SECC link.
CAPITAL AREA SECC
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CAPITAL AREA SECC

2000 East MLK Jr. Blvd. - Austin, TX 78702 » 512-382-8601 - www.secctexas.org/capital-area
MAIN MENU PLEDGING

MY PLEDGES & PROFILE

ﬂunk

gour

& Qj heart

CAPITAL AREA SECC
MAKE A PLEDGE

First time visitors to this site, please register.

Returning donors, please login. totals for your

. GIVE

View current campaign

| _recisTeR | [ Loan |
TN
PLEDGING
ISON
~—__~

e

MESSAGE FROM CAPITAL AREA SECC

Welcome to the Texas SECC!

Giving to charities has never been so easy!

The State Employee Charitable Campaign is the only statutorily authorized workplace campaign for state
agency and higher education employees throughout Texas. Each year, more than 55,000 of your fellow
state and higher education emplovees contribute through a payroll deduction or a cash/check aift. In 2015.

\_ swe
~ Enelove
cuanmanie
Campaion
LOGIN  REGISTER RECOVER
‘mobile []
Together We Care
secctexas.org
Contact us with comments,
v
®100% ~

Step Action

6. If this is your first time Making a Pledge, you will select the Register button. If not,
select the Login button.
You will then continue through the Campaign site following the detailed
instructions. Those details are not captured in this training.
Click the REGISTER button.

7. After the enrollment period is over, you have the option to edit or delete an
existing Charitable Deduction.
The next steps will show you how to edit and delete your deduction.

Page 163



CAPPS HR/PAYROLL
EUT Course

L/ ’j |
Centralized Accounting and Payroll/Personnel System

{ :ap[i 3% Glenn Hegar Texas Comprroller of Public Accounts

Cemtralzed Anccunting and Pyl Personmel ystem.

PR

Home Sign out
Favorites = Main Menu

Welcome Self-Service User 11/02/2016 11:13 AM

HR / Payroll News & Articles
ERERE CAPPS Disaster Recovery Test 11/04/16 - 11/06/16

The annual test of the CAPPS Disaster Recovery (DR) process commences at 7:00 p.m. on Friday, November 4, 2016.

The testing is expected to end by 12:00 p.m. (noon) on Sunday, November 6.
My Profile ) Feet
HR News

‘Career Section (CAPPS Internal Candidates)

My Time & Leave

Recruiting Center

Common Links

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notifications ERS Homepage

Texas.gov | Statewide Search from the Texas State Library | State Link Texas Homeland Security

Glenn Hegar, Texas Comptroller » Comptroller.Texas.Gov » Contact Us
Privacy and Security Policy | Accessibility Policy | Link Palicy | Public Information Act | Compact with Texans

[ 0% - |
Step Action
8. Click the My Pay button.
9. Click the Charity Deductions link.
harity Deductions
10. After the election period has closed, you can edit or delete your elections

throughout the year.

Please review the second paragraph in regards to being a new hire, rehire or
transfer.

11. To change the amount of your election,

Click the Edit button.

Page 164



©

CAPPS HR/PAYROLL

EUT Course

Centralized Accountng and Payroll Personnel System

Step Action
12. The Charitable campaign election(s) will be listed. Edit the monthly amount being

deducted.
Don't forget to Save your changes!
In this exercise, we won't be Saving but will move on to Deleting a deduction.

13. In order to delete a Charitable election,
Click the Delete button.

14. Review and respond to the message accordingly.
This is an opportunity for you to confirm the Delete. You will not be able to re-add
after this point.
In this exercise, you will select Cancel.
Click the Cancel button.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.

Lesson 4 - Tax

Section 3, Lesson 4

View Tax Information

W-4 Tax Information

Section 3 - Lesson 4 Exercises - Scenario 1: W-4 Tax Information

Procedure

In this lesson you will learn how to enter your W-4 tax information in CAPPS.
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Favorites = Main Menu

Common Links

Change Password

Cemmralzed Anccunting and Pyl Personmel ystem.

'Welcome Employee Self Service Role User

HR / Payroll News & Articles
Sample HR News Article
Feed

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

Maintain Password Hint

CAPPS on FMX

Set Portal ibility Flag

CAPPS HR / Payroll

Set HR / Payroll

Training

Accessibility Flag

HIPAA ERS H
Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security
Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | Compact with Texans
H100% ~
Step Action
1. Click the My Pay button.
2. Click the W-4 Tax Information link.
ﬂ-d Tax Infunnatiou
3. Before entering your W-4 tax information you should always validate that your

name, social security number, and address information is correct.

If your social security number is incorrect, contact your Human Resources office.

If your address is incorrect, you can correct (edit) the information in Employee Self

Service by navigating to: Self Service > Personal Information > Home & Mailing

Address. Use the edit feature (pencil icon) to update your information.
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Cemtralzed Anccunting and Pyl Personml ystem.

Favorites - Main Menu > Employee Self-Service > MyPay > W-4 Tax Information

W-4 Tax Information
Employee AAA

You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal
income taxis withheld from your wages based on marital status and the number of allowances claimed on this form. You may also
specily that an additional dollar amount be withheld. You can file @ new Form W-4 anytime your tax situation changes and you choose to

have more, or less, tax withheld

Whether you are entitled to claim a certain number of allowances or exemption from withholding is subject to review by the IRS. Your

employer may be required to send a copy of this form to the IRS

Home Address

4321 Baseline Street
AUSTIN, TX 78732

'W-4 Tax Data

Enter total number of Allowances you are claiming

Enter Additional Amount, if any, you want withheld from each paycheck

Indicate Marital Status @ Single © Married

DCHECK here and select Single status if married but withholding at single rate.
Note: If married, but legally separated, or spouse is a nonresident alien,
select "Single' status.

[] Check here if your last name differs from that shown on your social security card.
You must call 1-800-772-1213 for a new card

Social Security Number 999-99-9999

Glenn Hegar “Texas Comptroller of Public Accounts

Home Sian out

New Window | Persanalize Page | B

IE

Done

</ Trusted sites | Protected Mode: Off fa v R100% v

Step

Action

field.

In this example: Enter "1".

Click in the field and enter the total number of Allowances you are claiming in the

Enter total number of Allowances you are claiminglj

each paycheck in the field.
In this example: enter "50.00".

Note: This field is optional.

Click in the field and enter the additional amount, if any, you want withheld from

Enter Additional Amount, if any, you want withheld from each paycheck:

In this example Single is being used.

The radio buttons here allow you to select either Single or Married status.
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Step Action

7. Select the check box for 'Check here and select Single status if married but
withholding at single rate.' if this is applicable for your tax withholding status.

In this example, select the box.

||:| Check here and select Single status if married but withholding at single ratel

8. Click the scrollbar.

9. For exempt status, read the conditions listed and check the box if applicable.

10. When you have completed filling out the W-4 tax data, click the Submit button.
| Submit |

11. You will be asked to enter your password in the Password field.

This should be your own unique password. Use the same password that you used
to sign-in.

In this example: enter "P@5SwO0rd".

12. Click the Continue button.
13. Congratulations! You have successfully completed this lesson.

End of Procedure.

View/Print W-2 and W-2c Information
Section 3 - Lesson 4 Exercises - Scenario 2: View/Print W-2 and W-2c Information

Procedure

In this lesson you will learn the following:

1. How to print a copy of your W-2.
2. How to view filing instructions.
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Cemmralzed Anccunting and Pyl Personmel ystem.

Home

Favorites = Main Menu

'Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed
=

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State Library | State Link Policy | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

Sign out

®100%

Step

Action

1.

Click the My Pay button.

First, we will print a copy of your W-2.
Click the View W-2/W-2c Forms link.

EIEW W-2W-2c Furmg
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= @ 'Y : Glenn Hegar Texas Comprroller of Public Accounts

Cemtralzed Anccunting and Pyl Persenmel ystem.

Home Sian out

Favorites - Main Menu > Employee Self-Service > MyPay > View W-2/W-Zc Forms

New Window | Persanalize Page | B

View W-2/W-2¢ Forms
Employee AAA

Review your available W-2 and W-2c forms below. Select the year end form that you would like to review.

View a Different Tax Year

Select Year End Form Personalize | 10of1
Tax B
Year Reporting TaxFormID Issue Date  Year End Form Filing Instructions
Company
2014 608 w2 02127/2015  Year End Form Filing Instructions

Return to Direct Deposit Detail
Return to Employee Self-Service

Done / Trusted sites | Protected Mode: Off v R10% v

Step Action

3. Click the Year End Form link.

4. Your W-2 Form will appear.

Note: For security purposes confidential information has been removed.

5. Click the Print button.

L
6. Now, we will view filing instructions.

Click the Filing Instructions link.

Filing Instructiond

7. The Filing Instructions document will appear.
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Home Sign out
Favorites - Main Menu > Employee Self-Service > MyPay > View W-2/W-Zc Forms
@ pa. PHCMTST/vi irect/PY_YEAR_END_ATTACH/T41f8fb6-c4f3-11e4-b - Intemet Explorer provided. . .= | (=) gh
View W-2/W- @@v [8] bitps/hemtest cpa.state txus/psc/HOMTSTjviewredlivect/PY_ v | é9] X | [ Google o~

Snagit B =1

¢ Favorites - 55 |l Suggested Sites ~ 2| Get more Add-ons ~

Employee AAA x

Review your availabl

| @ hittps://hemtest.cpa state.tus/psc/ HOMTS T vie... \_‘ F I ~ [ dmh v Page~v Safety> Tools+ (@~

Notice to Employes Instructions for Employee
D0 you et Tle? e 1 e FO, 1040 STGtons 1 Hmne o 1 SIS f ) Earta st tee
Select Year End T T 2 T s rtims Yo ey oo Sl s e Do P oncus . B £ o
St o f ob a1 e B e e e
w-2 Income credit You may mmkmmhs\crumun  acjusied gross Inoome (AGH) B4R ok Fam
Tax {1 Tl b e S A Sk S ) RTINS ot it i i
Reporting. mmrmewnlwimyn 2 small ru'w any guallying Chicren must Neve vald social secur Nlﬁ”l"‘"\‘"'“'“ﬁ
Year o s S50 Yo darmct e b name = more iian e spaciied amountfor
ompany ||| 50735 oo s scemes or servies s e 2 s o e e St Sy i
D s 2 o AT, S P2 . A 5 P £06, CAnGd et Lk ATY
2014|508 Bl ol e o by i o
Clongy BN s wrmers. 1o e o1 st 1 ol sty 2 M e, e . 517,
L e T oy o e e s e e o s i
1.1 your nme, S, o e s et ot 2 g o ey e e e
sty DDy 100, B Gt 1 Gk n;ﬂ; oy
St i e Son Sty Aoty (SSA 1 oric oy T, S o et 11 s e it s ot 4 s
wzagm.n.,a,nu SRS AT L U e e
Return to Direct Def L el e o
e o SO B e
=
Return to Employes R
e T
pilprleip et e el
ey 004 o o 1y s i)
c : , .mum.«msuﬂ;»ﬁ’rﬂﬂé‘,ﬁ“’mmmm._mnaham'ﬁﬂ?m iyt
Done /' Unknown Zone | Protected Mode: Off 4~
Done € Internet | Protected Mode: On fa v H10% v

Step Action

8. To obtain a copy, click the Print icon.
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Glenn Hegar Texas Comptroller of Public Accounts

Man out
Print ===
Favorites = Main Menu > Enf
I\ cauipsw p00'PO1157HLBJHP3015 = Help @
(& htyy = ) =<
e Copies 1 = [] Print in grayscale (black and white) B
. 5 7
View W-2/W- @ Pages to Print Comments & Forms E
x @ Al Document and Markups -
Current page
P pag
Review your availanl |* 4 g N
) " | i
» More Options Seale: 96% =
Page Sizing & Handii 8511 Inches T
Select Year End A ATy [ |E
. = ]
W2 [ [ size ] [ [R5 poster I l [E] Muttiple l [] Bookler ] B
Reporting
Year
Company =
2014 808 ©) Actual size
@ Shrink oversized pages
Return to Direct Dey || ©CustomScale 10O i
Return to Employed [T] Choose paper source by PDF page size
[T Print on beth sides of paper
Orientation: b
® Auto portrait/landscaps —
(©) Portrait
Landscape
Pagel of 1

Step Action

icon to continue.

Print

Check to make sure you are printing to the applicable printer, then click the Print

10.
End of Procedure.

Congratulations! You have successfully completed this lesson.

W-2 and W-2c¢ Consent

Section 3 - Lesson 4 Exercises - Scenario 3: W-2 and W-2c Consent

Procedure

In this lesson you will learn how to provide con

sent to receive an electronic W-2 or W-2c Form.
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Home Sign out
Favorites = Main Menu

Welcome Employee Self Service Role User

HR f Payroll News & Articles
Sample HR News Arficle
(] Feed

Common Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA Notificati ERS Hi

Texas.gov | Statewide Search from the Texas State ry | State Link | Texas Homeland Security

Glenn Hegar, Texas Comptroller * Comptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Policy | _Public Information Act | _Compact with Texans

®100%

Step Action

1. Click the My Pay button.

2. Click the W-2/W-2c Consent link.
E-E.I"W—ZE Cunsen]
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Favorites - Main Menu > Employee Self-Service > MyPay > W-2/W-2c Consent

W-2/W-2¢ Consent Form
Employee AAA -

Submit or withdraw your consent to receive electronic W-2 or W-2c forms

Glenn Hegar “Texas Comptroller of Public Accounts

Sian out

New Window | Persanalize Page | B

This is a notification that your W-2 form is now available for viewing and printing though the Employee Self
cl

site
ployee ID and password at

/ d=ENG
If Service section (on the left side of the screen)

Your Current Status No consent received
[ Check here to indicate your consent to receive electronic W-2 and W-2¢ forms.
submit

Return to Year End Form Selection

Return to Employee Self-Senvice

i

Done /" Trusted sites | Protected Mode: Off G v ®10% v
Step Action
3. Click the scrollbar to view all the content within the description box.
1=
4, To receive your W-2 electronically, click the checkbox 'Check here to indicate your

consent to receive electronic W-2 and W-2c forms'.

Note: You may also uncheck the box to remove consent.

||:| Check here to indicate your consent to receive electronic W-2 and W-2c forms

5. Click the Submit button.

6. Click in the Password field.
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Step Action

7. Enter your password (the same password that you logged in with) into
the Password field.

In this example enter "P@$SwOrd".

8. Click the Continue button.
Continue
9. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Glossary

ESS .
ESS stands for Employee Self Service.

MSS )
MSS stands for Manager Self Service.

SetiD . _ i
SetlD is a core value for each agency; it identifies the data-set for that
particular agency. A SetID always begins with the letters "TX" followed by
the Agency Number (e.g., TX304).

Worklist

A Worklist is an organized list of items which require your attention (e.g.,
approval of one-time merit pay). The system automatically routes an item to
the appropriate manager’s (or supervisor’s) worklist.
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	Employee Self Service
	Employee Self Service
	 

	Course 100 Employee Self Service 
	Section 1 - CAPPS Fundamentals 
	Section 1 - CAPPS Fundamentals 
	Section 1 - CAPPS Fundamentals has 4 lessons: 
	 Lesson 1 - CAPPS Overview 
	 Lesson 1 - CAPPS Overview 
	 Lesson 1 - CAPPS Overview 

	 Lesson 2 - How to Access CAPPS 
	 Lesson 2 - How to Access CAPPS 

	 Lesson 3 - Using CAPPS Navigation Features 
	 Lesson 3 - Using CAPPS Navigation Features 

	 Lesson 4 - Using the Search Feature to Retrieve Information 
	 Lesson 4 - Using the Search Feature to Retrieve Information 


	Lesson 1 - How to Access CAPPS 
	Section 1, Lesson 1 
	CAPPS Fundamentals 
	Learn how to sign-in to the CAPPS system 
	Section 1 - Lesson 1 Exercise - Scenario 1: Learn how to sign-in to the CAPPS system 
	Procedure 
	 
	This lesson shows you how to log into the CAPPS Enterprise Portal and the CAPPS HR/Payroll system.  It also shows you your menu options and choices. 
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	1. 
	1. 
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	1. 
	1. 



	This Login page is the gateway to the CAPPS Enterprise Portal and the CAPPS HR/Payroll system as well as other CAPPS PeopleSoft applications. 
	This Login page is the gateway to the CAPPS Enterprise Portal and the CAPPS HR/Payroll system as well as other CAPPS PeopleSoft applications. 
	 
	It is recommended that you save this URL as a Favorite in your Internet browser. 
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	The Login page is where you will enter your User ID and Secure Password in the appropriate fields. 
	The Login page is where you will enter your User ID and Secure Password in the appropriate fields. 
	 
	If you do not have this information, please contact your agency password support personnel. 
	 
	The Secure Password is Case Sensitive. As you enter your password, the system will mask your entry with asterisks. 
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	Once you have entered the User ID and Secure Password you will click the Sign In button. 
	Once you have entered the User ID and Secure Password you will click the Sign In button. 
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	This page contains the CAPPS Enterprise Portal. The views on the Portal will vary according to individual security roles. 
	This page contains the CAPPS Enterprise Portal. The views on the Portal will vary according to individual security roles. 
	 
	Next you will take a look at each of the components within the Enterprise Portal. 
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	This is the CAPPS HR/Payroll Application Link.  This link takes you to the PeopleSoft Menu with choices and options based on (1) your role in the system and (2) your security access to the system. 
	This is the CAPPS HR/Payroll Application Link.  This link takes you to the PeopleSoft Menu with choices and options based on (1) your role in the system and (2) your security access to the system. 
	 
	If you are a user with access to both HR/Payroll and Finance applications then you will also see a FIN Application Link further down the page. 
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	Below the HR/Payroll application link are the Employee Self-Service and Manager Self-Service links.   
	Below the HR/Payroll application link are the Employee Self-Service and Manager Self-Service links.   
	 
	The Self-Service options are available to all employees.   
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	The Manager Self-Service links are available to any employee with a role as a Manager in the system. 
	The Manager Self-Service links are available to any employee with a role as a Manager in the system. 
	 
	Remember the application links will appear according to the user profile. 
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	The Worklist will only appear for users that have Worklist items.   
	The Worklist will only appear for users that have Worklist items.   
	 
	In this example, the user has an HR/Payroll Worklist.  
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	Common Links are static and will appear for everyone. 
	Common Links are static and will appear for everyone. 
	 
	Notice the link to Change Password. 
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	Other Portal Links are for users specifically granted access to UAT, Maintenance, and Sandbox. 
	Other Portal Links are for users specifically granted access to UAT, Maintenance, and Sandbox. 
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	New Content Pagelets appear in this area by suite (HR/Payroll and/or FIN).   
	New Content Pagelets appear in this area by suite (HR/Payroll and/or FIN).   
	 
	They will contain information about downtime, scheduled maintenance, and timely reminders. 
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	Next you will see how the Main Menu can be used as an alternate way to access the same information. 
	Next you will see how the Main Menu can be used as an alternate way to access the same information. 
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	The CAPPS HR Portal also displays a Main Menu with choices and options based on your role and security in the system. 
	The CAPPS HR Portal also displays a Main Menu with choices and options based on your role and security in the system. 
	 
	This is an alternate way to navigate to information in the system. 
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	You can access Employee Self-Service from here as well.  
	You can access Employee Self-Service from here as well.  
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	After selecting the HR/Payroll link, you will see the CAPPS HR/Payroll Menu options. 
	After selecting the HR/Payroll link, you will see the CAPPS HR/Payroll Menu options. 
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	The system now displays the CAPPS HR/Payroll Application Main Menu. 
	The system now displays the CAPPS HR/Payroll Application Main Menu. 
	 
	Please note that in addition to accessing ESS or MSS from the portal (the previous screen shots), you can also navigate to (Employee) Self Service or Manager Self Service from this Menu. 
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	Click the Main Menu button to see the same list of menu options and choices. 
	Click the Main Menu button to see the same list of menu options and choices. 
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	Note that you can go to (Employee) Self Service or Manager Self Service from this Main Menu list as well. 
	Note that you can go to (Employee) Self Service or Manager Self Service from this Main Menu list as well. 
	 
	Most employees will see a limited number of choices when they login to the CAPPS HR/Payroll system. 
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	Because of security requirements, CAPPS logs you out of your application after a period of inactivity. 
	Because of security requirements, CAPPS logs you out of your application after a period of inactivity. 
	 
	A few minutes prior to timing out, the system provides a popup warning telling you that your browser session is about to end. 
	 
	If you click OK, though, the timer is reset, and your current session continues. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Learn how to change your password 
	Section 1 - Lesson 1 Exercise - Scenario 2: Learn how to change your password 
	Procedure 
	 
	This lesson shows you how to reset a forgotten password, how to change a password, and how to set up a Password Hint. 
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	CAPPS HR/Payroll Password Reset 
	CAPPS HR/Payroll Password Reset 
	 
	If you have forgotten your password, contact your agency password support personnel. 
	 
	You will be sent a temporary password. 
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	You will receive a temporary password in an email. 
	You will receive a temporary password in an email. 
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	Enter your User ID and temporary Password to start the process of changing your password. 
	Enter your User ID and temporary Password to start the process of changing your password. 
	 
	In this example, you have entered your User ID and Secure Password already. 
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	The system tells you that your temporary password has expired. 
	The system tells you that your temporary password has expired. 
	 
	Click on the link to change your password. 
	 
	Click the Change Password link. 
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	Enter the temporary password (the one you received in an email) in the *Current Password field. 
	Enter the temporary password (the one you received in an email) in the *Current Password field. 
	 
	Enter a *New Password, and enter it again in the *Confirm Password field. 
	 
	Click the Change Password link. 
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	The system confirms that your password has been changed. 
	The system confirms that your password has been changed. 
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	How to Set Up Password Hints 
	How to Set Up Password Hints 
	 
	In CAPPS HR/Payroll you can set up a password hint so that you can reset your own password. 
	 
	On the Portal page, you would select the Maintain Password Hint link under the Common Links section. 
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	The system asks you to select a question from the drop down list. 
	The system asks you to select a question from the drop down list. 
	 
	In this example, your question will be "What was the name of your first pet?" You may use the drop down arrow to select a different question. The Response must be at least 5 characters long. 
	 
	After selecting your question, entering your response information, you will click the Save button. 
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	Manual Password Reset 
	Manual Password Reset 
	 
	You can also manually reset your own password. This method assumes that you are already logged into the CAPPS Enterprise Portal. 
	 
	You would click the Change Password link near the bottom under Common Links. 
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	Enter your current password in the *Current Password field. 
	Enter your current password in the *Current Password field. 
	 
	Enter a *New Password, and enter it again in the *Confirm Password field. 
	 
	Click the Change Password link. 
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	The system confirms that your password has been changed. 
	The system confirms that your password has been changed. 
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	How to use "I forgot/Change my password." 
	How to use "I forgot/Change my password." 
	 
	If you have forgotten your password and you have set up a password hint, you can have a temporary password sent to you in an email. The system uses the email address stored in your User ID account. 
	 
	NOTE: You may have an email address on file in the system, but the system will only use a specific email address from the email field labeled "Business" in your User ID profile. If you do not receive the temporary password email, contact your agency password support personnel.  
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	To begin, click the  I forgot/Change my password link on the CAPPS login page. 
	To begin, click the  I forgot/Change my password link on the CAPPS login page. 
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	Enter your User ID, and then click on the Continue button. 
	Enter your User ID, and then click on the Continue button. 
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	The system asks you for the Response to your Password Hint that you previously set up. 
	The system asks you for the Response to your Password Hint that you previously set up. 
	 
	You then click on the Email New Password button. 
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	If your Response is valid, the system will email you (to the email address on file) a temporary password. 
	If your Response is valid, the system will email you (to the email address on file) a temporary password. 
	 
	NOTE: You may have an email address on file in the system, but the system will only use a specific email address from the email field labeled "Business" in your User ID profile. If you do not receive the temporary password email, contact your agency password support personnel. 
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	The system sends you an email. 
	The system sends you an email. 
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	Enter your User ID and temporary Password to start the process of changing your password. 
	Enter your User ID and temporary Password to start the process of changing your password. 
	 
	In this example, we have entered your User ID and Secure Password already. 
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	The system tells you that your temporary password has expired. 
	The system tells you that your temporary password has expired. 
	 
	Click on the link to change your password. 
	 
	Click the Change Password link. 
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	Enter the temporary password (the one you received in the email) in the *Current Password field. 
	Enter the temporary password (the one you received in the email) in the *Current Password field. 
	 
	Enter a *New Password, and enter it again in the *Confirm Password field. 
	 
	Click the Change Password link. 
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	The system confirms that your password has been changed. 
	The system confirms that your password has been changed. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Lesson 2 - Using CAPPS Navigation Features 
	Section 1, Lesson 2 
	Using CAPPS Navigation Features 
	Learn how to add and delete Favorites 
	Section 1 - Lesson 2 Exercise - Scenario 1: Learn how to add and delete Favorites 
	Procedure 
	 
	In this lesson you will learn how to add and delete Favorites. 
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	The CAPPS HR/Payroll browser-based interface contains navigation elements that are the same as those found in other CAPPS applications. 
	The CAPPS HR/Payroll browser-based interface contains navigation elements that are the same as those found in other CAPPS applications. 
	 
	After you sign in to CAPPS, your Home page appears. 
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	A universal navigation header will be displayed at the top of every page. This header generally contains the following links: 
	A universal navigation header will be displayed at the top of every page. This header generally contains the following links: 
	 
	     • Home 
	     • Worklist 
	     • Add to Favorites 
	     • Sign out 
	 
	Some links might not be available to a user; the presence or absence of a link is based on user security settings, as well as application implementation rules. 
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	Selecting the Home link will automatically return you this page.  
	Selecting the Home link will automatically return you this page.  
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	The Worklist link tells the system to go to your worklist page.  Remember that the worklists for HR/Payroll is available on the Enterprise Portal Page as well. 
	The Worklist link tells the system to go to your worklist page.  Remember that the worklists for HR/Payroll is available on the Enterprise Portal Page as well. 
	 
	A worklist is an organized list of items waiting for your attention. The system automatically generates your worklist when you use a workflow-enabled application. 
	 
	The Worklist page provides summary information about all items on your personal worklist.  
	 
	The Worklist page also provides links for you to view additional details about an item, navigate to a page where you can perform an action (such as Approve) on an item, and (optionally) reassign a work item to someone else. 
	 
	If you are involved in approving items, those approvals will be worked from the Worklist. 
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	Add to Favorites is a feature similar to a browser bookmark; use it for frequently used folders and content pages. 
	Add to Favorites is a feature similar to a browser bookmark; use it for frequently used folders and content pages. 
	 
	Use Add to Favorites to add the current page to your list of favorites; Favorites can be accessed from the Favorites menu in the upper right corner of this page. 
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	The Favorites menu grants quick access to frequently used pages that you have added to My Favorites; the system also maintains a list of Recently Used pages in this location. 
	The Favorites menu grants quick access to frequently used pages that you have added to My Favorites; the system also maintains a list of Recently Used pages in this location. 
	 
	Clicking a link from the Favorites menu is a direct path to the page, and will bypass menu navigation. 
	 
	Click the Favorites button. 
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	The Favorites menu has two sections.  
	The Favorites menu has two sections.  
	 
	The top section will list Recently Used pages, or pages that you have accessed.  
	 
	The bottom section allows you to Add or Edit your My Favorites list.  
	 
	This example shows that you recently accessed the Location page. 
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	To add a page to the Favorites menu, navigate to the page to be added, then click the Add to Favorites link. 
	To add a page to the Favorites menu, navigate to the page to be added, then click the Add to Favorites link. 
	 
	In this example you have already navigated to the Location search page. From the Location search page, click the Add to Favorites link. 
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	You can either accept the default Description, or enter your own description for this page. 
	You can either accept the default Description, or enter your own description for this page. 
	 
	In this example, accept the default description of Location. 
	 
	Click the OK button. 
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	The system displays a message telling you that the favorite has been saved. 
	The system displays a message telling you that the favorite has been saved. 
	 
	Click the OK button. 
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	Click the Favorites button to see if Location was added to your list of favorites. 
	Click the Favorites button to see if Location was added to your list of favorites. 
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	Notice how Location has been added to the My Favorites section of the Favorites menu. 
	Notice how Location has been added to the My Favorites section of the Favorites menu. 
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	You can change the name of a Favorite or delete one from the list.  
	You can change the name of a Favorite or delete one from the list.  
	 
	Click the Edit Favorites menu item. 
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	To edit the name of a Favorite, simply replace the entry 'Location' with one of your own choosing, and then hit the Save button. 
	To edit the name of a Favorite, simply replace the entry 'Location' with one of your own choosing, and then hit the Save button. 
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	To delete a favorite, click the minus sign (-) next to the favorite to be deleted. 
	To delete a favorite, click the minus sign (-) next to the favorite to be deleted. 
	 
	Click the Delete row 1 button. 
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	The system asks you to confirm your deletion. You have the option, of course, to cancel this deletion. 
	The system asks you to confirm your deletion. You have the option, of course, to cancel this deletion. 
	 
	Confirm deletion by clicking the OK button. 
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	Save your work.  
	Save your work.  
	 
	Click the Save button. 
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	You will see that Location was removed from the My Favorites list. 
	You will see that Location was removed from the My Favorites list. 
	 
	Click the Favorites button. 
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	Notice how Location is no longer listed under My Favorites. 
	Notice how Location is no longer listed under My Favorites. 
	 
	(Note that Location still appears on the Recently Used list.) 
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	Be sure to Sign Out of the CAPPS when you are done. 
	Be sure to Sign Out of the CAPPS when you are done. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Lesson 3 - Using the Search Feature to retrieve information 
	Section 1, Lesson 3 
	Using the Search Feature to Retrieve Information 
	Learn how to use the Basic search feature 
	Section 1 - Lesson 3 Exercise - Scenario 1: Learn how to use the basic Search feature. 
	Procedure 
	 
	In this lesson you will learn how to perform a basic search. 
	 
	After you have navigated to a specific page, the system will display a search page. Search pages are used to define the specific information you want to retrieve.  
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	The page displayed on the screen is the Basic Search page. 
	The page displayed on the screen is the Basic Search page. 
	 
	There are two tabs on this page: 
	1. Find an Existing Value   
	2. Add a New Value. 
	 
	The Find an Existing Value tab allows you search for information according to a particular value or values. 
	 
	The Add a New Value allows you to add information in CAPPS. It is important to note that not all users will have security access to perform this task 
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	Typically, a Basic Search page offers one field (or at most two fields) with which you may search for data. 
	Typically, a Basic Search page offers one field (or at most two fields) with which you may search for data. 
	 
	The drop-down list allows you to pick which key field you want to search (this example shows SetID). A SetID is your agency number with TX for Texas.  
	 
	In this example you will use the Basic Search feature to search on SetID = TX032. 
	 
	Click the Search button. 
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	After selecting the Search button, the system will display the search results in a Search Results grid. In this example 10 records were retrieved. The Agency TX032 has 10 physical locations assigned to the Agency. 
	After selecting the Search button, the system will display the search results in a Search Results grid. In this example 10 records were retrieved. The Agency TX032 has 10 physical locations assigned to the Agency. 
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	On a Basic Search page, you have the option of changing the search criteria. 
	On a Basic Search page, you have the option of changing the search criteria. 
	 
	The Search by drop-down list lets you select a different search key (a different field) to search against. You can enter full or partial values for the key field. 
	 
	Click the dropdown arrow to the right of the Search by field. 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	5. 
	5. 
	5. 
	5. 
	5. 



	Notice the other fields that you may use as Search Criteria. The search critieria options may vary depending on the navigation used. 
	Notice the other fields that you may use as Search Criteria. The search critieria options may vary depending on the navigation used. 
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	The system has three useful buttons at the bottom of the page. 
	The system has three useful buttons at the bottom of the page. 
	 
	Previous in List goes to the previous item from the Search Results grid. 
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	Next in List takes you to the next item from the Search Results Grid. 
	Next in List takes you to the next item from the Search Results Grid. 
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	To return to the Search Results grid or to start a new Search, click the Return to Search button. 
	To return to the Search Results grid or to start a new Search, click the Return to Search button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Learn how to use Operators and Wildcards 
	Section 1 - Lesson 3 Exercise - Scenario 2: Learn how to use Operators and Wildcards 
	Procedure 
	 
	This lesson introduces using Operators and Wildcards while searching in CAPPS HR/Payroll. 
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	Take a close look at the Personal Information Search Criteria page. This is an Advanced Search page, because multiple fields are available for use as criteria in narrowing down a search. 
	Take a close look at the Personal Information Search Criteria page. This is an Advanced Search page, because multiple fields are available for use as criteria in narrowing down a search. 
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	The search can be narrowed by entering criteria in more than one field, and by entering a variety of search Operators. In this example, the displayed operators are "begins with" and "=". ( A more complete list of operators will be shown shortly.) 
	The search can be narrowed by entering criteria in more than one field, and by entering a variety of search Operators. In this example, the displayed operators are "begins with" and "=". ( A more complete list of operators will be shown shortly.) 
	 
	On an Advanced Search page different operators in multiple fields can be used. 
	 
	There is limited information to look up Personal Information for an employee. The entire employee ID is not known, but it starts with a zero. 
	 
	Enter the desired information into the Empl ID begins with field. Enter "0". 
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	There could be hundreds (or thousands) of Empl IDs beginning with zero. 
	There could be hundreds (or thousands) of Empl IDs beginning with zero. 
	 
	It's known that the employee's Name begins with test. 
	 
	Enter the desired information into the Name field. Enter "test". 
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	Click the begins with for Last Name dropdown list. 
	Click the begins with for Last Name dropdown list. 
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	Here is a complete list of Operators for use in searching a field; not all operators are appropriate for all types of fields. 
	Here is a complete list of Operators for use in searching a field; not all operators are appropriate for all types of fields. 
	 
	begins with: search a text field using a string of alpha and/or numeric chaacters; the system finds values that match the string at the beginning of the field. 
	 
	contains: search a text field using a string of alpha and/or numeric characters; the system finds values that match the string as long as the field contains the string of characters, anywhere in the field. 
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	= (Equals): search any field for an exact match using a string of characters; the system finds values that exactly match the string of characters. 
	= (Equals): search any field for an exact match using a string of characters; the system finds values that exactly match the string of characters. 
	 
	not = (not equal to): search any field using a string of characters; the system finds values that do NOT exactly match the string of characters. 
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	< (less than): search any field using a string of characters; the system finds values that are less than the string of characters. 
	< (less than): search any field using a string of characters; the system finds values that are less than the string of characters. 
	 
	<= (less than or equal to): search any field using a string of characters; the system finds values that are less than or equal to the string of characters. 
	 
	> (greater than): search any field using a string of characters; the system finds values that are greater than the string of characters. 
	 
	>= (greater than or equal to): search any field using a string of characters; the system finds values that are greater than or equal to the string of characters. 
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	between: when choosing between, the system opens two criteria fields; enter a minimum value in the first field, and a maximum value in the second field; sarch any field using a string of characters; the system finds values that are between the search criteria strings. 
	between: when choosing between, the system opens two criteria fields; enter a minimum value in the first field, and a maximum value in the second field; sarch any field using a string of characters; the system finds values that are between the search criteria strings. 
	 
	in: when choosing in, the system allows you to enter a comma separated list of values; search any field using a string of characters; input multiple comma separated strings; the system finds values that are in your list. 
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	The last name contains the letters "rp". 
	The last name contains the letters "rp". 
	 
	Click the contains list item. 
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	Enter the desired information into the Last Name contains field. Enter "rp". 
	Enter the desired information into the Last Name contains field. Enter "rp". 
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	The search criteria are: 
	The search criteria are: 
	 
	Empl ID begins with '0' 
	Name begins with 'test' 
	Last Name contains 'rp' 
	 
	Click the Search button to find the record(s) that match these values. 
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	Nine records are displayed in the Search Results grid matching these search criteria. 
	Nine records are displayed in the Search Results grid matching these search criteria. 
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	If the search criteria is for a search that might be used again, save the search. 
	If the search criteria is for a search that might be used again, save the search. 
	 
	Click the Save Search Criteria link. 
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	The system displays the Save Search As page. Note that this page lists the criteria that will be saved for this search. 
	The system displays the Save Search As page. Note that this page lists the criteria that will be saved for this search. 
	 
	Give the search a meaningful name. 
	 
	Enter the desired information into the Name of Search: field. 
	 
	 Enter "Personal Info 0 TEST RP". 
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	Click the Save button. 
	Click the Save button. 
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	The system will confirm that it saved your search. 
	The system will confirm that it saved your search. 
	 
	Click the Return to Advanced Search link. 
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	A Use Saved Search field appears just under the Search Criteria header; a saved search can be selected from this drop-down list. 
	A Use Saved Search field appears just under the Search Criteria header; a saved search can be selected from this drop-down list. 
	 
	Once a search has been saved, that specific search record is available for use in this page (as well as other search pages as long as they use the same search record). 
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	Any saved search can be deleted by first selecting it in the Use Saved Search field, and then clicking on the Delete Saved Search link. 
	Any saved search can be deleted by first selecting it in the Use Saved Search field, and then clicking on the Delete Saved Search link. 
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	To clear all fields of any search criteria, click the Clear button. 
	To clear all fields of any search criteria, click the Clear button. 
	 
	Click the Clear button. 
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	In addition to operators, searching in CAPPS HR/Payroll supports wildcards.  
	In addition to operators, searching in CAPPS HR/Payroll supports wildcards.  
	 
	Two wildcard characters can help you find information by "standing for" one or more characters in your search string. 
	 
	% (Percent Sign) matches one or more characters. 
	 
	_ (Underscore) matches any single character 
	 
	Wildcard characters can only be used in text fields, and will only work with the first two operators: begins with and contains. 
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	For example, using the underscore character, search fr this string: 
	For example, using the underscore character, search fr this string: 
	 
	"st_ve" 
	 
	and the system might find the values: 
	 
	Steve 
	stove 
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	To use the percent sign character, search for this string: 
	To use the percent sign character, search for this string: 
	 
	"st%" 
	 
	and the system might find the values: 
	 
	Steve 
	stove 
	Stephanie 
	ST 
	 
	Notice that the last value ST, is found because the % character can also mean "no characters". 
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	In looking up Personal Information for an employee you know that the Empl ID begins with '0' and also contains '99' but the intervening digits are not known. 
	In looking up Personal Information for an employee you know that the Empl ID begins with '0' and also contains '99' but the intervening digits are not known. 
	 
	Enter the desired information into the Empl ID field. Enter "0%99". 
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	Click the Search button. 
	Click the Search button. 
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	The system finds three rows of data: 
	The system finds three rows of data: 
	 
	Empl ID 00000000099 and 
	Empl ID 00000000199 and 
	Empl ID 00000000299. 
	 
	The system retrieved 3 rows into the Search Results grid, because each begins with '0' and each contains the characters '99' somewhere after the initial 0. 
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	Click the Clear button. 
	Click the Clear button. 
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	While the percent sign matches one or more characters, the underscore wildcard matches a single character only. 
	While the percent sign matches one or more characters, the underscore wildcard matches a single character only. 
	 
	Enter the desired information into the Empl ID field. Enter "0_99". 
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	Click the Search button. 
	Click the Search button. 
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	The search looked for an Empl ID where the four-digit value begins with '0', has any character in the second position and ends with '99'. 
	The search looked for an Empl ID where the four-digit value begins with '0', has any character in the second position and ends with '99'. 
	 
	The system returns the message "No matching values were found," 
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	Click the Clear button. 
	Click the Clear button. 
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	Enter the desired information into the Empl ID field.  
	Enter the desired information into the Empl ID field.  
	 
	Enter "000000002_1". 
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	Click the Search button. 
	Click the Search button. 
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	The system found six rows of data. 
	The system found six rows of data. 
	 
	00000000201 
	00000000211 
	00000000211 (it found this value twice, because this Empl ID exists in two separate Business Units) 
	00000000221 
	00000000251 
	00000000261 
	 
	In all cases, there is a single digit between '000000002 and 1 in the Empl ID. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Section 1 - Timesheet 
	Section 1 - Timesheet 
	Section 1 - Timesheet has 5 lessons: 
	 Lesson 1 - Time Reporting Overview 
	 Lesson 1 - Time Reporting Overview 
	 Lesson 1 - Time Reporting Overview 

	 Lesson 2 - Time Reporting Essentials 
	 Lesson 2 - Time Reporting Essentials 

	 Lesson 3 - Entering Time and Leave 
	 Lesson 3 - Entering Time and Leave 


	 Lesson 4 - Timesheet Status 
	 Lesson 4 - Timesheet Status 
	 Lesson 4 - Timesheet Status 

	 Lesson 5 - View Time and Leave Balances 
	 Lesson 5 - View Time and Leave Balances 


	  
	Lesson 3 - Entering Time and Leave 
	Section 1, Lesson 3 
	Entering Time and Leave 
	Timesheet Components 
	Section 1 - Lesson 3 Exercises - Scenario 1: Timesheet Components 
	Note: Contingent Workers 
	Time Reporter Data is not automatically setup for Contingent Workers, therefore you will not have immediate access to the Employee Timesheet. If an agency wants you to have access to the Employee Timesheet then the agency will have to submit an ASP ticket so CPA can set up your Time Reporter Data. 
	Procedure 
	 
	In this lesson you will be introduced to the various components on the timesheet and when they are used.  
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	The Employee Timesheet search page will automatically open.  
	The Employee Timesheet search page will automatically open.  
	 
	It is important to note, the Timesheet displays 31 days starting from the date you enter on the Employee Timesheet search page.  The Timesheet defaults to the first day of the current month. 
	 
	For this reason it is recommended that you always search by the first day of the month. As a result, the Timesheet will then display one month in its entirety. 
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	Click the Search button. 
	Click the Search button. 
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	NOTE: For security and privacy purposes, confidential data has been removed from this training. However, in CAPPS employee's specific information will appear on their individual timesheet. 
	NOTE: For security and privacy purposes, confidential data has been removed from this training. However, in CAPPS employee's specific information will appear on their individual timesheet. 
	 
	Other data contained in this training is fictitious and used for training purposes only. 
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	The top portion of the Timesheet contains the employee's Leave Balance information.  
	The top portion of the Timesheet contains the employee's Leave Balance information.  
	 
	Current - Balance including pending approval  
	Pending Approval - Hours requested to be used, but not approved 
	Available - Current balance minus anything that is pending approval 
	 
	For example, in the illustration above:  The current Sick Leave hours accrued is 76.50. Four (4) hours are pending approval. The available hours after the pending hours are subtracted is 72.50. 
	 
	Note:  Leave accruals are added to your current balance on the first work day of the month. 
	  
	The order in which leave plans (also known as comp time plans) appear on your timesheet is dependent upon your agency, therefore your timesheet may display differently.   
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	The center of the Timesheet displays the 31 day period that you selected on the search page.  
	The center of the Timesheet displays the 31 day period that you selected on the search page.  
	 
	For example, on the search page, you entered 03/01/2015. Therefore the top grid displays 03/01/2015 through 03/15/2015. The bottom grid displays 3/16/2015 through 03/31/2015.  
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	The assigned work schedule will appear on the Timesheet for an Exception Time Reporter as illustrated on the screen. 
	The assigned work schedule will appear on the Timesheet for an Exception Time Reporter as illustrated on the screen. 
	 
	Earlier in the lesson, you learned that Positive Time Reporters will not have a schedule on the Timesheet. 
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	You will use Time Reporting Codes (TRCs) to report what type of time is being entered on the Timesheet.  
	You will use Time Reporting Codes (TRCs) to report what type of time is being entered on the Timesheet.  
	 
	In this example, the TRC "ANLVT" is being used to reflect (4) hours of Annual Leave Taken on Thursday, March 5, 2015 and (8) hours on March 16, 2015. 
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	To add additional time to the Timesheet, click the "Add a New line for ..." button. 
	To add additional time to the Timesheet, click the "Add a New line for ..." button. 
	 
	Notice how an additional line is displayed on the Timesheet.  
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	Click the bottom scrollbar to navigate across the page. 
	Click the bottom scrollbar to navigate across the page. 
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	You should use the Override Reason Code only when your manager asks you to enter a value.  
	You should use the Override Reason Code only when your manager asks you to enter a value.  
	 
	It is generally used by agencies to track time being allocated for a specific purpose, such as Military or Disaster. 
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	The Labor Account Code (LAC) field is used to track time allocated to a specific project.  
	The Labor Account Code (LAC) field is used to track time allocated to a specific project.  
	 
	Employees should consult with their manager before entering a specific LAC. 
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	The Family Medical Leave Act (FMLA) field is used to track time allocated to FMLA leave. It is only used when an employee is on FMLA leave. 
	The Family Medical Leave Act (FMLA) field is used to track time allocated to FMLA leave. It is only used when an employee is on FMLA leave. 
	 
	Employees on FMLA should contact their Agency FMLA representative to obtain the FMLA number to be used in this field. 
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	The Comments field is available for use by both the employees and managers can enter information, as needed.  
	The Comments field is available for use by both the employees and managers can enter information, as needed.  
	 
	It is important to note that both the employee and their manager can read the contents in the comment field. 
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	The Delete button will remove the entire row of time. 
	The Delete button will remove the entire row of time. 
	 
	However, once the employee selects the E-Sign & Submit button, the delete button will no longer be available. 
	 
	Click the bottom scrollbar to navigate back across the page. 
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	Click on the scroll bar to navigate to the bottom of the page. 
	Click on the scroll bar to navigate to the bottom of the page. 
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	The Previous button will display the previous month (31 days). 
	The Previous button will display the previous month (31 days). 
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	The Next button will display the next month (31 days). 
	The Next button will display the next month (31 days). 
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	The View Leave Balances link will provide detailed information for all the employees leave plans also known as comp time plans. 
	The View Leave Balances link will provide detailed information for all the employees leave plans also known as comp time plans. 
	 
	Click the View Leave Balances link. 
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	The Leave Time Balance Summary page will appear.  
	The Leave Time Balance Summary page will appear.  
	 
	This screen is displaying the details for ONLY one leave plan, (ADMINLEAVE) or Administrative Leave.  
	 
	To view additional leave plan details use the Show Next in Row arrow. This page is currently displaying 1 of 15 (one record of 15 total records.) 
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	Click the Show next row button. 
	Click the Show next row button. 
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	Notice how the display changed to 2 of 15. The system is displaying the second record of the total fifteen records.  
	Notice how the display changed to 2 of 15. The system is displaying the second record of the total fifteen records.  
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	Click the Show Time Expiring in list. 
	Click the Show Time Expiring in list. 
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	You can select any of the options to view expiring leave time.  
	You can select any of the options to view expiring leave time.  
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	Click the View All link. 
	Click the View All link. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the scrollbar to continue to navigate down the page. 
	Click the scrollbar to continue to navigate down the page. 
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	Using the View All link will display all the leave plans vertically. This allows you to navigate up or down to view all of your leave balance details.  
	Using the View All link will display all the leave plans vertically. This allows you to navigate up or down to view all of your leave balance details.  
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	Click the scrollbar to navigate back to the top of the page. 
	Click the scrollbar to navigate back to the top of the page. 
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	Click the View 1 link to go back to viewing only one leave plan. 
	Click the View 1 link to go back to viewing only one leave plan. 
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	Click the Return to Employee Timesheet link. 
	Click the Return to Employee Timesheet link. 
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	The Available FMLA Balance link will only be available when it is applicable to an employee on FMLA.  
	The Available FMLA Balance link will only be available when it is applicable to an employee on FMLA.  
	 
	Otherwise employees will not see this link. 
	 
	Click the Available FMLA Balance link. 
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	The FLMA Open Events screen only displays OPEN EVENTS.  It displays the FMLA Request ID and the Date Range.    
	The FLMA Open Events screen only displays OPEN EVENTS.  It displays the FMLA Request ID and the Date Range.    
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	The Available Balance section displays the balance for FMLA and Military Caregiver (MCL). 
	The Available Balance section displays the balance for FMLA and Military Caregiver (MCL). 
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	Click the Return link to go back to the Timesheet. 
	Click the Return link to go back to the Timesheet. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Positive Time Reporters 
	Section 1, Lesson 3 
	Positive Time Reporters 
	Enter Regular Hours Worked - Positive Time Reporter 
	Section 1 - Lesson 3 Positive Time Reporters Exercises - Scenario 2: Enter Regular Hours Worked 
	Procedure 
	 
	In this lesson you will learn how to enter hours worked as a Positive Time Reporter. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	The Employee Timesheet search page will automatically open.  
	The Employee Timesheet search page will automatically open.  
	 
	It is important to note, the Timesheet displays 31 days starting from the date you enter on the Employee Timesheet search page.  The Timesheet defaults to the first of the current month.  
	 
	For this reason it is recommended that you always search by the first day of the month. As a result, the Timesheet will then display one month in its entirety. 
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	Use the Calendar icon to change the date to the applicable month. 
	Use the Calendar icon to change the date to the applicable month. 
	 
	In this example you will be changing the date to April 1, 2015.  
	 
	Click the Calendar icon. 
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	Click the dropdown arrow to the month. 
	Click the dropdown arrow to the month. 
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	Click April from the list. 
	Click April from the list. 
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	Click the first day of the month. 
	Click the first day of the month. 
	 
	Click on the  "1" link. 
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	Click the Search button. 
	Click the Search button. 
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	The Positive Time Reporter's timesheet automatically displays. The timesheet has no scheduled hours displayed. The description line displays 0.00, as illustrated above. 
	The Positive Time Reporter's timesheet automatically displays. The timesheet has no scheduled hours displayed. The description line displays 0.00, as illustrated above. 
	 
	Positive Time Reporters must enter all of their time worked, or leave time taken. 
	 
	If time worked or leave time taken is NOT entered the employee will not receive a paycheck.   
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	Entering time for a Positive Time Reporter is a three-step process. 
	Entering time for a Positive Time Reporter is a three-step process. 
	 
	1. Select the applicable Time Report Code (TRC). 
	2. Enter the hours worked or leave time taken. 
	3. Select the E-Sign & Submit button. 
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	Step 1 - Select the applicable Time Report Code (TRC). 
	Step 1 - Select the applicable Time Report Code (TRC). 
	 
	Since you are entering time for Regular Hours Worked you will use the TRC - REGHR.  The TRC may be entered directly or by selecting the Look up button. 
	 
	Start by clicking the Look up Time Reporting Code button. 
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	Click the scrollbar to navigate down the list. 
	Click the scrollbar to navigate down the list. 
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	Select the TRC for Regular Hours Worked. 
	Select the TRC for Regular Hours Worked. 
	 
	Click the REGHR link. 
	 

	Span

	14. 
	14. 
	14. 
	14. 
	14. 



	Step 2 - Enter the hours worked or leave time taken. 
	Step 2 - Enter the hours worked or leave time taken. 
	 
	In this example you will enter (8) hours worked on Wednesday, 4/1. 
	 
	Enter "8" in the Wed 4/1 field.  
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	Enter "8" in the Thu 4/2 field.  
	Enter "8" in the Thu 4/2 field.  
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	Enter "8" in the Fri 4/3 field.  
	Enter "8" in the Fri 4/3 field.  
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	Enter "8" in the Mon 4/6 field.  
	Enter "8" in the Mon 4/6 field.  
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	Enter "8" in the Tue 4/7 field.  
	Enter "8" in the Tue 4/7 field.  
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	Enter "8" in the Wed 4/8 field.  
	Enter "8" in the Wed 4/8 field.  
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	Enter "8" in the Thu 4/9 field.  
	Enter "8" in the Thu 4/9 field.  
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	Enter "8" in the Fri 4/10 field.  
	Enter "8" in the Fri 4/10 field.  
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	Enter "8" in the Mon 4/13 field.  
	Enter "8" in the Mon 4/13 field.  
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	Enter "8" in the Tue 4/14 field.  
	Enter "8" in the Tue 4/14 field.  
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	Enter "8" in the Wed 4/15 field.  
	Enter "8" in the Wed 4/15 field.  
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	You will enter hours worked for the second half of the month by using the REGHR TRC again.  
	You will enter hours worked for the second half of the month by using the REGHR TRC again.  
	 
	You can either type it in the field or select the Look up Time Reporting Code button. 
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	Click the scrollbar to navigate down the list. 
	Click the scrollbar to navigate down the list. 
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	Select the TRC for Regular Hours Worked. 
	Select the TRC for Regular Hours Worked. 
	 
	Click the REGHR link. 
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	Enter "8" in the Thu 4/16 field.  
	Enter "8" in the Thu 4/16 field.  
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	Enter "8" in the Fri 4/17 field.  
	Enter "8" in the Fri 4/17 field.  
	 

	Span

	30. 
	30. 
	30. 
	30. 
	30. 



	Enter "8" in the Mon 4/20 field.  
	Enter "8" in the Mon 4/20 field.  
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	Enter "8" in the Tue 4/21 field.  
	Enter "8" in the Tue 4/21 field.  
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	Enter "8" in the Wed 4/22 field.  
	Enter "8" in the Wed 4/22 field.  
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	Enter "8" in the Thu 4/23 field.  
	Enter "8" in the Thu 4/23 field.  
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	Enter "8" in the Fri 4/24 field.  
	Enter "8" in the Fri 4/24 field.  
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	Enter "8" in the Mon 4/27 field.  
	Enter "8" in the Mon 4/27 field.  
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	Enter "8" in the Tue 4/28 field.  
	Enter "8" in the Tue 4/28 field.  
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	Enter "8" in the Wed 4/29 field.  
	Enter "8" in the Wed 4/29 field.  
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	Enter "8" in the Thu 4/30 field.  
	Enter "8" in the Thu 4/30 field.  
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	Enter "8" in the Fri 5/1 field.  
	Enter "8" in the Fri 5/1 field.  
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	Step 3 - Select the E-Sign & Submit button. 
	Step 3 - Select the E-Sign & Submit button. 
	 
	When you have completed entering your time on the timesheet, click the E-Sign & Submit button. This will send your timesheet to your manager for approval. 
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	Congratulations! You have completed the lesson. 
	Congratulations! You have completed the lesson. 
	End of Procedure. 
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	Enter Time Over 40 hours - Positive Time Reporter 
	Section 1 - Lesson 3 Positive Time Reporters Exercises - Scenario 3: Enter Time Over 40 Hours 
	Procedure 
	 
	In this lesson you will learn how to enter time over 40 hours in a work week for a positive time reporter.  
	 
	In this example, a Positive Time Reporter will enter all the hours he/she worked during the week of 4/6-4/10. He/she generally works Monday - Friday, eight hours per day. On Tuesday and Wednesday, he/she worked two hours of overtime.  
	 
	Note: This is a non-exempt employee who banks FLSA overtime for hours worked over 40.    
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the button to the right of the field. 
	Click the button to the right of the field. 
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	Click April from the menu. 
	Click April from the menu. 
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	Click the '1' link for the first of the month. 
	Click the '1' link for the first of the month. 
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	Click the Search button. 
	Click the Search button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click the scrollbar to navigate down the selection. 
	Click the scrollbar to navigate down the selection. 
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	Click the Regular Hours Worked link. 
	Click the Regular Hours Worked link. 
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	Enter the actual hours worked into the Mon 4/6 field.  
	Enter the actual hours worked into the Mon 4/6 field.  
	 
	Enter "8.00". 
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	Enter the actual hours worked into the Tue 4/7 field.  
	Enter the actual hours worked into the Tue 4/7 field.  
	 
	Enter "10.00".  
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	Enter the actual hours worked into the Wed 4/8 field.  
	Enter the actual hours worked into the Wed 4/8 field.  
	 
	Enter "10.00".  
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	Enter the actual hours worked into the Thu 4/9 field.  
	Enter the actual hours worked into the Thu 4/9 field.  
	 
	Enter "8.00". 
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	Enter the actual hours worked into the Fri 4/10 field.  
	Enter the actual hours worked into the Fri 4/10 field.  
	 
	Enter "8.00". 
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	The employee has entered a total of 44 regular hours worked for the week of April 6 through April 10.  When Time Administration processes, it will create 40 hours of regular time, and 4 hours of comp time for exempt employees or 6 hours of overtime for non-exempt employees.  
	The employee has entered a total of 44 regular hours worked for the week of April 6 through April 10.  When Time Administration processes, it will create 40 hours of regular time, and 4 hours of comp time for exempt employees or 6 hours of overtime for non-exempt employees.  
	 
	 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Congratulations! You have completed this lesson. 
	Congratulations! You have completed this lesson. 
	End of Procedure. 
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	Entering Leave Time Taken - Positive Time Reporter 
	Section 1 - Lesson 3 Positive Time Reporters Exercises - Scenario 4: Entering Leave Time Taken 
	Procedure 
	 
	On 4/20/2015, a Positive Time Reporter, worked four hours and took four hours annual leave. 
	 
	In this lesson you will learn how to enter leave time and regular time worked on the same day.  However, you can also enter leave time for an entire day. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Choose a date (Alt+5) button. 
	Click the Choose a date (Alt+5) button. 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	4. 
	4. 
	4. 
	4. 
	4. 



	Click the drop down arrow. 
	Click the drop down arrow. 
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	Click April from the list. 
	Click April from the list. 
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	Click the '1' link for the first of the month. 
	Click the '1' link for the first of the month. 
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	Click the Search button. 
	Click the Search button. 
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	Positive Time Reporters need to enter hours worked and leave hours taken.  
	Positive Time Reporters need to enter hours worked and leave hours taken.  
	 
	Click the Look up Time Reporting Code (Alt+5) button. 
	 

	Span

	9. 
	9. 
	9. 
	9. 
	9. 



	Click the Annual Leave Taken link. 
	Click the Annual Leave Taken link. 
	 

	Span

	10. 
	10. 
	10. 
	10. 
	10. 



	Enter the annual leave taken into the Mon 4/20  field.  
	Enter the annual leave taken into the Mon 4/20  field.  
	 
	In this example enter "4.00". 
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	Next, you are going to enter the four hours that he/she actually worked in this example.   
	Next, you are going to enter the four hours that he/she actually worked in this example.   
	 
	It is important to note that when you use a different Time Reporting Code (TRC) you must use a different line.  
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	Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button. 
	Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click the scrollbar to navigate down the list. 
	Click the scrollbar to navigate down the list. 
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	Click the REGHR link. 
	Click the REGHR link. 
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	Enter the hours that were actually worked into the Mon 4/20 0.00 field.  
	Enter the hours that were actually worked into the Mon 4/20 0.00 field.  
	 
	Enter "4.00". 
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	Notice how two lines are now displayed. One for Annual Leave Taken, and one for Regular Hours Worked. 
	Notice how two lines are now displayed. One for Annual Leave Taken, and one for Regular Hours Worked. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Notice the four hours of Annual Leave in a Pending Approval status. When the manager approves the leave, the time will be ready to be processed. 
	Notice the four hours of Annual Leave in a Pending Approval status. When the manager approves the leave, the time will be ready to be processed. 
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	Congratulations! You have completed this lesson. 
	Congratulations! You have completed this lesson. 
	End of Procedure. 
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	Exception Time Reporters 
	Section 1, Lesson 3 
	Exception Time Reporters 
	Enter Overtime/Comp Time Worked 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 5: Enter Overtime/Comp Time Worked 
	Procedure 
	 
	In this lesson you will learn how to enter additional hours worked for an Exception Time Reporter. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Make sure that you are on the correct month. If not, change the date to the first day of the correct month. 
	Make sure that you are on the correct month. If not, change the date to the first day of the correct month. 
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	Click the Search button. 
	Click the Search button. 
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	VERY IMPORTANT NOTE:  
	VERY IMPORTANT NOTE:  
	 
	A good rule to remember: If the Time Reporting Code (TRC) is different, you need a new line to enter time. If it is the same, you can use the same line. For example: if you took Sick Leave on Monday and Tuesday of the same week, you could enter time for both days on the same line. 

	Span

	6. 
	6. 
	6. 
	6. 
	6. 



	Click the Add a New Line ... button. 
	Click the Add a New Line ... button. 
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	When adding additional time worked you need to add your scheduled hours and the additional hours worked. 
	When adding additional time worked you need to add your scheduled hours and the additional hours worked. 
	 
	In this example, the scheduled hours to work is eight (8). The employee worked two (2) extra hours on Monday and Tuesday, March 9 and 10. 
	 
	The total Regular Hours worked will be eight scheduled hours plus two overtime hours for a total of 10 hours. 
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	The Time Reporting Code for Overtime/Comp /Time is 'REGHR'. 
	The Time Reporting Code for Overtime/Comp /Time is 'REGHR'. 
	 
	Exempt and Non-exempt employees will both enter additional hours worked in the same way.  
	 
	- Exempt employee's time will bank as Comp Time Earned. 
	- Non-Exempt employee's time will bank FLSA Overtime. 
	 
	Enter the TRC "REGHR". 
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	Enter the hours worked into the Mon 3/9 8.00 field.  
	Enter the hours worked into the Mon 3/9 8.00 field.  
	 
	In this example you would enter "10". (eight regular hours worked plus two overtime hours worked) 
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	Enter the hours worked into the Tue 3/10 8.00 field.  
	Enter the hours worked into the Tue 3/10 8.00 field.  
	 
	Enter "10". 
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	The employee worked their regular scheduled hours for the remainder of the week. Therefore, no additional time entry was required.  
	The employee worked their regular scheduled hours for the remainder of the week. Therefore, no additional time entry was required.  
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	Click the scrollbar to navigate to the bottom of the page. 
	Click the scrollbar to navigate to the bottom of the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	After approval and Time Administration has processed, the system will automatically calculate the hours and apply them to the applicable totals (Comp Time or FLSA Overtime) based on your Exempt or Non-Exempt status.  
	After approval and Time Administration has processed, the system will automatically calculate the hours and apply them to the applicable totals (Comp Time or FLSA Overtime) based on your Exempt or Non-Exempt status.  
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	Congratulation! You have successfully completed this lesson. 
	Congratulation! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter Time for Flex Schedule 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 6: Enter Time for a Flex Schedule 
	Procedure 
	 
	The TRC FLEXS (Flex Schedule) enables you to flex your schedule.   
	 
	In this lesson an Exception Time Reporter was asked by their manager to work on a Saturday rather than their scheduled day. On Thursdays the employee normally works eight hours. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Choose a date (Alt+5) button. 
	Click the Choose a date (Alt+5) button. 
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	Click drop down arrow. 
	Click drop down arrow. 
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	Click April from the list. 
	Click April from the list. 
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	Click the '1' link to display the whole month of April. 
	Click the '1' link to display the whole month of April. 
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	Click the Search button. 
	Click the Search button. 
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	Remember, the Exception Time Reporter was asked by his/her manager to work on Saturday instead of Thursday.  
	Remember, the Exception Time Reporter was asked by his/her manager to work on Saturday instead of Thursday.  
	 
	The employee is going to reflect this change on the Timesheet. 
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	It is important to note: Exception Time Reporters only need to make changes to their Timesheet when it is different from their schedule.  
	It is important to note: Exception Time Reporters only need to make changes to their Timesheet when it is different from their schedule.  
	 
	Notice how the employee's schedule on 4/2 reflects eight hours. The employee is not going to work on Thursday. If the employee does not adjust their schedule, they will inaccurately bank comp time or overtime.  
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	When flexing your schedule use the TRC FLEXS. Since every different TRC needs its own unique line, the first thing the employee will need to do is add a line. 
	When flexing your schedule use the TRC FLEXS. Since every different TRC needs its own unique line, the first thing the employee will need to do is add a line. 
	 
	Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	The employee needs to use the FLEXS Time Reporting Code to indicate that he is not working his scheduled time on Thursday. 
	The employee needs to use the FLEXS Time Reporting Code to indicate that he is not working his scheduled time on Thursday. 
	 
	Click the FLEXS link. 
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	The employee will enter eight hours of FLEXS time on Thursday. 
	The employee will enter eight hours of FLEXS time on Thursday. 
	 
	Enter the schedule hours into the Thu 4/2 field.  
	 
	Enter "8". 
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	The employee needs to use the REGHR Time Reporting Code to indicate that he is working on Saturday. 
	The employee needs to use the REGHR Time Reporting Code to indicate that he is working on Saturday. 
	 
	Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click the scrollbar to navigate down the list. 
	Click the scrollbar to navigate down the list. 
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	The time worked on the unscheduled day will be charged to regular time. 
	The time worked on the unscheduled day will be charged to regular time. 
	 
	Click the REGHR link. 
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	Enter the eight hours worked on the REGHR line in the Sat 4/4  field.  
	Enter the eight hours worked on the REGHR line in the Sat 4/4  field.  
	 
	Enter "8". 
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	The employee's timesheet now reflects the time worked on the unscheduled day and the time not worked on the scheduled day. 
	The employee's timesheet now reflects the time worked on the unscheduled day and the time not worked on the scheduled day. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
	 

	Span

	22. 
	22. 
	22. 
	22. 
	22. 



	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter Annual Leave Taken 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 7: Enter Annual Leave Taken 
	Procedure 
	 
	In this lesson you will learn how to enter Annual Leave.  
	 
	The Exception Time Reporter will enter eight hours of annual leave Monday, March 16. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Search button. 
	Click the Search button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click the ANLVT link for Annual Leave Taken. 
	Click the ANLVT link for Annual Leave Taken. 
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	Click in the 3/16 field. 
	Click in the 3/16 field. 
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	Enter the hours for Annual Leave Taken into the Mon 3/16 field.  
	Enter the hours for Annual Leave Taken into the Mon 3/16 field.  
	 
	Enter "8.00". 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter Sick Time Taken 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 8: Enter Sick Time Taken 
	Procedure 
	 
	In this lesson you will learn how to enter sick leave. The employee is scheduled to work eight hours on 4/6, however he/she becomes ill and leaves four hours early from work. 
	 
	Remember: Exception Time Reporters only need to enter additional time worked or leave time taken on their timesheet.  
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Access the Timesheet for the correct pay period. 
	Access the Timesheet for the correct pay period. 
	 
	Click the Choose a date (Alt+5) button. 
	 

	Span

	4. 
	4. 
	4. 
	4. 
	4. 



	Click the drop down arrow. 
	Click the drop down arrow. 
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	Click April from the list. 
	Click April from the list. 
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	Click the '1' link to view the entire month. 
	Click the '1' link to view the entire month. 
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	Click the Search button. 
	Click the Search button. 
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	8. 
	8. 



	The Sick Time Balance displayed at the top for this employee's timesheet is 76.50 hours. 
	The Sick Time Balance displayed at the top for this employee's timesheet is 76.50 hours. 
	 
	To enter sick time on the timesheet the employee must use the correct TRC.  
	 
	Add a new row for the new Time Reporting Code SICKT. 
	 
	Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Scroll down to the Time Reporting Code "SICKT". 
	Scroll down to the Time Reporting Code "SICKT". 
	 
	Click the scrollbar. 
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	Click the SICKT link. 
	Click the SICKT link. 
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	Enter the sick hours taken into the Mon 4/6 field.  
	Enter the sick hours taken into the Mon 4/6 field.  
	 
	Enter "4.00". 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Look at the Leave Balances at the top of the timesheet. Notice that the 4 hours of sick time is pending approval and the new Available balance is displayed. 
	Look at the Leave Balances at the top of the timesheet. Notice that the 4 hours of sick time is pending approval and the new Available balance is displayed. 
	 
	Once the sick time is approved by the manager, it will be processed by Time Administration. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter Regular Comp Time Taken 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 9: Enter Regular Comp Time Taken 
	Procedure 
	 
	In this lesson you will learn how to enter Regular Comp Time taken. On 3/17 the employee will not work his/her scheduled hours, instead he/she is going to take eight hours of Comp Time. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Search button. 
	Click the Search button. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	The TRC for Comp Time Taken is COMPT. The employee will need to add a new row to record the Time Reporting Code and hours. 
	The TRC for Comp Time Taken is COMPT. The employee will need to add a new row to record the Time Reporting Code and hours. 
	 
	Click the Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 button. 
	 

	Span

	6. 
	6. 
	6. 
	6. 
	6. 



	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Choose the Time Reporting Code for Compensatory Time (Comp Time) Taken. 
	Choose the Time Reporting Code for Compensatory Time (Comp Time) Taken. 
	  
	Click the COMPT link. 
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	Enter the Comp Time hours taken into the Tue 3/17 field.  
	Enter the Comp Time hours taken into the Tue 3/17 field.  
	 
	Enter "8.00". 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Once the timesheet is ‘E-Sign & Submitted',  the eight hours of Regular Comptime will appear in the Pending Approval row of the Leave Balances section of the timesheet. 
	Once the timesheet is ‘E-Sign & Submitted',  the eight hours of Regular Comptime will appear in the Pending Approval row of the Leave Balances section of the timesheet. 
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	The Available balance reflects the Current - the Pending Approval hours.    
	The Available balance reflects the Current - the Pending Approval hours.    
	 
	In this example:  26.50 (Current) – 8.00 (Pending Approval) = 18.50 (Available) 
	 
	Once the manager approves and the Time Administration process runs, the Current and Pending Approval hours will be adjusted, accordingly.  
	 

	Span

	14. 
	14. 
	14. 
	14. 
	14. 



	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter FLSA Overtime Taken 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 10: Enter FLSA Overtime Taken 
	Procedure 
	 
	In this lesson you will learn how to take banked overtime. On 4/1 the employee will not work his/her regular hours, instead he/she will use FLSA overtime hours as their leave time. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Choose a date (Alt+5) button. 
	Click the Choose a date (Alt+5) button. 
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	Click the drop down arrow. 
	Click the drop down arrow. 
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	Click April from the list. 
	Click April from the list. 
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	Click the '1' link to view the whole month. 
	Click the '1' link to view the whole month. 
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	Click the Search button. 
	Click the Search button. 
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	The employee is going to use FLSA Overtime to take a day off. 
	The employee is going to use FLSA Overtime to take a day off. 
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	Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 button. 
	Click the Add a New Line for Wednesday 04/01/2015 to Wednesday 04/15/2015 button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	The Time Reporting Code for Banked Overtime Taken is "FLSAT". 
	The Time Reporting Code for Banked Overtime Taken is "FLSAT". 
	 
	Click the FLSAT link. 
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	Enter the leave hours into the Wed 4/1 field.  
	Enter the leave hours into the Wed 4/1 field.  
	 
	Enter "8.00". 
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	Click the scroll bar. 
	Click the scroll bar. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	The eight hours the employee recorded for FLSAT leave is in a Pending Approval status. Once the time is approved by the manager the hours will be processed by Time Administration.  
	The eight hours the employee recorded for FLSAT leave is in a Pending Approval status. Once the time is approved by the manager the hours will be processed by Time Administration.  
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter Leave Without Pay 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 11: Enter Leave Without Pay 
	Procedure 
	 
	In this lesson you will learn how to enter leave without pay. The employee has no leave time available, but needs to take their scheduled days 4/16 and 4/17 off. 
	 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1. 
	1. 
	1. 
	1. 
	1. 



	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
	 

	Span


	 
	 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	2. 
	2. 
	2. 
	2. 
	2. 



	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	The employee was absent from work without pay for two days. The employee will enter it on the timesheet. 
	The employee was absent from work without pay for two days. The employee will enter it on the timesheet. 
	 
	Click the Choose a date (Alt+5) button. 
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	Click the button to the right of the field. 
	Click the button to the right of the field. 
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	Click the April list item. 
	Click the April list item. 
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	Click the 1 link. 
	Click the 1 link. 
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	Click the Search button. 
	Click the Search button. 
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	Click the scroll bar. 
	Click the scroll bar. 
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	Since the employee has exhausted all of their leave, the time must be entered as leave without pay. 
	Since the employee has exhausted all of their leave, the time must be entered as leave without pay. 
	 
	Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Various Leave Without Pay options are available.  You would select the option that is applicable to your situation.  
	Various Leave Without Pay options are available.  You would select the option that is applicable to your situation.  
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	In this example, we will select the Leave Without Pay - Employee (LWPEO) option.  
	In this example, we will select the Leave Without Pay - Employee (LWPEO) option.  
	 
	Click the LWPEO link. 
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	Enter the scheduled hours not worked into the Thu 4/16 field.  
	Enter the scheduled hours not worked into the Thu 4/16 field.  
	 
	Enter "8.00". 
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	Enter the scheduled hours not worked into the Thu 4/17 field.  
	Enter the scheduled hours not worked into the Thu 4/17 field.  
	 
	Enter "8.00" 
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	The time has been entered on the days the employee was absent and it has been submitted for approval to the manager. 
	The time has been entered on the days the employee was absent and it has been submitted for approval to the manager. 
	 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter Multiple Leave Types 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 12: Enter Multiple Leave Types 
	Procedure 
	 
	In this lesson you will learn how to enter leave time taken for more than one type of leave. 
	 
	In this example, Annual Leave has already been entered. You will be entering Sick Leave on the same week. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Search button. 
	Click the Search button. 
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	Annual Leave taken has already been entered on the Timesheet. 
	Annual Leave taken has already been entered on the Timesheet. 
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	When entering multiple leave types, it is important to remember to insert a new line when using a different Time Reporting Code on the same grid. 
	When entering multiple leave types, it is important to remember to insert a new line when using a different Time Reporting Code on the same grid. 
	 
	 
	Click the Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 button. 
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	The employee is going to enter Sick Time Taken, so you are adding a new line for the Time Reporting Code SICKT. 
	The employee is going to enter Sick Time Taken, so you are adding a new line for the Time Reporting Code SICKT. 
	 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click the scrollbar to navigate down the list. 
	Click the scrollbar to navigate down the list. 
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	Click the SICKT link. 
	Click the SICKT link. 
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	Enter the sick leave hours into the Wed 3/18 field.  
	Enter the sick leave hours into the Wed 3/18 field.  
	 
	Enter "4.00". 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Enter Time Worked on a Scheduled Holiday 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 13: Enter Time Worked on a Scheduled Holiday 
	Procedure 
	 
	In this lesson you will learn how to enter hours worked on a holiday. 
	 
	Note: If you are scheduled on a holiday and do not work on the holiday, you do not enter any hours. The system will compensate the employee according to their eligibility. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Choose a date (Alt+5) button. 
	Click the Choose a date (Alt+5) button. 
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	Click the drop down arrow. 
	Click the drop down arrow. 
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	Click May from the list. 
	Click May from the list. 
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	Click the '1' link to display the entire month. 
	Click the '1' link to display the entire month. 
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	Click the Search button. 
	Click the Search button. 
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	For an employee whose holiday falls on a regularly scheduled workday and the employee works the only timesheet entry made is REGHW for the number of hours worked for the day. 
	For an employee whose holiday falls on a regularly scheduled workday and the employee works the only timesheet entry made is REGHW for the number of hours worked for the day. 
	 
	In this example, the employee worked five hours on the holiday. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click the scrollbar to navigate down the list. 
	Click the scrollbar to navigate down the list. 
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	Click the REGHW link. 
	Click the REGHW link. 
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	Enter the number of hours that the employee worked on the holiday into the Mon 5/25 field.  
	Enter the number of hours that the employee worked on the holiday into the Mon 5/25 field.  
	 
	Enter "5.00". 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	The system reminds you that this is a holiday. 
	The system reminds you that this is a holiday. 
	 
	Click the OK button. 
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	Click the OK button. 
	Click the OK button. 
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	There are other options relating to Holiday hours:  
	There are other options relating to Holiday hours:  
	 
	Non-Scheduled Holiday: If a holiday falls on a day that the employee is not scheduled and the employee physically works the holiday, then the employee enters their hours worked with the REGHR TRC.  This will result in the employee banking comp time for the hours worked. The employee will also earn COMPH in their Comp Time leave balance to account for holiday hours they are eligible for. This will allow them to take the hours for the holiday on another day (Holiday Bank). 
	 
	Work More Than The Authorized Hours: If an employee is authorized for 8 hours on a holiday, but is scheduled for 10 hours and physically works 10 hours, then the employee needs to enter 8 hours REGHW and 2 hours REGHR.  If this same employee does not work on the holiday, then they need to enter 2 hours of Leave on the holiday, or CAPPS will automatically deduct available leave up to 2 hours or create an exception if 2 hours of leave is not available.   
	(Note: The available leave must be from one leave type.) 
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	Congratulations! You have successfully completed this lesson.  
	Congratulations! You have successfully completed this lesson.  
	 
	End of Procedure. 
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	Enter Optional Holiday Time Taken and Work a Holiday 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 14: Enter Optional Holiday Time Taken and Work a Holiday 
	Procedure 
	 
	In this lesson you will learn how to take an Optional Holiday. 
	 
	The employee has taken March 31, 2015, Cesar Chavez Day, as an optional holiday. The employee will enter it on the timesheet. 
	 
	To make up the Optional Holiday the employee works on San Jacinto Day. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Search button. 
	Click the Search button. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	The employee has to add a new line to enter the Time Reporting Code for the optional holiday. 
	The employee has to add a new line to enter the Time Reporting Code for the optional holiday. 
	 
	Click the Add a New Line for Monday 03/16/2015 to Tuesday 03/31/2015 button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click the scrollbar to navigate down the list. 
	Click the scrollbar to navigate down the list. 
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	The correct Time Reporting Code for an optional holiday is OHCPT. 
	The correct Time Reporting Code for an optional holiday is OHCPT. 
	 
	Click the OHCPT link. 
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	Enter the hours into the Tue 3/31  field.  
	Enter the hours into the Tue 3/31  field.  
	 
	Enter "8.00". 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Notice the Optional Holiday information at the top of the timesheet with the Leave Balances. 
	Notice the Optional Holiday information at the top of the timesheet with the Leave Balances. 
	 
	It shows the 8 hours of optional holiday time in a pending approval status with an available balance of -8.00 hours. Before the end of the fiscal year, the employee will have to work on a holiday to replace the time, or pay for the time taken. The optional holiday balance can only be negative until the end of the fiscal year. 
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	Employees also have the option to work the holiday and have a positive balance and take another optional holiday off at a later time. At the end of the fiscal year  the balance must be zero. If the balance is a positive number the employee will lose the hours. 
	Employees also have the option to work the holiday and have a positive balance and take another optional holiday off at a later time. At the end of the fiscal year  the balance must be zero. If the balance is a positive number the employee will lose the hours. 
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	The employee worked on San Jacinto Day so the -8 balance will move back to zero. 
	The employee worked on San Jacinto Day so the -8 balance will move back to zero. 
	 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Search button. 
	Click the Search button. 
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	Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button. 
	Click the Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 button. 
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	Enter the desired information into the Time Reporting Code field. Enter "REGOH". 
	Enter the desired information into the Time Reporting Code field. Enter "REGOH". 
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	Enter the desired information into the Tue 4/21 8.00 field. Enter "8". 
	Enter the desired information into the Tue 4/21 8.00 field. Enter "8". 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
	 

	Span

	22. 
	22. 
	22. 
	22. 
	22. 



	Click the OK button. 
	Click the OK button. 
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	Click the OK button. 
	Click the OK button. 
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	After the hours have been approved by the manager and have been process through Time Administration the Optional Holiday hours show 0. 
	After the hours have been approved by the manager and have been process through Time Administration the Optional Holiday hours show 0. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Allocating Time Worked to a Labor Account Code 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 15: Allocating Time Worked to a Labor Account Code 
	Procedure 
	 
	Employee AAA's manager has assigned him/her to work on two projects (Project 1 and Project 2) in the same work week and has requested that the employee use a Labor Account Code. 
	 
	In this lesson you will learn how to allocate hours worked to Project 1. In the next lesson you will learn how to add the additional hours worked during the week for Project 2.  
	 
	Hours worked:  
	4/6 & 4/7 - Project 1 (Regular Scheduled Hours)  
	4/8 & 4/9 - Project 2 (Regular Scheduled Hours) Next Lesson 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	The Timesheet defaults to the first day of the current month.   
	The Timesheet defaults to the first day of the current month.   
	 
	It is recommended that you use the first day of the month when accessing the Timesheet. This will display the entire month on the timesheet.  
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	Click the Search button. 
	Click the Search button. 
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	Labor Account Codes (LAC) are used to track hours worked to a specific work assignment, such as a project.  
	Labor Account Codes (LAC) are used to track hours worked to a specific work assignment, such as a project.  
	 
	As you learned earlier in this course, every time you use a different TRC to report hours worked or leave time taken, you must use a separate line within that grid. You follow this same rule when allocating hours to a Labor Account Code. Each unique LAC will also require its own separate line on the timesheet grid.  
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	Click the Add a New Line for ... button. 
	Click the Add a New Line for ... button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click in the Time Reporting Code field. 
	Click in the Time Reporting Code field. 
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	To shorten your search, enter the first few letters of the Time Reporting Code field.  
	To shorten your search, enter the first few letters of the Time Reporting Code field.  
	 
	Enter "reg". 
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	Click the Look Up button. 
	Click the Look Up button. 
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	Click the REGHR link. 
	Click the REGHR link. 
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	Click in the Mon 4/6 field. 
	Click in the Mon 4/6 field. 
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	Enter the hours worked into the Mon 4/6 field.  
	Enter the hours worked into the Mon 4/6 field.  
	 
	Employee AAA worked his/her scheduled hours. Enter "8". 
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	Click in the Tue 4/7 field. 
	Click in the Tue 4/7 field. 
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	Enter the hours worked into the Tue 4/7 field.  
	Enter the hours worked into the Tue 4/7 field.  
	 
	Employee AAA worked his/her scheduled hours. Enter "8". 
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	Click the scrollbar to navigate across the page. 
	Click the scrollbar to navigate across the page. 
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	Click the Look up Labor Account Code (Alt+5) button. 
	Click the Look up Labor Account Code (Alt+5) button. 
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	NOTE: Applicable LAC for your agency will be listed in the search results. Your manager should provide you with the LAC information that he/she assigned you to work. If you do not know what LAC to select, do not select one, and refer to your manager for assistance. 
	NOTE: Applicable LAC for your agency will be listed in the search results. Your manager should provide you with the LAC information that he/she assigned you to work. If you do not know what LAC to select, do not select one, and refer to your manager for assistance. 
	 
	In this example, click the Project 1 link. 
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	Click the scrollbar to navigate back across the page. 
	Click the scrollbar to navigate back across the page. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Allocating Time Worked to Multiple Labor Account Codes 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 16: Allocating Time Worked to Multiple Labor Account Codes 
	Procedure 
	 
	In the previous scenario you learned how to allocate hours worked to Project 1. In this lesson you learn how to add the additional hours worked during the week for Project 2. 
	 
	Employee AAA's manager has assigned him/her to work on two projects (Project 1 and Project 2) in the same work week.  
	 
	Hours worked:  
	4/6 & 4/7 - Project 1 (Regular Scheduled Hours) Previous Lesson 
	4/8 & 4/9 - Project 2 (Regular Scheduled Hours) 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee TimeSheet link. 
	Click the Employee TimeSheet link. 
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	Click the Search button. 
	Click the Search button. 
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	Labor Account Codes (LAC) are used to track hours worked to a specific work assignment, such as a project.  
	Labor Account Codes (LAC) are used to track hours worked to a specific work assignment, such as a project.  
	 
	As you learned earlier in this course, every time you use a different TRC to report hours worked or leave time taken, you must use a separate line within that grid. You follow this same rule when allocating hours to a Labor Account Code. Each unique LAC will also require its own separate line on the timesheet grid.  
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	Click the Add a New Line for ... button. 
	Click the Add a New Line for ... button. 
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	Click the Look up Time Reporting Code (Alt+5) button. 
	Click the Look up Time Reporting Code (Alt+5) button. 
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	Click in the Time Reporting Code field. 
	Click in the Time Reporting Code field. 
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	To shorten your search, enter the first few letters of the Time Reporting Code field.  
	To shorten your search, enter the first few letters of the Time Reporting Code field.  
	 
	Enter "re". 
	 

	Span

	9. 
	9. 
	9. 
	9. 
	9. 



	Click the Look Up button. 
	Click the Look Up button. 
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	Click the REGHR link. 
	Click the REGHR link. 
	 

	Span

	11. 
	11. 
	11. 
	11. 
	11. 



	Enter the total hours worked on Project 2 into the Wed 4/8 field.  
	Enter the total hours worked on Project 2 into the Wed 4/8 field.  
	 
	In this example you worked all of your eight scheduled hours.  Enter "8". 
	 

	Span

	12. 
	12. 
	12. 
	12. 
	12. 



	Click in the Thu 4/9 field. 
	Click in the Thu 4/9 field. 
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	Enter the total hours worked on Project 2 into the Thurs 4/9 field.  
	Enter the total hours worked on Project 2 into the Thurs 4/9 field.  
	 
	In this example you worked all of your eight scheduled hours. Enter "8". 
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	Click in the scrollbar to navigate across the page. 
	Click in the scrollbar to navigate across the page. 
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	Click the Look up Labor Account Code (Alt+5) button. 
	Click the Look up Labor Account Code (Alt+5) button. 
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	NOTE: Applicable LAC for your agency will be listed in the search results. Your manager should provide you with the LAC information that he/she assigned you to work. If you do not know what LAC to select, do not select one, and refer to your manager for assistance. 
	NOTE: Applicable LAC for your agency will be listed in the search results. Your manager should provide you with the LAC information that he/she assigned you to work. If you do not know what LAC to select, do not select one, and refer to your manager for assistance. 
	 
	In this example, click the Project 2 link. 
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	Click the scrollbar to navigate back across the page. 
	Click the scrollbar to navigate back across the page. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click the E-Sign & Submit button. 
	Click the E-Sign & Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	You just learned how to allocate hours worked to two separate Labor Account Codes (Project 1 and Project 2).    
	You just learned how to allocate hours worked to two separate Labor Account Codes (Project 1 and Project 2).    
	 
	What if you worked only partial hours toward your LAC. How would you enter your time? 
	 
	For example: Employee AAA works an 8 hour scheduled day. Only for 3 of those hours he/she worked on Project 1, the remaining 5 hours he/she worked his/her regular job which doesn't require a LAC to be entered in the system. 
	 
	In this case, the employee will need to enter his/her hours on two separate lines on the Timesheet grid. 
	 
	Line 1: Employee AAA will add a new line, enter the TRC REGHR, enter the 3 hours worked on the timesheet, and select the applicable LAC.  
	 
	Line 2: Employee AAA will add a new line, enter the TRC REGHR, enter the remaining 5 hours worked, and leave the LAC field blank. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Employee Time Certification 
	Section 1 - Lesson 3 Exception Time Reporters Exercises - Scenario 17: Employee Time Certification 
	Procedure 
	 
	In this lesson, you will learn how to certify time using the Time Certification page. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Agencies can instruct their employees to certify their time by accessing the Time Certification page and clicking on E-Sign & Certify. 
	Agencies can instruct their employees to certify their time by accessing the Time Certification page and clicking on E-Sign & Certify. 
	 
	Click the Employee Time Certification link. 
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	Information contained in the Instructional Text will vary per Agency. 
	Information contained in the Instructional Text will vary per Agency. 
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	Click the E-Sign & Certify button. 
	Click the E-Sign & Certify button. 
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	Click the OK button. 
	Click the OK button. 
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	Notice how the save action marked the Time Certification with a Date/Time Stamp. 
	Notice how the save action marked the Time Certification with a Date/Time Stamp. 
	 
	Note: Employees can also certify their time by using the Time Certification link at the bottom of their timesheet.  
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	Congratulations, you have completed this lesson. 
	Congratulations, you have completed this lesson. 
	End of Procedure. 

	Span


	Lesson 5 - View Time and Leave Balances 
	Section 1, Lesson 5 
	View Time and Leave Balances 
	View Leave Balances/Expirations 
	Section 1 - Lesson 5 Exercises - Scenario 1: View Leave Balances/Expirations 
	Procedure 
	 
	In this lesson, you will learn how to view Leave Balances and Expirations. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the View Leave Balance/Expirations link. 
	Click the View Leave Balance/Expirations link. 
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	Click the Show next row (Alt+.) button. 
	Click the Show next row (Alt+.) button. 
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	Click the Show next row (Alt+.) button. 
	Click the Show next row (Alt+.) button. 
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	Click the Show next row (Alt+.) button. 
	Click the Show next row (Alt+.) button. 
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	Click the Show next row (Alt+.) button. 
	Click the Show next row (Alt+.) button. 
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	Click the Show next row (Alt+.) button. 
	Click the Show next row (Alt+.) button. 
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	Click the Show previous row (Alt+,) button. 
	Click the Show previous row (Alt+,) button. 
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	Click the Show Time Expiring in list. 
	Click the Show Time Expiring in list. 
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	We chose the Show All option to view all of the time that will expire for the Extended Sick Leave category. 
	We chose the Show All option to view all of the time that will expire for the Extended Sick Leave category. 
	 
	Click the Show All list item. 
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	The Number of Hours Expiring for the Extended Sick Leave are zero. 
	The Number of Hours Expiring for the Extended Sick Leave are zero. 
	 
	Click the Show next row (Alt+.) button. 
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	When we look at the Holiday Comp balance, we can see below that three hours of Holiday Comp will expire on June 19, 2015 and eight hours will expire on August 27, 2015. 
	When we look at the Holiday Comp balance, we can see below that three hours of Holiday Comp will expire on June 19, 2015 and eight hours will expire on August 27, 2015. 

	Span

	13. 
	13. 
	13. 
	13. 
	13. 



	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Employee Monthly Time Report 
	Section 1 - Lesson 5 Exercises - Scenario 2: Employee Monthly Time Report 
	Procedure 
	 
	This report will display beginning and ending balances for all types of leave. 
	 
	It can be run any time during the current month for the previous month's data. 
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	Click the My Time & Leave button. 
	Click the My Time & Leave button. 
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	Click the Employee Monthly Time Report link. 
	Click the Employee Monthly Time Report link. 
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	Click the Choose a date (Alt+5) button. 
	Click the Choose a date (Alt+5) button. 
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	Click the drop down list. 
	Click the drop down list. 
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	Click the February list item. 
	Click the February list item. 
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	Click the 28 link. 
	Click the 28 link. 
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	Click the Run report and email button. 
	Click the Run report and email button. 
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	Click the OK button. 
	Click the OK button. 
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	The report displays beginning and ending balances for all types of leave, leave accrued/earned, leave expiring within the next 3 months, current annual leave balances, projected accruals, carry over maximum and hours converting to sick leave.  
	The report displays beginning and ending balances for all types of leave, leave accrued/earned, leave expiring within the next 3 months, current annual leave balances, projected accruals, carry over maximum and hours converting to sick leave.  
	It can be run any time during the current month for the previous month's data. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Section 2 - eProfile 
	Section 2 - eProfile 
	Section 2 - eProfile has 1 lesson: 
	 Lesson 1 - eProfile Human Resources 
	 Lesson 1 - eProfile Human Resources 
	 Lesson 1 - eProfile Human Resources 


	Lesson 1 - eProfile Human Resources 
	Section 2, Lesson 1 
	eProfile Human Resources 
	View My Personal Information 
	Section 2 - Lesson 1 Exercises - Scenario 1: View My Personal Information 
	Procedure 
	 
	View My Personal Information is a central location where users can view, add, edit, and in some cases delete personal information. In this lesson, the user will learn how to complete the following tasks: 
	 
	1. View your Mailing Address  
	2. View your Phone Number 
	3. View your Emergency Contact 
	4. View your Email Address 
	5. View your Information Release Indicators 
	6. View your Disability Indicator Status 
	 
	Although it is possible to add, edit, or delete personal information from the 'My Personal Information' page, how to specifically perform each task for the areas listed above is included in the remaining topics in this section. 
	 
	Note: for security purposes real names, addresses, phone numbers, and other confidential information has been changed or removed from this training lesson. 
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	1. 
	1. 
	1. 
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the View My Personal Information link. 
	Click the View My Personal Information link. 
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	The top portion of the 'My Personal Information' page displays the employee's name and address information. 
	The top portion of the 'My Personal Information' page displays the employee's name and address information. 
	 
	Note: Employee AAA has two addresses listed. The current address is 6001 Baseline Drive SW, Austin, TX. On April 1, 2015 the new address will be 501 Baseline Avenue NW, Austin, TX.  
	 
	Employee AAA knew he/she was going to move on April 1, 2015. Therefore he/she added the information to CAPPS with a future date. It was not necessary for Employee AAA to wait until he/she actually moved before processing his/her address change. 
	 
	To learn how to change an address, refer to Exercise, Scenario 4: Edit Mailing Address 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Next, the 'My Personal Information' page displays the employee's Phone Numbers, Emergency Contact information, and Email Addresses. 
	Next, the 'My Personal Information' page displays the employee's Phone Numbers, Emergency Contact information, and Email Addresses. 
	 
	Each section contains a check mark indicating what should be considered the employee's Preferred or Primary information to be used. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Next, the 'My Personal Information' page displays the employee's Information Release Indicator selections and if the employee filled out the Disability Indicator information.  
	Next, the 'My Personal Information' page displays the employee's Information Release Indicator selections and if the employee filled out the Disability Indicator information.  
	 
	Employee AAA has opted to only release their emergency contact information to the public and not to release any disability information. 
	 
	Note: Selecting a Disability Indicator is not required. This function is completely voluntary on behalf of the employee. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	The bottom portion of the 'My Personal Information' page displays the employee's personal information, such as: Employee ID (Empl ID), Gender, Social Security Number, etc.  
	The bottom portion of the 'My Personal Information' page displays the employee's personal information, such as: Employee ID (Empl ID), Gender, Social Security Number, etc.  
	 
	Note: Employee confidential information has been removed from this page. 
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	Click the Return to Employee Self-Service link. 
	Click the Return to Employee Self-Service link. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Edit Emergency Contacts 
	Section 2 - Lesson 1 Exercises - Scenario 2: Edit Emergency Contacts 
	Procedure 
	 
	In this lesson you will learn how to: 
	 
	1. Edit an existing emergency contact 
	2. Add an additional emergency contact 
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the Edit Emergency Contacts link. 
	Click the Edit Emergency Contacts link. 
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	1. Edit an existing Emergency Contact 
	1. Edit an existing Emergency Contact 
	 
	In this lesson you will learn how to change your existing contact information to a new emergency contact person. 
	 
	(Changing Friend 1 to Dad) 
	 
	Click the Edit button. 
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	Click in the Contact Name field. 
	Click in the Contact Name field. 
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	Press [Delete]. 
	Press [Delete]. 
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	Enter the desired information into the Contact Name field. Enter "Dad's Full Name". 
	Enter the desired information into the Contact Name field. Enter "Dad's Full Name". 
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	Click the Relationship to Employee list. 
	Click the Relationship to Employee list. 
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	Click the Parent list item. 
	Click the Parent list item. 
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	Check the applicable box if the information is the same as the users. This will duplicate the information for the emergency contact. 
	Check the applicable box if the information is the same as the users. This will duplicate the information for the emergency contact. 
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	If the information is different it will have to be entered manually. 
	If the information is different it will have to be entered manually. 
	 
	Click the Edit Address button. 
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	Click in the Address 1 field. 
	Click in the Address 1 field. 
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	Enter the applicable information into the Address 1 field.  
	Enter the applicable information into the Address 1 field.  
	 
	In this example use 1234 One Road. 
	 
	Enter "1234 One Road". 
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	Enter the applicable information into the City field.  
	Enter the applicable information into the City field.  
	 
	In this example use Austin. 
	 
	Enter "Austin". 
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	Enter the applicable information into the State field.  
	Enter the applicable information into the State field.  
	 
	In this example use Texas. Enter "TX". 
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	Enter the applicable information into the Postal field.  
	Enter the applicable information into the Postal field.  
	 
	In this example use 78731. Enter "78731". 
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	Enter the applicable information into the County field.  
	Enter the applicable information into the County field.  
	 
	In this example use 227 for Travis County. Enter "227". 
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	Click the OK button. 
	Click the OK button. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Click in the Telephone field. 
	Click in the Telephone field. 
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	Press [Delete]. 
	Press [Delete]. 
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	Enter the desired information into the Telephone field. Enter "512/555-1111". 
	Enter the desired information into the Telephone field. Enter "512/555-1111". 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button. 
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	The system will confirm the information was saved successfully. 
	The system will confirm the information was saved successfully. 
	 
	Click the OK button. 
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	Notice how the system saved Dad's information as the Primary Contact. This is because he is the only contact listed. When there is more than one contact listed you may select the person who will be your primary contact. 
	Notice how the system saved Dad's information as the Primary Contact. This is because he is the only contact listed. When there is more than one contact listed you may select the person who will be your primary contact. 
	 
	For future changes to this emergency contact select the edit pencil icon. 
	 
	To delete this emergency contact select the garbage can. 
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	2. Add an additional Emergency Contact 
	2. Add an additional Emergency Contact 
	 
	In this lesson you will learn how to add a second emergency contact. 
	 
	(Adding Mom) 
	 
	Click the Add Emergency Contact button. 
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	Click in the Contact Name field. 
	Click in the Contact Name field. 
	 

	Span

	28. 
	28. 
	28. 
	28. 
	28. 



	Enter the desired information into the Contact Name field. Enter "Mom's Full Name". 
	Enter the desired information into the Contact Name field. Enter "Mom's Full Name". 
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	Click the Relationship to Employee list. 
	Click the Relationship to Employee list. 
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	Click the Parent list item. 
	Click the Parent list item. 
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	Click the Edit Address button. 
	Click the Edit Address button. 
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	Click in the Address 1 field. 
	Click in the Address 1 field. 
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	Enter the applicable address information into the Address 1 field.  
	Enter the applicable address information into the Address 1 field.  
	 
	Enter "4321 Second Street". 
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	Click in the City field. 
	Click in the City field. 
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	Enter the applicable city information into the City field.  
	Enter the applicable city information into the City field.  
	 
	Enter "Austin". 

	Span

	36. 
	36. 
	36. 
	36. 
	36. 



	Press [Tab]. 
	Press [Tab]. 

	Span

	37. 
	37. 
	37. 
	37. 
	37. 



	Enter the applicable State information the State field.  
	Enter the applicable State information the State field.  
	 
	Enter "TX" for Texas. 
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	Press [Tab]. 
	Press [Tab]. 
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	Enter the applicable Zip Code information into the Postal field.  
	Enter the applicable Zip Code information into the Postal field.  
	 
	Enter "78742". 
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	Press [Tab]. 
	Press [Tab]. 
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	The County field does not accept County names. Use the Look up glass to determine the applicable County number. 
	The County field does not accept County names. Use the Look up glass to determine the applicable County number. 
	 
	Click the Look up County button. 
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	Click the scrollbar to move down the page. 
	Click the scrollbar to move down the page. 

	Span

	43. 
	43. 
	43. 
	43. 
	43. 



	Click the 227 link for Travis County. 
	Click the 227 link for Travis County. 
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	Click the OK button. 
	Click the OK button. 
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	Click the scrollbar to navigate down the page. 
	Click the scrollbar to navigate down the page. 
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button. 
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	The system will confirm the information was saved successfully. 
	The system will confirm the information was saved successfully. 
	Click the OK button. 
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	Congratulations!  You have successfully complete this lesson. 
	Congratulations!  You have successfully complete this lesson. 
	End of Procedure. 
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	Edit Phone Number 
	Section 2 - Lesson 1 Exercises - Scenario 3: Edit Phone Number 
	Procedure 
	 
	The Edit Phone Numbers page enables users to modify their personal phone number information. As a user, you now have the ability to ensure that your information is always up-to-date. In this lesson, the user will learn how to complete the following tasks: 
	 
	1. Designate preferred contact number  
	2. Delete an old phone number 
	3. Add a new phone number 
	4. Add a fax number 
	 
	Note: for security purposes real names, addresses, and phone numbers have not been used. 
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the Edit Phone Numbers link. 
	Click the Edit Phone Numbers link. 
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	 We will designate a Preferred Contact Number.  
	 We will designate a Preferred Contact Number.  
	 
	CAPPS only allows one contact number as the designated preferred number, or the number where you prefer to be reached. 
	 
	It is designated by a check box under the Preferred option. 
	 
	In this example, you will change the preferred designation from the Home phone number to the Business Cell phone number. 
	 
	Click the Preferred option for Business Cell. 
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	The Business Cell number is now the designated phone number to be used. 
	The Business Cell number is now the designated phone number to be used. 
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	Now, we will delete an Old Phone Number. 
	Now, we will delete an Old Phone Number. 
	 
	Notice how there is no 'Edit Pencil' icon here. For this reason, you will need to delete the old phone number and add the new phone number to make the change.   
	 
	Click the Delete button to remove the old phone number. 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	6. 
	6. 
	6. 
	6. 
	6. 



	The system will prompt you for deleting the number to make sure that is the task that you want to perform. 
	The system will prompt you for deleting the number to make sure that is the task that you want to perform. 
	 
	Click the Yes - Delete button. 
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	To add the new phone number, click the Add Phone Number button. 
	To add the new phone number, click the Add Phone Number button. 
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	Click the Phone Type list. 
	Click the Phone Type list. 
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	Click the Home list item. 
	Click the Home list item. 
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	Click in the Telephone field. 
	Click in the Telephone field. 
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	Enter the new phone number into the Telephone field.  
	Enter the new phone number into the Telephone field.  
	 
	Enter "512/555-5444". 
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	To change your perferred phone number back to your home phone, click the Preferred option box. 
	To change your perferred phone number back to your home phone, click the Preferred option box. 
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button. 
	 

	Span

	14. 
	14. 
	14. 
	14. 
	14. 



	The system will confirm the information was saved successfully. 
	The system will confirm the information was saved successfully. 
	 
	Click the OK button. 
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	Now, we will add a fax number. 
	Now, we will add a fax number. 
	 
	Click the Add Phone Number button. 
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	Click the Phone Type list. 
	Click the Phone Type list. 
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	Click the FAX list item. 
	Click the FAX list item. 
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	Click in the Telephone field. 
	Click in the Telephone field. 
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	Enter the fax number into the Telephone field.  
	Enter the fax number into the Telephone field.  
	Enter "512/555-4455". 
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button. 
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	The system will confirm the information was saved successfully. 
	The system will confirm the information was saved successfully. 
	Click the OK button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Edit Mailing Addresses 
	Section 2 - Lesson 1 Exercises - Scenario 4: Edit Mailing Addresses 
	Procedure 
	 
	Addresses are effective dated meaning you can change an address as of a specific date. In this lesson, the user will learn how to change a mailing address and make it effective as of April 1, 2015.  
	 
	Note: for security purposes real names, addresses, and phone numbers have not been used. 
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the Edit Mailing Address link. 
	Click the Edit Mailing Address link. 
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	Click the Edit pencil icon. 
	Click the Edit pencil icon. 
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	The 'Change As Of' date is the date you want the new address to take effect. In this example the new address will take effect on April 1, 2015. 
	The 'Change As Of' date is the date you want the new address to take effect. In this example the new address will take effect on April 1, 2015. 
	 
	Click the Choose a date button. 
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	Click the dropdown arrow to select the month April. 
	Click the dropdown arrow to select the month April. 
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	Click April from the list. 
	Click April from the list. 
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	Click the number '1' for the date. 
	Click the number '1' for the date. 
	 
	Note: you can pick any day of the year. 
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	Click in the Address 1 field. 
	Click in the Address 1 field. 
	 

	Span

	9. 
	9. 
	9. 
	9. 
	9. 



	Press [Delete]. 
	Press [Delete]. 
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	Enter the new address information into the Address 1 field.  
	Enter the new address information into the Address 1 field.  
	 
	Enter "6001 Baseline Drive SW". 
	 

	Span

	11. 
	11. 
	11. 
	11. 
	11. 



	Note: Since the City and State did not change, you can skip over the fields.  
	Note: Since the City and State did not change, you can skip over the fields.  
	 
	Click in the Postal field. 
	 

	Span

	12. 
	12. 
	12. 
	12. 
	12. 



	Press [Backspace]. 
	Press [Backspace]. 
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	Enter the new Zip Code into the Postal field.  
	Enter the new Zip Code into the Postal field.  
	 
	Enter "78731". 
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button. 
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	The system will confirm the information was saved successfully. 
	The system will confirm the information was saved successfully. 
	 
	Click the OK button. 
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	Notice how the new address has the status of "Future". This is because it is a future dated row. On April 1, 2015 the status will change to"'Current". 
	Notice how the new address has the status of "Future". This is because it is a future dated row. On April 1, 2015 the status will change to"'Current". 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Request Name Change 
	Section 2 - Lesson 1 Exercises - Scenario 5: Request Name Change 
	Note: This functionality is not available to users in agencies which selected Manager Self Sevice (MSS) Lite. 
	Procedure 
	 
	In this lesson you will learn how to change your name in CAPPS. This is generally due to a marriage, divorce, adoption, or another type of a legal name change.  
	 
	Note: for security purposes real names, addresses, and phone numbers have not been used. 
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the Request Name Change link. 
	Click the Request Name Change link. 
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	NOTE: The 'Change As Of' date is the date the name change will take effect in the system. This date may be changed if needed. 
	NOTE: The 'Change As Of' date is the date the name change will take effect in the system. This date may be changed if needed. 
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	Click the Edit Name button. 
	Click the Edit Name button. 
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	Click in the Last Name field. 
	Click in the Last Name field. 
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	Enter the new Last Name. 
	Enter the new Last Name. 
	 
	In this example, enter "BBB". 
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	Click the Refresh Name button to update the information. 
	Click the Refresh Name button to update the information. 
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	Notice how the update information is now reflected on the page. 
	Notice how the update information is now reflected on the page. 
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	Click the OK button to accept the change. 
	Click the OK button to accept the change. 
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	Please be sure to provide the required information to your Human Resources representative. 
	Please be sure to provide the required information to your Human Resources representative. 
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	Click the Submit button. 
	Click the Submit button. 
	 
	After clicking the Submit button, this information is then forwarded to your manager for approval.  
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	Click the OK button to continue. 
	Click the OK button to continue. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Information Release Indicator 
	Section 2 - Lesson 1 Exercises - Scenario 6: Information Release Indicator 
	Procedure 
	 
	In this section, you will learn how to designate if your personal information is released or not released to the public.  
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the Information Release Indicator link. 
	Click the Information Release Indicator link. 
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	NOTE: It is important that you read and understand the statements on this page before selecting an indicator. 
	NOTE: It is important that you read and understand the statements on this page before selecting an indicator. 
	 
	If you need assistance before completing this page, contact your Human Resources Representative. 
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	It is important to note that if you are a Commissioned Peace Officer you must select the applicable box. 
	It is important to note that if you are a Commissioned Peace Officer you must select the applicable box. 
	 
	When this box is selected all values are automatically defaulted to 'N' for no release of information. 
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	Click the 'Release All Information' box to authorize release of all the information listed below. 
	Click the 'Release All Information' box to authorize release of all the information listed below. 
	 
	Note: It is not recommended by CAPPS that you release personal confidential information, (e.g.Social Security Number). 
	 
	Click the Release All Information option. 
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	Click the Release No Information check box.  
	Click the Release No Information check box.  
	 
	Notice how all the values below changed to an 'N' for No Release. 
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	If you do not select either box above, you can select each box individually to indicate whether or not you would like the information released.  
	If you do not select either box above, you can select each box individually to indicate whether or not you would like the information released.  
	 
	In this example, click the Emergency Contact Information dropdown arrow to change the value to a 'Y' indicating a Yes to release the information. 
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	Click the 'Y' list item. 
	Click the 'Y' list item. 
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button. 
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	The system will confirm the information was saved successfully. 
	The system will confirm the information was saved successfully. 
	Click the OK button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Maintain Disability Status 
	Section 2 - Lesson 1 Exercises - Scenario 7: Maintain Disability Status 
	Procedure 
	 
	There may be an occasion when an employee may want to provide disability information to their employer.   
	 
	In this lesson you will learn how to indicate whether or not a disability exists. Information specific to the type of disability will not be requested.  
	 
	Completing this page is completely voluntary. Employees are not required to disclose any information as to whether or not a disability exists.  
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the Maintain Disability Status link. 
	Click the Maintain Disability Status link. 
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	When filling out this page, be sure to first read the ADA disability definition. 
	When filling out this page, be sure to first read the ADA disability definition. 
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	In this example, click the 'No' check box. 
	In this example, click the 'No' check box. 
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	BRP Leveling / Non-Leveling 
	Section 2 - Lesson 1 Exercises - Scenario 8: BRP Leveling / Non-Leveling 
	Procedure 
	 
	In this lesson you will learn how to designate your Benefits Replacement Pay (BRP) option. 
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	Click the My Profile button. 
	Click the My Profile button. 
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	Click the BRP Leveling/Non-Leveling link. 
	Click the BRP Leveling/Non-Leveling link. 
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	On this page you will select how you would like to receive your Benefit Replacement Pay (BRP). 
	On this page you will select how you would like to receive your Benefit Replacement Pay (BRP). 
	 
	Leveled - allows you to receive the same BRP payment amount each month of the year. 
	 
	Unleveled - BRP payment amounts will vary each month of the year.  
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	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	Remember to click the Save button before navigating to a different page. If you do NOT click the Save button the information will be lost. 
	 
	Click the Save button to continue. 
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	The system will confirm the information was saved successfully. 
	The system will confirm the information was saved successfully. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Section 3 - ePay 
	Section 3 - ePay 
	Section 3 - ePay has 4 lessons: 
	 Lesson 1 - Earnings 
	 Lesson 1 - Earnings 
	 Lesson 1 - Earnings 

	 Lesson 2 - Direct Deposit 
	 Lesson 2 - Direct Deposit 

	 Lesson 3 - Deductions 
	 Lesson 3 - Deductions 

	 Lesson 4 - Tax 
	 Lesson 4 - Tax 


	Lesson 1 - Earnings 
	Section 3, Lesson 1 
	View and Print Earnings Statement 
	View/Print Earnings Statement 
	Section 3 - Lesson 1 Exercises - Scenario 1: View/Print Earnings Statement 
	Procedure 
	 
	Your Earnings Statement is your paycheck. In this lesson you will learn how to complete the following: 
	 
	1. View your earnings statement  
	2. Print your earnings statement 
	 
	Note: For security purposes information within this lesson has been changed. 
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	First, we will view your earnings statement. 
	First, we will view your earnings statement. 
	 
	Click the My Pay button. 
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	Click the View/Print Earnings Statement link. 
	Click the View/Print Earnings Statement link. 
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	Note: Only Earning Statements generated in CAPPS will appear on this page. As time progresses, additional Earning Statements will be available. Use the 'View All' link to display additional Earning Statements. 
	Note: Only Earning Statements generated in CAPPS will appear on this page. As time progresses, additional Earning Statements will be available. Use the 'View All' link to display additional Earning Statements. 
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	In this instance there is only one Earnings Statement available to view. 
	In this instance there is only one Earnings Statement available to view. 
	 
	The system is displaying one record, and there is only one record for this employee. 

	Span

	5. 
	5. 
	5. 
	5. 
	5. 



	Click the date of the Earnings Statement that you want to view. 
	Click the date of the Earnings Statement that you want to view. 
	 
	In this example, click the 01/21/2015 link. 
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	The Earnings Statement for the date you selected will automatically appear.  
	The Earnings Statement for the date you selected will automatically appear.  
	 
	The top portion of the Earnings Statement contains General and Tax Withholding information. 
	 
	Click the scroll bar to navigate down the page. 
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	The middle portion of the Earnings Statement contains your Paycheck Summary, Earnings, and Tax withholding information. 
	The middle portion of the Earnings Statement contains your Paycheck Summary, Earnings, and Tax withholding information. 
	 
	Click the scroll bar to navigate down the page. 
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	The bottom portion of the Earnings Statement contains Before and After Tax Deduction, and Employer Paid Benefits.  
	The bottom portion of the Earnings Statement contains Before and After Tax Deduction, and Employer Paid Benefits.  
	 
	The Net Pay Distribution box contains banking information. 
	 
	Click the scroll bar to navigate to the top of the page. 
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	Now, we will print an earnings statement 
	Now, we will print an earnings statement 
	 
	Begin by right-clicking in any open space with your mouse.  
	 
	Note: You can also use the print icon at the top of the page. 
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	Click the Print... option from the menu. 
	Click the Print... option from the menu. 
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	Select the applicable printer at the top of the pop-up window.  
	Select the applicable printer at the top of the pop-up window.  
	 
	Click the Print button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	View Compensation History 
	Section 3 - Lesson 1 Exercises - Scenario 2: View Compensation History 
	Procedure 
	 
	The Compensation History page allows you to view promotion, data, and pay rate changes. 
	 
	In this lesson you will learn how to view a promotion with an increase in pay. 
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	Click the My Pay button. 
	Click the My Pay button. 
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	Click the View Compensation History link. 
	Click the View Compensation History link. 
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	Employee AAA was hired 9/1/2014. Notice how the 'From' and 'To Date' fields reflect the range of 01/01/2014 through 12/31/2014. 
	Employee AAA was hired 9/1/2014. Notice how the 'From' and 'To Date' fields reflect the range of 01/01/2014 through 12/31/2014. 
	 
	In 2015, Employee AAA received a promotion. Next, you will change the 'From' and 'To Date' dates in order to view the promotion details.   
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	Click the Choose a date button. 
	Click the Choose a date button. 
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	Click the drop down arrow to change the month. 
	Click the drop down arrow to change the month. 
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	Click the month of March. 
	Click the month of March. 
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	Click the drop down arrow to select the year. 
	Click the drop down arrow to select the year. 
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	Click the year 2015. 
	Click the year 2015. 
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	Click the last day of the month. 
	Click the last day of the month. 
	 
	Note: you can select any applicable date. 
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	Click the Refresh Data button. 
	Click the Refresh Data button. 
	 
	This will retrieve any new information for the dates you selected. 
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	Notice how Employee AAA's promotion is now displayed. The promotion was dated 02/15/2015. In order for it to appear in the results window, the applicable date range needed to be entered, 
	Notice how Employee AAA's promotion is now displayed. The promotion was dated 02/15/2015. In order for it to appear in the results window, the applicable date range needed to be entered, 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Lesson 2 - Direct Deposit 
	Section 3, Lesson 2 
	Add or Change Direct Deposit Information 
	View/Edit Direct Deposit 
	Section 3 - Lesson 2 Exercises - Scenario 1: View/Edit Direct Deposit 
	Procedure 
	 
	In this lesson you will learn the following: 
	 
	1. How to view your direct deposit information. 
	 
	2. How to edit your direct deposit information. 
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	Click the My Pay button. 
	Click the My Pay button. 
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	Click the View/Edit Direct Deposit link. 
	Click the View/Edit Direct Deposit link. 
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	The current Direct Deposit information is displayed.  
	The current Direct Deposit information is displayed.  
	 
	It is important to note that in CAPPS there can only be one account set up for direct deposit. 
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	To view Direct Deposit details, click the Savings link. 
	To view Direct Deposit details, click the Savings link. 
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	The Direct Deposit Detail page automatically displays. This page contains banking detail information.  
	The Direct Deposit Detail page automatically displays. This page contains banking detail information.  
	 
	Click the Return to Direct Deposit link. 
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	Now, we will edit your direct deposit information. 
	Now, we will edit your direct deposit information. 
	 
	Employee AAA is changing his/her direct deposit from his/her savings account to his/her checking account. Both accounts are at the same bank. 
	 
	To begin click the Edit button. 
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	If you know the Routing Number you can type it directly in the box.  
	If you know the Routing Number you can type it directly in the box.  
	 
	If you do not know the Routing Number, you can use the Look Up Glass to locate your bank's Routing Number. 
	 
	Employee AAA is changing the type of account at the same bank, therefore the routing number will not change. 
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	Click in the Account Number field. 
	Click in the Account Number field. 
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	Enter the new Bank Account Number into the Account Number field.  
	Enter the new Bank Account Number into the Account Number field.  
	 
	Employee AAA Bank checking account number is 111222333. 
	 
	Enter "111222333". 
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	Click on the drop down arrow to select 'Checking'. 
	Click on the drop down arrow to select 'Checking'. 
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	Click the Account Type option 'Checking'. 
	Click the Account Type option 'Checking'. 
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	To accept the change, click the Submit button. 
	To accept the change, click the Submit button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Lesson 3 - Deductions 
	Section 3, Lesson 3 
	View, Add, or Update Voluntary or Charitable Deductions 
	Voluntary Deductions 
	Section 3 - Lesson 3 Exercises - Scenario 1: Voluntary Deductions 
	Procedure 
	 
	In this lesson you will learn how to add a voluntary deduction with a specific stop date. 
	 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1. 
	1. 
	1. 
	1. 
	1. 



	Click the My Pay button. 
	Click the My Pay button. 
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	Click the Voluntary Deductions link. 
	Click the Voluntary Deductions link. 
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	Notice how Employee AAA has an existing voluntary deduction to Abilene Teachers FCU.  
	Notice how Employee AAA has an existing voluntary deduction to Abilene Teachers FCU.  
	 
	The Deduction field identifies the amount being deducted per pay cycle. 
	 
	The Goal Amount represents the total amount to be deducted. When this amount is reached the deductions will stop. 
	 
	The Goal Balance field represents the total amount deducted to date. 
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	Click the Add Deduction button. 
	Click the Add Deduction button. 
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	Click the Look up *Type of Deduction button. 
	Click the Look up *Type of Deduction button. 
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	Click the scrollbar to navigate down the selection list. 
	Click the scrollbar to navigate down the selection list. 

	Span

	7. 
	7. 
	7. 
	7. 
	7. 



	Click the United Heritage Credit Union link. 
	Click the United Heritage Credit Union link. 
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	Click in the Enter Amount to be deducted field. 
	Click in the Enter Amount to be deducted field. 
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	Enter the amount to be deducted into the Enter Amount to be deducted field.  
	Enter the amount to be deducted into the Enter Amount to be deducted field.  
	 
	In this example enter "150.00". 
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	Option 1 - Goal Amount is used to set the total amount to be deducted. 
	Option 1 - Goal Amount is used to set the total amount to be deducted. 
	 
	Option 2 - Deduction Stop Date is used when you want your deductions to stop on a specific date. 
	 
	Select either Option 1 or Option 2 when entering your Voluntary Deduction. 
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	Note: If you selected Option 1 when setting up your voluntary deduction and need to stop your deduction you can add a Deduction Stop Date. 
	Note: If you selected Option 1 when setting up your voluntary deduction and need to stop your deduction you can add a Deduction Stop Date. 
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	Note: This lesson is how to add a voluntary deduction with a specific stop date. 
	Note: This lesson is how to add a voluntary deduction with a specific stop date. 
	 
	Click in the Option 2: Enter Deduction Stop Date field. 
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	Enter the date you want the deduction to stop in the Option 2: Enter Deduction Stop Date field.  
	Enter the date you want the deduction to stop in the Option 2: Enter Deduction Stop Date field.  
	 
	In this example, enter "12/01/2015". 
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	Click the Submit button. 
	Click the Submit button. 
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	Click the OK button. 
	Click the OK button. 
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	Note: Should you need to change an existing voluntary deduction use the Edit button. 
	Note: Should you need to change an existing voluntary deduction use the Edit button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Charitable Deductions 
	Section 3 - Lesson 3 Exercises - Scenario 2: Charitable Deductions 
	Procedure 
	 
	In this lesson you will learn how to add/edit and delete a Charitable Deduction. 
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	During the Open Enrollment period for Charitable Contributions (Sept. 1 - Oct 31), you will see an option to select the link for State Employee Charitable Contributions (SECC) under HR/Payroll News & Articles.   
	During the Open Enrollment period for Charitable Contributions (Sept. 1 - Oct 31), you will see an option to select the link for State Employee Charitable Contributions (SECC) under HR/Payroll News & Articles.   
	 
	You are also able to select the My Pay button to the left if you choose to use to navigate instead. 

	Span


	 
	 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	2. 
	2. 
	2. 
	2. 
	2. 



	Click the My Pay button. 
	Click the My Pay button. 
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	Click the Charity Deductions link. 
	Click the Charity Deductions link. 
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	Note: Charitable Deductions are taken once a year. 
	Note: Charitable Deductions are taken once a year. 
	 
	A maximum of three, (3) deductions may be selected. 
	 
	You will be directed to a (State Employee Charitable Campaign) site that interfaces with CAPPS. 
	 
	Click the https://www.secctexasgiving.org/ link. 
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	This screen lists the Campaign Areas.  The names are in alphabetical order.    
	This screen lists the Campaign Areas.  The names are in alphabetical order.    
	 
	You will select the Campaign Area of your choice and will be taken to the Register and/or Login page. 
	 
	Click the CAPITAL AREA SECC link. 
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	If this is your first time Making a Pledge, you will select the Register button.  If not, select the Login button. 
	If this is your first time Making a Pledge, you will select the Register button.  If not, select the Login button. 
	 
	You will then continue through the Campaign site following the detailed instructions.  Those details are not captured in this training. 
	 
	Click the REGISTER button. 
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	After the enrollment period is over, you have the option to edit or delete an existing Charitable Deduction.   
	After the enrollment period is over, you have the option to edit or delete an existing Charitable Deduction.   
	 
	The next steps will show you how to edit and delete your deduction. 
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	Click the My Pay button. 
	Click the My Pay button. 
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	Click the Charity Deductions link. 
	Click the Charity Deductions link. 
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	After the election period has closed, you can edit or delete your elections throughout the year. 
	After the election period has closed, you can edit or delete your elections throughout the year. 
	 
	Please review the second paragraph in regards to being a new hire, rehire or transfer. 
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	To change the amount of your election, 
	To change the amount of your election, 
	 
	Click the Edit button. 
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	The Charitable campaign election(s) will be listed. Edit the monthly amount being deducted. 
	The Charitable campaign election(s) will be listed. Edit the monthly amount being deducted. 
	 
	Don't forget to Save your changes!  
	 
	In this exercise, we won't be Saving but will move on to Deleting a deduction.  
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	In order to delete a Charitable election,  
	In order to delete a Charitable election,  
	 
	Click the Delete button. 
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	Review and respond to the message accordingly.   
	Review and respond to the message accordingly.   
	 
	This is an opportunity for you to confirm the Delete.  You will not be able to re-add after this point. 
	 
	In this exercise, you will select Cancel. 
	 
	Click the Cancel button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Lesson 4 - Tax 
	Section 3, Lesson 4 
	View Tax Information 
	W-4 Tax Information 
	Section 3 - Lesson 4 Exercises - Scenario 1: W-4 Tax Information 
	Procedure 
	 
	In this lesson you will learn how to enter your W-4 tax information in CAPPS. 
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	Click the My Pay button. 
	Click the My Pay button. 
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	Click the W-4 Tax Information link. 
	Click the W-4 Tax Information link. 
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	Before entering your W-4 tax information you should always validate that your name, social security number, and address information is correct.  
	Before entering your W-4 tax information you should always validate that your name, social security number, and address information is correct.  
	 
	If your social security number is incorrect, contact your Human Resources office. 
	 
	If your address is incorrect, you can correct (edit) the information in Employee Self Service by navigating to: Self Service > Personal Information > Home & Mailing Address. Use the edit feature (pencil icon) to update your information. 
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	Click in the field and enter the total number of Allowances you are claiming in the field.  
	Click in the field and enter the total number of Allowances you are claiming in the field.  
	 
	In this example: Enter "1". 
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	Click in the field and enter the additional amount, if any, you want withheld from each paycheck in the field. 
	Click in the field and enter the additional amount, if any, you want withheld from each paycheck in the field. 
	 
	In this example: enter "50.00". 
	 
	Note: This field is optional. 
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	The radio buttons here allow you to select either Single or Married status. 
	The radio buttons here allow you to select either Single or Married status. 
	 
	In this example Single is being used. 
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	Select the check box for 'Check here and select Single status if married but withholding at single rate.' if this is applicable for your tax withholding status. 
	Select the check box for 'Check here and select Single status if married but withholding at single rate.' if this is applicable for your tax withholding status. 
	 
	In this example, select the box. 
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	Click the scrollbar. 
	Click the scrollbar. 
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	For exempt status, read the conditions listed and check the box if applicable. 
	For exempt status, read the conditions listed and check the box if applicable. 
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	When you have completed filling out the W-4 tax data, click the Submit button. 
	When you have completed filling out the W-4 tax data, click the Submit button. 
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	You will be asked to enter your password in the Password field.  
	You will be asked to enter your password in the Password field.  
	 
	This should be your own unique password. Use the same password that you used to sign-in. 
	 
	In this example: enter "P@$$w0rd". 

	Span

	12. 
	12. 
	12. 
	12. 
	12. 



	Click the Continue button. 
	Click the Continue button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	View/Print W-2 and W-2c Information 
	Section 3 - Lesson 4 Exercises - Scenario 2: View/Print W-2 and W-2c Information 
	Procedure 
	 
	In this lesson you will learn the following: 
	 
	1. How to print a copy of your W-2. 
	2. How to view filing instructions. 
	 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1. 
	1. 
	1. 
	1. 
	1. 



	Click the My Pay button. 
	Click the My Pay button. 
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	First, we will print a copy of your W-2. 
	First, we will print a copy of your W-2. 
	Click the View W-2/W-2c Forms link. 
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	Click the Year End Form link. 
	Click the Year End Form link. 
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	Your W-2 Form will appear. 
	Your W-2 Form will appear. 
	 
	Note: For security purposes confidential information has been removed. 
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	Click the Print button. 
	Click the Print button. 
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	Now, we will view filing instructions. 
	Now, we will view filing instructions. 
	 
	Click the Filing Instructions link. 
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	The Filing Instructions document will appear.  
	The Filing Instructions document will appear.  
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	To obtain a copy, click the Print icon. 
	To obtain a copy, click the Print icon. 
	 

	Span


	 
	 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	9. 
	9. 
	9. 
	9. 
	9. 



	Check to make sure you are printing to the applicable printer, then click the Print icon to continue. 
	Check to make sure you are printing to the applicable printer, then click the Print icon to continue. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	W-2 and W-2c Consent 
	Section 3 - Lesson 4 Exercises - Scenario 3: W-2 and W-2c Consent 
	Procedure 
	 
	In this lesson you will learn how to provide consent to receive an electronic W-2 or W-2c Form.  
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	Click the My Pay button. 
	Click the My Pay button. 
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	Click the W-2/W-2c Consent link. 
	Click the W-2/W-2c Consent link. 
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	Click the scrollbar to view all the content within the description box. 
	Click the scrollbar to view all the content within the description box. 
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	To receive your W-2 electronically, click the checkbox 'Check here to indicate your consent to receive electronic W-2 and W-2c forms'. 
	To receive your W-2 electronically, click the checkbox 'Check here to indicate your consent to receive electronic W-2 and W-2c forms'. 
	 
	Note: You may also uncheck the box to remove consent. 
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	Click the Submit button. 
	Click the Submit button. 
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	Click in the Password field. 
	Click in the Password field. 
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	Enter your password (the same password that you logged in with) into the Password field.  
	Enter your password (the same password that you logged in with) into the Password field.  
	 
	In this example enter "P@$$w0rd". 

	Span

	8. 
	8. 
	8. 
	8. 
	8. 



	Click the Continue button. 
	Click the Continue button. 
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	Congratulations! You have successfully completed this lesson. 
	Congratulations! You have successfully completed this lesson. 
	End of Procedure. 
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	Glossary
	Glossary
	 

	 
	ESS 
	ESS 
	ESS 
	ESS 

	ESS stands for Employee Self Service. 
	ESS stands for Employee Self Service. 
	 


	MSS 
	MSS 
	MSS 

	MSS stands for Manager Self Service. 
	MSS stands for Manager Self Service. 
	 


	SetID 
	SetID 
	SetID 

	SetID is a core value for each agency; it identifies the data-set for that particular agency. A SetID always begins with the letters "TX" followed by the Agency Number (e.g., TX304). 
	SetID is a core value for each agency; it identifies the data-set for that particular agency. A SetID always begins with the letters "TX" followed by the Agency Number (e.g., TX304). 
	 


	Worklist 
	Worklist 
	Worklist 

	A Worklist is an organized list of items which require your attention (e.g., approval of one-time merit pay). The system automatically routes an item to the appropriate manager’s (or supervisor’s) worklist. 
	A Worklist is an organized list of items which require your attention (e.g., approval of one-time merit pay). The system automatically routes an item to the appropriate manager’s (or supervisor’s) worklist. 
	 



	 



