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Section 1 - Time and Leave Management

Section 1 - Time and Leave Management

Manager Timesheet Entry
Section 1 - Lesson 1 Exercises - Manager Timesheet Entry

Procedure

In this lesson you will learn how to enter time on behalf of your direct report. You will learn how
to do the following:

1. Enter Annual Leave

2. Enter Sick Leave Taken

3. Enter Time Worked on a Holiday with a Labor Account Code
4. Certify Time on Behalf of Direct Report

The timesheet lookup page will default to the first of the current month; all months will display
31 days regardless of the number of days in the month.

Glenn Hegar Texas Comprroller of Public Accounts

Cermraled Anccumting and Pyl Persarml System.

Home Sign out

Favorites = Main Menu

Welcome Manager 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 Accessibility 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

®100% -
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Step Action

1. Navigate to the Manager Timesheet.

Click the Manager Self-Service button.

Manager Self-Service

2. Click the Time and Leave Management link.

[Time and Leave Managemen{

3. Click the Manager Timesheet link.
Manager Timeshee]

Glenn Hegar Texas Comptroller of Public Accounts

Cemralisd Accouming and Fayralipersene ystem.

Home Sign out

Favorites - Main Menu > Manager Self-Service > Time and Leave Management > Manager Timesheet

| New Window | Persenalize Page | 5

Manager Timesheet
Select Employee
Manager XXXL

Transaction Effective Date: [04/01/2015 |[]

Direct Reports Personalize | Find First'4 1-g of 8 &/ Last
Name Empl ID Job Title Department

Employee AAA 00000500000 HUMAN RES HRD

Employee ABC 00000100000 SPEC PROJE HRD

Employee DEX 00000200000 HUMAN RES HRD

Employee XAZE 00000300000 HUMAN RES HRD

Employee JMN 00000400000 HUMAN RES HRD

Employee 24XY 00000600000 SPEC PROJE HRD

Employee LLOO 00000700000 HUMAN RES HRD

Employee BRIT 00000800000 HUMAN RES HRD

®100% -

Step Action

4, Choose the Direct Report needing hours entered on the timesheet.

Click the Employee DEX link.
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Step Action

5. Note: If there is an exception on a timesheet (an exception is an error occurring
when time is processed), the system displays a moving banner across the top of the
screen: "You have an exception." Both the employee and the manager will be locked
out of the timesheet until the exception is resolved.

Your agency Super User will check daily for exceptions, and will research the errors
to clear them as quickly as possible, so that timesheet access can be restored.

6. 1. Your employee is taking Annual Leave.

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

El

7. Find the Time Reporting Code for Annual Leave Taken (ANLVT).
Click the ANLVT link.
8. The CAPPS HR/Payroll system uses decimals, and not minutes, for time reporting.

15 minutes = .25 hours
30 minutes = .50 hours
45 minutes = .75 hours

For example, if you work 7 1/2 hours, you would enter 7.50 hours on your
timesheet, and not 7:30 (as in the old system).

9. In this exercise, Employee DEX took 8 hours of Annual Leave on Thursday, April
2.

Enter the desired information into the Thu 4/2 0.00 field. Enter "8.00".

[ |

10. If multiple Time Reporting Codes are required, each must be entered on a separate
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. 2. Your employee is also taking 4 hours of Sick Leave.

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

El

12. Click the Vertical Scrollbar and scroll down this list to find the Time Reporting
Code for Sick Leave Taken.
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Step Action
13. Click the SICKT link.
14. The employee is taking 4 hours of Sick Leave on April 7.

Enter the desired information into the Tue 4/7 0.00 field. Enter "4.00".

15. 3. Your employee worked 8 hours on April 21. He is working on a special project
being tracked, so the hours need to be charged to a Labor Account Code.

And because April 21 is a holiday, and the employee is scheduled to work, you will
need to use the *Time Reporting Code for working on a holiday for which the
employee is scheduled to work, REGHW.

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

Bl

Look Up Time Reporting Code

Time Reporting Code: | begins with V||

Search Results
View 100 First (4, 1910f81 () Last

Time Reporting
Code

Description

12 NonExe Disaster Lost

12 NonExe Disaster Taken

18 Exempt Disaster Lost

18 Exempt Disaster Taken
Administrative Leave Lost
Administrative Leave Taken
Assistance Dog Training
Annual Leave Taken

Court Appoint Spec Advoc Taken
Compensatory Time Lost
Compensatory Time Taken
Compensatory Time Lost-Sys
Blood Donor

Bone Marrow Donor

Qrgan Donor

Educational Activities
Education Leave

Emergency Leave

Volunteer EMT Training
Extended Sick Leave Returned
Extended Sick Leave Taken
Exercise Leave Taken

Flexing Schedule

Banked Overtime Paid

Banked Overtime Taken
Foster Parent Leave
Emergency Fitness Leave Lost

'#ICRow20'); #100% ~

Step Action

16. Click the Vertical Scrollbar to scroll down the list to find the Time Reporting
Code for regular time worked on a holiday.
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Look Up Time Reporting Code

Emergency Fitness Leave Lost
Emergency Fitness Leave Taken
Holiday Comp Lost

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 Lost

Military Leave Out

Military Leave Taken

National Guard Active Duty Tak
Optional Holiday Comp Lost
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 Enfremnt Off Training
Sick Leave Pool Taken

Sick Leave Taken

Special Leave Lost

Special Leave Transferred Out
Special Leave Taken

Volunteer Firefighter Training
Leave to Vote

Wellness Leave Lost

‘Wellness Leave Out

Wellness Leave Taken

H100% ~

Step Action

17. Click the REGHW link.
IEGHW

18. Enter "8.00" into the Tue 4/21 0.00 field.
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Ca pi 3% Glenn Hegar Texas Comptroller of Public Accounts

Centraled Anccumting and Pyl Persal Syste.

Home Sian out
Favorites | Main Menu > Manager Self-Service > Time and Leave Management > Manager Timesheet
New Window
Manager Timesheet
Name: Employee DEX State Service Effective Date: 07/11/1991
EmpIID: 00000200000 O Position Number: 00001132 Workgroup: G0BEXEEHSA
Job Title:  HUMAN RES SPEC V Department: 240001 Manager ID: 0000000008 Manager XXXL
Leave Balances
Annual FLSA  Regular  Holiday Optional Sickleave Administrative  Extended Sick _ Emergency Wellness ¢ |
Leaveltabinces Leave Sick  overtime  Comptime  Comptime,  Holiday Pool Leave Leave Fitness Leave Leave SP®
Current 20700 94050 0.00 0.00 16.00 0.00 0.00 32.00 0.00 0.00 0.00
Pending Approval 000 0.00 000 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Available 20700 94050 0.00 0.00 16.00 0.00 0.00 32.00 0.00 0.00 0.00
From Wednesday 04/01/2015 to Wednesday 0411572015
“Time Time Reporting Wed |Thu Fri  Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed .
Reporting Code an 42 43 4i4 45 416 am 418 419 410 411 4M2 413 414 4ns R;:;'CIIHECDA‘IE Status  Labor Account Cod
Code Description 800 800 800 000 000 800 800 800 800 800 000 000 800 800 800
ANLVT  [@, AL Taken 0.00 |[8.00 | [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 @, AP
SICKT [@, SckTaken 0.00 |[0.00 | 0.00 | (0.00 |[0.00 |[0.00 | 2.00 || 0.00]| 0.00|| 0.00|| 0.00|  0.00]| 0.00] 0.00|| 0.00 Q, AP
Add a New Line for 040172015 to 041152015 |
From Thursday 04/16/2015 to Friday 05/01/2015
*Time Time Reporting | Thu Fri Sat Sun lon | Tue Wed |Thu Fri Sat Sun Mon |Tue Wed |Thu Fri o de
Reporfing | Code 446 [4M7 |4M8 [an9 |40 |41 |42 |4 (a4 |42 |46 |47 (428 |49 |ano s |Ovede  lspatus |Labor Acck
Description (800 (800 [0.00 |0.00 |5.00 |5.00 [5.00 |5.00 |5.00 (000 [0.00 [8.00 (800 |5.00 |5.00 [3.00
REGHW | @ |REGHR Hol ‘ unn‘ unn‘ u,un| u,uo‘ u,uo‘ snn‘ u,uo‘ u,uo‘ u,un| unn‘ u,uo‘ u,un| u,uo‘ u,uo‘ unn‘ u,uo‘ Q|AP ‘
[ Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015 | v
—
< >
H100% v

Step

Action

19.

To find the Labor Account Code field, click on the Horizontal Scrollbar to move
to the right on this screen.

20.

The Labor Account Code is used for allocating hours for special purposes.

Page 6
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts
e ecaning Pyl ol e
Home Sian out
Favorites | Main Menu > Manager Self-Service > Time and Leave Management > Manager Timesheet
New Window
~
State Service Effective Date:  07/11/1991
Position Number: 00001132 Workgroup: G0SEXEEHSA
Manager ID: 0000000009 Manager XXXL
Holiday ~Optional SickLeave Administrative  Extended Sick __Emergency Wellness o 1) ovel Miliary Loave Bty B ot
Comptime  Holiday Pool Leave Leave Fitness Leave Leave e e
16.00 0.00 0.00 32.00 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 0.00 0.00 0.00 0.00
16.00 0.00 0.00 32.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
fon Tue Wed Thu Fri Sat Sun Mon Tue Wed .
e a7 B 4 A0 4M1 aM2 4N3 414 ams DSOS status  Labor Account Code FMLA ID Comments Deny
00 800 800 800 800 000 000 800 800 B8.00
b.00 | [0.00 | [ 0.00] [ 0.00] | 0.00] [ 0.00] | 0.00| | 0.00] [ 0.00] [ 0.00 @, ap @,
0.00 |[4.00 || 0.00|  0.00]| 0.00]| 0.00| 0.00|] 0.00]|0.00| 0.00 @, ap @ Deny
D15
ue |Wed |Thu Fri Sat Sun Mon | Tue (Wed | Thu Fri o i
21 (422 (423 (428 |45 |ar26 (427 (428|429 (430 (&1 [DMETOSS. o |Status |Labor Account Code FMLA ID | Comments Deny
00 |8.00 [8.00 [8.00 |0.00 [0.00 [s.00 [8.00 [8.00 |8.00 |8.00
2.00] ([ 0.00] (| 0.00] ([ 0.00]| [ 0.00|| 0.00|[ 0.00]||"0.00(| 0.00|[ 0.00]| 0.00 @, |ap @
v
< >
#100% ~
Step Action

21.

Find the Labor Account Code that is set up to track the employee's special project.

Click the Look up Labor Account Code (Alt+5) button.

Bl

22.

Choose the appropriate Labor Account Code for the activity. For this exercise, use
608 ABT_OPERAT.

Click the 608 _ABT_OPERAT link.
08 AET OPERAT

23.

Click the Horizontal Scrollbar to scroll back to the left on this screen.

24.

When all appropriate hours have been entered for this employee, sign and approve
the hours.

Click the E-Sign & Approve button.
| E-sign & Approve|
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Step Action

25. The system displays a Message that April 21 is a skeleton crew holiday.

The Message is a reminder to make sure that the correct Time Reporting Codes for
that date are being used.

Click the OK button.

26. The system confirms that the Save was successful.

Click the OK button.

27. 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.)

28. 4. Certify time for a Direct Report.

Click the Time and Leave Management button.
[Time and Leave Managemen

29. Click the View/Edit Time Certification menu.
| | view/Edit Time Certification |

30. The use of Time Certification will be determined by the agency.

Click the Employee JMN link.
Employee JMMN

Page 8
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§ @ f Glenn Hegar Texas Comptroller of Public Accounts
Home Sign out
Favovriles Ma\nvMenu > Manager Svelfrﬁerw[e > Time and Leavve Management > View/Edit Time Certification
New Window | Personalize Page | [F
Time Certification
Select Time Period
Employee JMN
Period Required Completed
JAN-2015 Yes No
Return to Select Employee
#100% -
Step Action
31. Your employee has not certified her time for the January 2015 time period.
Click the Period link.
JAM-2015
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g [ Glenn Hegar Texas Comptroller of Public Accounts
P —r——
Home Sign out

Favorites - Main Menu > Manager Self-Service > Time and Leave Management > View/Edit Time Certification

New Window | Personalize Page | [

Time Certification

Employee ID: 00000400000 Name: Employee JMN

Certification Month: 2\ 2015 I Required

Instructional Text | TED BY Agency

Certified By:
Date/Time Stamp:

E-Sign & Certify

Return to Select Time Period

#100% -

Step Action

32. The system displays the Time Certification page.
Note: Employees can certify their hours on their Timesheet.

Click the E-Sign & Certify button.
| E-Sign & Cerify |

33. The Save was successful.

Click the OK button.

34. The employee's time for January has now been certified.

If the time has been certified by the manager, then the manager's name will appear
in the Certified By: field. The Date/Time Stamp: field shows when this
certification was done.

If the employee had certified the time, then the system would have displayed the
employee's name.

35. Congratulations! You have successfully completed this lesson.
End of Procedure.
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View Time
Section 1 - Lesson 2 Exercises - View Time

Procedure

This lesson shows how the Manager is able to view an employee's Leave Balance and Expiration.

i : ﬁ@ i 3% Glenn Hegar Texas Comprroller of Public Accounts

Cenraliza Accounting and Pyl Personrel System

Home Sian out

Favorites - Main Menu

Welcome Manager 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 Accessibility 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

10% ~

Step Action

1. Navigate to the Manager Timesheet.

Click the Manager Self-Service button.

Manager Self-Service

2. Click the Time and Leave Management link.
[Time and Leave Managemeni

3. Click the View Leave Balance/Expirations link.
[View Leave Balance/Expirationg
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@ [ Glenn Hegar Texas Comptroller of Public Accounts
Cotraoed ek Ty Perseovel S
Home Sian out
Favorites | Main Menu > Manager Self-Service > Time and Leave Management >  View Leave Balance/Expirations
| New Window | Personalize Page | =
Select Employee
Manager ABCD.___ "
Transaction Effective Date: |03/17/2015 |5
Direct Reports Personalize | Find | First' &' 16 076 ‘&’ Last
Name Empl ID Job Title Department
Employee PFF 0000090000  Accountant FinAdm2
Employee DRR 0000060000  Budget Anl FinAdm2
Employee STS 0000050000 Budget Anl FinAdm2
Employee MMM 0000070000 Systms Ani FinAdm2
Employee CQZ 0000020000 Accountant FinAdm2
Employee FHG 0000030000  Accountant FinAdm2
#100% v
Step Action

Choose the employee whose leave you want to view.

Click the Employee PFF link.

The Leave Time Balance Summary displays all Comp Time plans, balances,
earned hours, adjustments, hours taken, and expiring hours.

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

[

The employee has an Available Balance of 27.00 hours of Annual Leave.

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

[

Row 3 shows FLSA Overtime for this employee.

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

[
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Step Action

8. Row 4 shows Compensatory Time for this employee.

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

[

9. In this exercise, we have jumped ahead to Row 9, the Holiday Comp section.

The employee has 8 hours of Holiday Comp time. The manager can see when this
time will expire.

Click the Show Time Expiring in list.

vi

E @ f { e Glenn Hegar Texas Comptroller of Public Accounts

Cemmralzed Anccuntng and Pyl Personmel ystem.

Home Sign out

Favorites - Main Menu > Manager Self-Service > Time and Leave Management > View Leave Balance/Expirations

New Window | Personalize Page | 5

View Leave Balance/Expirations

Employee PFF Employee ID 0000090000

Employment Record 0

View Leave Balances Find | View All First 90f 15 Last
Leave Time Balance Summary
Today's Date: (03/17/2015 Last Update: 12/10/2014

Leave Time Off Plan: HOLIDAYCMP Holiday Comp
Beginning Fiscal Year Balance: 2.000000
Eamed Fiscal Year to Date Balance: 0.000000
Taken Fiscal Year to Date Balance: 0.000000
Adjusted Fiscal Year to Date Balance:  0.000000
Pending Approval 0.000000
Available Balance 8.000000

*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

Retumn to Direct Reporis

H100% ~

Step Action

10. Your options include:
Next 30 Days;

Next 90 Days;

One Year; or

Show All.

Click the Show All list item.
Show All
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Step Action

11. The system shows that 8.00 hours of Holiday Comp time will expire on August 27,
2015.

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

Maintain Shift Pay Rate
Section 1 - Lesson 3 Exercises - Maintain Shift Pay Rate

Procedure

In order to receive regular shift pay, an agency must be authorized to pay shift, and an employee
must be set up with the correct shift configuration in Job and Time & Labor.

On the Maintain Shift Pay Rate page, the manager can only change the shift rate.

Glenn Hegar Texas Compuroller of Public Accounts

Cenirallzd Accountngand Fayeal Persamrel System

Home Sign out

Favorites  Main Menu

Welcome Manager 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 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

#100% ¥

Step Action

1. Click the Manager Self-Service button.

Manager Self-Service
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Step Action

2. Navigate to the Maintain Shift Pay Rate page.

Click the Time and Leave Management link.
[Fime and Leave Managemeni

3. Click the Maintain Shift Pay Rate link.
Maintain Shift Pay Ratd

Home Sign out

Favorites : Main Menu > Manager Self-Service > Time and Leave Management > Maintain Shift Pay Rate

| New Window | Personalize Page | i

Select Employee
Manager Change1 ¥

Direct Reports For Replacement Manager
P v Hanag Personalize | Find |0 First 4 17077 2 Last

Change1

Name Empl 1D Job Title Department

New Manager 00000000239 Manager 4 Operations &
Test Employee FFF 00000000085  Clerk | HR

Test Employee HHHH 00000000082  Clerk Ii Operations

Test Employee J 00000000010 Planner 5 1000 &
Test Employee MMM 00000000077  Customer S Operations

Test Employee XXXXB 00000000104  Ad Asst 1 Operations

Test Staffer 00000000065  Ad Asst 1 Operations

H100% v

Step Action

4, Choose the employee whose shift rate is going to change.

Click the Test Staffer link.

5. The system opens the Shift Pay Rate Change page, and displays the Current
Status of the shift in one column, along with a Proposed Status in the other
column.

Page 15
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Step Action

6. The employee currently receives a 1.0% shift rate; the proposed rate increase is to
1.5%.

Enter "1.5" into the Regular Evening Shift(%) field.
1.0

7. The new rate (1.5%) has been entered in the shift rate field. To see the dollar
amount of the change, tab out of the field.

Press [Tab].

8. The dollar amount of the Regular Evening Shift(%) has changed from $23.50 to
$35.25.

The Base Pay Plus Shift changed from $2,373.50 to $2,385.25.

9. Click the E-Sign & Approve button.
| E-Sign & Approve |

10. The Save was successful.

Click the OK button.

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

Leave Without Pay
Section 1 - Lesson 4 Exercises - Leave Without Pay

Procedure

In this lesson, an employee will take one week of Leave Without Pay in April.
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( : ap jg Glann Hegar Texas Compuroller of Public Accounts

Ceniralled Accouning and Pl sl System

Home Sign out

Favorites = Main Menu

Welcome Manager 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 Accessibility 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. Navigate to the Manager Timesheet.

Click the Manager Self-Service button.

Manager Self-Service

2. Click the Time and Leave Management link.
[[ime and Leave Managemeni
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Contraled Anccumting and Pyl Persanl Syste.

Home Sign out

Favorites - Main Menu > Manager Self-Service > Time and Leave Management

Main Menu > Manager Self-Service >
Time and Leave Management

Manage employee time requests, schedules, absences, overime, exceptions and more.

lew/Edit Time Certification Manager Timesheet E Maintain Shift Pay Rate
lows Manager fo certify employee fime: Manager access to lhe Consolidated Timesheet page Managers access to the employee shift pay rate sefup

View/Edit Time and Leave Setu [==| Mananer Summary Approval Page == View Pavable Time Summa
Manager access o the Time and leave sefup page: Cenlralized page for a manager to approve fime Manager access fo the employee payable fime summary

View Payable Time Detail = View Leave Balance/Expirations = Override Scheduled Workda
Manager access to the employee payable time detail Manager access to the employee leave balances / Manager access to the employee’s schedule override page
expirations summary

Manage Exceptions
Managers access lo the employee fime exceplions.

#100% v

Step

Action

Click the Manager Timesheet link.
Manager Timeshee]

Choose the employee taking Leave Without Pay.

Click the Employee PFF link.

‘mplovee PFF

Find the appropriate *Time Reporting Code for the leave.

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

Bl

The employee is taking Leave Without Pay - Employee, thus you do not have to
notify the FMLA administrator.

Click the LWPEO link.

The employee will take 40 hours of Leave Without Pay during the work week
April 6 to April 10.

Enter the desired information into the Mon 4/6 0.00 field. Enter "8.00".

(0000
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Step Action

8. Enter the desired information into the Tue 4/7 0.00 field. Enter "8.00".
0.00

9. Enter the desired information into the Wed 4/8 0.00 field. Enter "8.00".

1000

10. Enter the desired information into the Thu 4/9 0.00 field. Enter "8.00".
0.00

11. Enter the desired information into the Fri 4/10 field. Enter "8.00".

fo.00

Glenn Hegar Texas Comptroller of Public Accounts

Cemtralzed Anccunting and Pyl Persenmel System.

Home Sign out

Favorites - Main Menu > Manager Self-Service > Time and Leave Management > Manager Timesheet

New Window

Manager Timesheet

Name: Employee PFF State Service Effective Date: 05/10/1996
EmplID: 0000090000 O Position Number: 00001134 Workgroup: BOSEXEEHSA
Job Title: SPEC PROJECT COORD | Department: 240001 Manager ID: 0000000009 Manager XXXL

Leave Balances

Annual . FLSA Regular Holiday ~Optional  SickLeave  Administrative  Extended Sick  Emergency. Wellness ¢ |
LeavelBalances Leave Sick  overtme  Comptime  Comptime,  Holiday Pool Leave Leave Fitness Leave Leave| SP®
Current 191.00  1596.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 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 191.00  1596.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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 de
Reporting Code 41 42 47 44 45 46 47 4B 48 4M0 A1 4M2 4M3 4n4 4Ms  DYSIEE L Status  Labor Account Cod
Description 8.00 800 500 0.00 000 500 800 800 800 800 000 0.00 500 800 800

LWPEC |@, LWP Empl 0.00 |[0.00 ] [0.00 | [0.00 |[0.00 | [8.00 | [8.00 | .00| [ 8.00| [ 8.00| [ 0.00][0.00] [ 0.00] [0.00] [ 0.00] @, AP

Add a New Line for 0410172015 to 04/15/201

From Thursday 04/16/2015 to Friday 05/01/2015
“Time Time Reporting |[Thu |Fri  [Sat [Sun [Mon [Tue |Wed |Thu |Fri [Sat [Sun |Mon |Tue |Wed |Thu |Fri

Reporting Code 416 [4M7 (413|419 (4720 (421 (422 (423 (4/24 (4725 426 |47 |a/28 (4129 (430 |5 3;:;’;:% ode |Status |Labor Acce
Code Description 8.00 |8.00 |0.00 |0.00 |8.00 [8.00 (800 |8.00 |3.00 [0.00 (0.00 |8.00 (8.00 |8.00 |8.00 |8.00
@ 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||| 0.00]| 0.00| @, AP

Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015

Override Schedule View Leave Balances Previous Next v

< >
H100% ~

Step Action

12. Click the Vertical Scrollbar to scroll down the page.
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@ [ Glenn Hegar Texas Comptroller of Public Accounts

Centraled Anccumting and Pyl Persal Syste.

Home Sian out
Favorites | Main Menu > Manager Self-Service > Time and Leave Management > Manager Timesheet
Name: Employee PFF State Service Effective Date:  06/10/1996
EmplID: 0000090000 O Position Number: 00001134 Workgroup: B0SEXEEHSA ~
Job Title:  SPEC PROJECT COORDI ~ Department: 240001 Manager ID: 0000000008 Manager XXXL
Leave Balances
Annual FLSA Regular Holiday ~Optional Sick Leave  Administrative  Extended Sick  Emergency Wellness J
Leave Balances Leave S Overtime  Comptime Comptime Holiday Pool Leave Leave Fitness Leave Leave “P®
Current 19100  1596.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 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 19100 1596.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
From Wednesday 04/01/2015 to Wednesday 04/15/2015
“Time TimeReporting Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Reporing Code 41 dn a3 A a5 S5 47 4n 45 a0 ant ame 43 ans ans OO Sei lanorAccountCos
Code Descripion 800 800 800 000 000 800 8§00 800 800 800 000 000 800 800 800
LWPEO |@, LWP Empl 0.00 |[0.00 | [0.00 | [0.00 | [0.00 | [2.00 | [3.00 | [ &.00] | &.00| [ 8.00] [ 0.00] [ 0.00] [ 0.00] [0.00] [ 0.00 @, ap

Add a New Line for Wednesday 04/01/2015 to Wednesday 04/16/2015

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

*Time Time Reporting | Thu Fri Sat Sun Mon |Tue Wed |Thu Fri Sat Sun Mon |Tue Wed |Thu Fri o d
Reporting Code 416|417 |4M8 (419|420 |4121 |42 (4123|424 (425 (426|427 (4128|429 (430 |61 | QYSUCS. | Status |Labor Acce
Code Description  |8.00 (3.00 [0.00 [0.00 [8.00 (800 |8.00 (8.00 (8.00 [0.00 [0.00 |3.00 [8.00 (8.00 |8.00 |8.00

@, 0.00/| 0.00/| 0.00 | 0.00f 0.00( 000 000 0.00| 000/ 000 000/ 000 000 000 000/ 0.00 @, (AP
Add a New Line for Thursday 04/16/2015 to Friday 05/01/2015
Override Schedule View Leave Balances LD pied
E-Sign & Approve Refur fo Direct Reports  Maintain Leave of Absence  Manager Summary Approval Page
< >
#100% ~

Step Action

13. When you click the E-Sign & Approve button, the employee's Leave Without Pay
is approved.

Click the E-Sign & Approve button.
| E-Sign & Approve]

14. The Save was successful.

Click the OK button.

15. Note: Longevity is not paid if an employee is on Leave Without Pay for the first
scheduled day of the month.

In this lesson, however, the employee worked on the first scheduled day of the
month, and Longevity pay was not affected.

16. Note: When LWOP is entered and approved on a Timesheet, the next available
earnings will be docked.

If LWOP is removed from a Timesheet, the next available earnings will be credited.

17. Note: If LWOP is at least one calendar month, then the employee's service date is
decreased by that amount of time.

In this lesson, there is no effect on the employee's service date.
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Step Action

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

Employee Schedules
Section 1 - Lesson 5 Exercises - Employee Schedules

Procedure
This lesson shows how a manager can:

1. Assign a new schedule for a future date, and
2. Override a schedule for the current week.

Glenn Hegar Texas Compuroller of Public Accounts

Cenirallzd Accountngand Fayeal Persamrel System

Home Sign out

Favorites - Main Menu

Welcome Manager 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 Accessibility 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

#100% ¥

Step Action

1. Click the Manager Self-Service button.

Manager Self-Service

2. Click the Time and Leave Management link.
[Time and Leave Managemen]
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Step Action

3. Click the View/Edit Time and Leave Setup link.
View/Edit Time and Leave Setuq

g [ Glenn Hegar Texas Comptroller of Public Accounts

Centralzed accunting and Pyrol Persanmel Sstem.

Home Sian out

Favorites | Main Menu > Manager Self Service > Time and Leave Management > View/Edit Time and Leave Setup

| New Window | Personalize Page | =

Select Employee
Manager ABCD

Direct Reports Personalze | Find | (2 First'4’ 1-6 0f 6 ¥ Last
Name Empi ID Job Title Department

Employee PFF 0000090000  Accountant FinAdm2

Employee DRR 0000060000  Budget Anl FinAdm2

Employee STS 0000050000  Budget Anl FinAdm32

Employee MMM 0000070000  Systms Anl FinAdm2

Employee CQZ 0000030000 Accountant FinAdm2

Employee FHG 0000030000 Accountant FinAdm2

Step Action
4. Choose the employee whose schedule needs to be changed.
Click the Employee STS link.
Employee STS
5. This chart shows you how to interpret a Schedule ID and Description.

The Schedule ID Breakdown shows the Alpha Characters used in place of 2-digit
numbers.

For scheduling, the workweek begins on Sunday.

6. The View/Edit Time and Leave Setup page provides an explanation on how to
handle new hires.

Notice that you have a limited time period (seven (7) calendar days after the
Effective Date of Hire) in which to correct a new hire's Schedule.
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Step Action

7. 1. Assign a new schedule for a future date.

Click the Add a new Schedule (Alt+7) button.

As the manager, you will be changing this employee's schedule.

The system will correctly interpret an employee's
workday.

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

In CAPPS HR/Payroll, all schedules start on a Sunday.

comptime/overtime calculations, even when it involves a Saturday or Sunday

FLSA workweek for

Click the dropdown button to activate the menu.

V]

©

Grrined ecantng el Fersannel Sy
Favorites | Main Menu > Manager Self Service > Time and Leave Management > View/Edit Time and Leave Setup

View/Edit Time & Leave Setup
View/Edit Time and Leave Setup

Empl ID: 0000050000

Glenn Hegar Texas Comptroller of Public Accounts

Sian out

New Window | Personalize Page | [
~

Employee STS Empl Record: 0
Time Reporter Data Find First & 1 0f2'% Last
Effective Date: 121012014 Status:  Active Send Time to Payroll: ¥/
Workgroup: J13EXEEHSU 313-DIR Exempt ExcHr Sun-Sat
Task Profile ID: 313TASKGRP 313- DIR Task Group
Taskgroup: 313TSKPRF 313- DIR Stand. Task Profile
If the assigned Schedule is incorrect, as displayed here, beginning the next day and for Seven(7) calendar days after the
Effective Date of Hire. you can correct the assigned Schedule for employee Via the View/Edit Time and Leave Setup Page.
Assign Sched Find | First ™ 10F3 % Last
2015 |v
*Effective Date Schedule 1D Description
) T F s
031772015 5 6 7 TX_40_0833380 (@, 40 HRS XX-08-08-08-08-08-XX [ =
12 13 14
B 19 20 21
5 26 27 28
December
@ Current Date [B)
v
#100% ~
Step Action

10. Click the April list item.

April
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Fersonmel System.

Cemtralzed Anccunting and Pyl

Favorites - Main Menu > Manager Self-Service > Time and Leave Management > View/Edit Time and Leave Setup

View/Edit Time & Leave Setup

View/Edit Time and Leave Setup

If the assigned Schedule is incorrect, as displayed here, beginning the next day and for Seven(7) calendar days after the
f Hire. you can correct the assigned Schedule for employee Via the View/Edit Time and Leave Setup Page.

Effective Date
- Calendar X

Assign Schedy Find | First 4/ 1073 >
[As V][5 [¥]

*Effective Date [ | v] Schedule 1D Description
SMTWTF S

031172015 1.2 3 4 TX_40_0388880 (@, 40 HRS XX-08-08-08-08-08-XX
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

@ Current Date [B)

Employee STS Empl ID: 0000050000 EmplRecord: 0

Time Reporter Data Find  First'*' 1012 Last
Effective Date: 12012014 Status:  Active send Time to Payrol: ¥/
Workgroup: 313EXEEHSU 313-DIR Exempt ExcHr Sun-Sat

Task Profile ID: 313TASKGRP 313- DIR Task Group

Taskgroup: 313TSKPRF 313 - DIR Stand. Task Profile

Glenn Hegar Texas Comptroller of Public Accounts
Sign out

Home

New Windew | Personalize Page

Last

=

H100% v

Step Action

Click the 5 link.
a

11.
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= @ f Glenn Hegar Texas Comptroller of Public Accounts
Tl Accuning sitarel s Sy
Home Sian out
Favorites © Main Menu > Manager Self Service > Time and Leave Management > View/Edit Time and Leave Setup
New Window | Personalize Page | [

View/Edit Time & Leave Setup ~
View/Edit Time and Leave Setup

Cmployee 5TS Empl ID: 0000050000 EmplRecord: 0

Time Reporter Data Find First & 10f2'> Last

Effective Date: 1200172014 Status:  Active Send Time to Payroll: ¥

Workgroup: H1IEXEEHSY 313-DIR Exempt ExcHr Sun-Sat

Task Profile ID: 313TASKGRP 313 - DIR Task Group

Taskgroup: 313TSKPRF 313- DIR Stand. Task Profile

If the assigned Schedule is incorrect, as displayed here, beginning the next day and for Seven(7) calendar days after the

Effective Date of Hire, you can correct the assigned Schedule for employee Via the View/Edit Time and Leave Setup Page.

Assign Schedules Find | First ) 10f3 2 Last

Effective Date Assignment Method Schedule ID Description

04/0512015 Select Predefined Schedule TX_40 0888380 |, 40 HRS XX-08-08-03-08-08-XX [+

v
H100% v
Step Action

12.

Click the Schedule ID lookup icon.
L

a

13.

In this example, Schedule ID = TX_40_ 0797970,

07-95-07-95-07-XX.

This means 0 hours on Sunday, 7.0 hours on Monday, 9.5 hours on Tuesday, 7.0
hours on Wednesday, 9.5 hours on Thursday, 7.0 on Friday, and 0 hours on

Saturday.

and Description = 40 HRS XX-
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Look Up Schedule ID

TX_40_0080KOK 40 HRS XX-XX-08-XX-K0-XX-K0
TX_40_00880K3 40 HRS XX-XX-08-08-XX-K0-08
TX_40_008848F 40 HRS XX-XX-08-08-04-08-F0
TX_40_0083883 40 HRS XX-XX-08-08-08-08-08
TX_40_008D38D4 40 HRS XX-XX-08-D0-08-D0-04
TX_40_008DD24 40 HRS XX-XX-08-D0-D0-08-04
TX_40_0097978 40 HRS XX-XX-09-07-09-07-08
TX_40_0097987 40 HRS XX-XX-09-07-09-08-07
TX_40_0098986 40 HRS XX-XX-09-08-09-08-06
TX_40_0098935 40 HRSXX-XX-09-08-09-03-05
TX_40_0099835 40 HRS XX-XX-09-09-08-09-05
TX_40_0093934 40 HRS XX-XX-09-09-09-09-04
TX_40_00D0ODDD 40 HRS XX-XX-D0-XX-D0-D0-D0O
TX_40_00DDODD 40 HRS XX-XX-D0-D0-XX-D0-D0
TX_40_00DDDOD 40 HRS XX-XX-D0-D0-D0-XX-D0
TX_40_00DDDDO0 40 HRS XX-XX-D0-D0-D0-D0-XX
TX_40_00GGHO0 40 HRS XX-XX-G0-GO0-H0-XX-XX
TX_40_00HGGO0 40 HRS XX-XX-H0-G0-G0-XX-XX
TX_40_03999D0 40 HRS XX-03-09-09-09-D0-XX
TX_40_0499990 40 HRS XX-04-09-09-09-09-XX
TX_40_050DD50 40 HRS XX-05-XX-D0-D0-05-XX
TX_40_0599990 40 HRS XX-05-88-88-88-88-XX
TX_40_05DDD50 40 HRS XX-05-D0-D0-D0-05-XX
TX_40_07777D0 40 HRS XX-T5-75-75-75-D0-XX
TX_40_0779770 40 HRS XX-77-T7-09-77-T7T-XX
TX_40_0787870 40 HRS XX-75-87-75-87-T5-XX
TX_40_0788870 40 HRS XX-07-85-85-85-T5-XX
TX_40_0789790 40 HRS XX-07-08-09-07-09-XX
TX_40_0789890 40 HRS XX-65-08-875-08-875-XX
TX_40_078D780 40 HRS XX-07-08-D0-07-08-XX
TX_40_0797970 40 HRS XX-07-95-07-95-07-XX
TX_40_0797990 40 HRS XX-55-09-65-09-09-XX
TX_40_0799970 40 HRS XX-55-09-09-09-65-XX
TX_40_07D77D0 40 HRS XX-65-D0-07-65-D0-XX
TX_40_07D7D60 40 HRS XX-07-D0-07-D0-06-XX

TV AN NOANAKY AN UDS V¥ A0 YV VY VY L0 en

ind,'ZICRow0'); #®100% ~

Step Action

14. Click the 40 HRS XX-07-95-07-95-07-XX link.
B0 HRS XX-07-95-07-95-07-x4

15. Click the E-Sign & Approve button.
| E-Sign & Approve |

16. The system has successfully saved the new schedule for this employee.

Click the OK button.

17. Click the Time and Leave Management menu.
Time and Leau'e Management

18. 2. Override the schedule for the current week.

Click the Override Scheduled Workday menu.
Override Scheduled Workday |

Im|
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Step Action
19. In this example, Employee DRR will work on Saturday, and take Monday off. This

change is only for the current week, and the change can be made on the Override
Scheduled Workday page.
Click the Look up Saturday 03/21/2015 (Alt+5) button.
Bl

20. The hours are listed in 1/4 hour increments.
The employee will work 8 hours on Saturday for this week only.
Click the 8 link.
§

21. The employee will not work on Monday, for this week only.
Delete Monday's hours.
Press [Delete].

22. Enter 0.00 hours in Monday's field.
Enter the desired information into the Monday 03/16/2015 field. Enter "0.00".

23. The employee's hours for the week = 40.00.
Note: The approval on this page is for the change in schedule for this week only.
You are not approving hours worked, you are approving hours scheduled.
Click the E-Sign & Approve button.
[ E-sign & Approve |

24. Click the OK button.

25. Congratulations! You have successfully completed this lesson.

End of Procedure.

Manager Approvals

Section 1 -

Procedure

Lesson 6 Exercises - Manager Approvals

Hours entered and submitted by employees need approval from a manager.
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A manager can approve hours on the Manager Summary Approval page or the Manager
Timesheet.

Hours entered by a manager on an employee's Timesheet are approved when the manager clicks
on the E-Sign and Approve button.

i : ﬁ@ i 3% Glenn Hegar Texas Comprroller of Public Accounts

Certralzed Accounting and Fgrl Personmel Sy

Home Sian out

Favorites - Main Menu

Welcome Manager 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 Accessibility 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

10% ~

Step Action

1. Navigate to the Manager Summary Approval page.

Click the Manager Self-Service button.

Manager Self-Service

2. Click the Time and Leave Management link.
[[ime and Leave Managemeni

3. Click the Manager Summary Approval Page link.
Manager Summary Approval Pagg
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Step Action

4. The system opens the Manager Summary Approval Page.

Note: Your agency may use this page for approvals, or it may use this page as a
view only page.

View only access means that the Approve and Deny boxes will be grayed out. If
that is the case, the manager must then go to the Timesheet - using the employee
name link - in order to approve or deny the hours.

5. In this example, the manager has one employee with hours that need approval.

A manager can use the Manager Summary Approval page to see which employees
need hours approved. In addition, a reminder process has been created to notify
managers that they have hours to approve. Those hours are in an NA (Needs
Approval) status.

Ten (10) days after the create date, if the hours are still in an NA status, an email is
auto-generated and sent to the manager. After 17 days (if the hours are still in an NA
status), another email is auto-generated and sent to the next level manager.

6. For those agencies who choose to use the Manager Summary Approval page for
approvals (in other words, this page is not view only), a manager can approve or
deny hours for an employee for the entire month.

7. On the Timesheet, the manager can deny hours by row.

There might be multiple days with hours on a row with Needs Approval status, but
if Deny is checked, the system denies everything on that row still in an NA status.

When the manager clicks the E-Sign & Approve button, the system will
automatically approve all hours in an NA status for the month currently being
viewed.
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@ I Glenn Hegar Texas Comptroller of Public Accounts
Home Sign out
Favorites | Main Menu > Manager SeliService > Time and Leave Management > Manager Summary Approval Page
New Window
Manager Summary Approval Page
Summary 1E0 First ‘4 1011 %) Last
Variation — e
= Dale Vacation Sick FLSA | RegiHol Other s:r'\’eon"u‘leu " Banked Approve|  Deny
Hours Hours Overtime Comptime Hours Hours Overtime
Employee AAA MAR-2015 8.00 400 8.00 Yes O O
Retum to Direct Reports E-Sign & Approve ]
" 100% -
Step Action
8. In this example, the manager has chosen to approve the hours.
Click the Approve option.
9. Note: We recommend that you view an employee's Timesheet before approving his
time.
Click the E-Sign & Approve button.
[ E-Sign & Approve |
10. Click the OK button.
11. The employee's hours have been approved; the system shows no employees needing
hours approved on the Manager Summary Approval Page.
12. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 2 - Reporting
Section 2 - Reporting
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Reporting
Section 2 - Lesson 1 Exercises - Reporting

Procedure

CAPPS has many reports that managers can run in order to gather information on their direct
reports.

In this lesson you will learn how to run the Employee Monthly Time & Leave Report, as well
as the Time Reporting Codes by Date Report.

Glenn Hegar Texas Compuroller of Public Accounts

Ceniralled Accouning and Pl sl System

Home Sign out

Favorites = Main Menu

Welcome Manager 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 Accessibility 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. Navigate to the Run Reports page.

Click the Manager Self-Service button.

Manager Self-Service

2. Click the Reporting link.

3. Click the Run Reports link.
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Step Action

4, The system lists several reports on the Reports Home page.

Click the Employee Monthly Time & Leave Report link.
Employee Monthly Time & Leave Report

5. The report can be run for all of your Direct Reports, or you can select for specific
employees.

6. Enter the last day of the month for the report you are running.

Enter the desired information into the As Of Date field. Enter "02/28/2015".

7. In the Report Request Parameters section, you have the option of Show LAC on
the second page of the report.

You also have the option to Show Attestment on the third page of the report.
Agencies that require their employees to sign a hard copy will have a space for their
signatures.

8. Click the Process Report button.
| Process Report |

9. The system displays the Message that the report has been scheduled.

Click the OK button.

10. To see if the report has successfully completed, click the View Reports button.
[ ViewReporis |

11. On the View Reports page, the Process List shows whether the report has
completed. Possible Run Status values include Queued, Processing, and Success.

When Run Status = Success, the report is ready to view.

Click the View Report link.

View Repori

12. The report displays (among other things) Beginning and Ending Balances for most
types of Leave; Leave Accrued/Earned; Leave Expiring within the next 3 months;
Current Annual Leave Balance; Projected Accrual(s); Carry Over Maximum; and
Hours Converting to Sick Leave for each of your direct reports, one per page.
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Favorites : Main Menu > Manager Seff Service

Main Menu >

ﬁ Manager Self-Service

View Employee Personal Info.
MSS View Employee Personal Info

Compensation Management
Manage salaries for your workforce, sither by individual or
by group. Review the compensation history and fotal
compensation picture for your direct reports
=] Award One Time Merit
©One Time Merit Status
= Request Reqular Merit Increase
9 More.

Time and Leave Management
Manage employes lime requests, schedules, absences,
overtime, exceptions and more.
View/Edit Time Certification
Manager Timesheet
=) Maintain Shift Pay Rate
T More.

~

&

Track Agency Property
AAgency Property

Maintain Employee’s Work Info

Manage Work Lecation and Reports fo for your employees.
Change Work Location

=] Change Reports To Manager

Reporting

Access o View and Run Reporis
Run Reports

=] View Reports

Glenn Hegar Texas Comptroller of Public Accounts

Sian out

= Designate Workflow Alternate

Designate Worklow Alternate

Separations & Retirement

Maintain Separations and Retirement for Employees
‘oluntary Separations

Separation Due fo Death
Employee Refirement

Step Action

13. Let's run another report.

Click the Reporting link.
Reporting
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Home Sign out

Favorites © Main Menu > Manager Self-Service > Reporting
Main Menu > Manager Self-Service =
Reporting

to View and Run Reporis

View Reports
ge for managers to initiate reports Managers can view reports executed by them

#100% -

Step Action

14. Click the Run Reports link.
15. Now, we will run a second report from the Reports page.

Click the Time Reporting Codes by Date Report link.
[Time Reporting Codes by Date Repor]

16. Run the report for the month of January.

Enter the desired information into the Start Date field. Enter "01/01/2015".

17. Enter the desired information into the End Date field. Enter "01/31/2015".
18. Find the Time Reporting Code you want by entering the first two letters of the
code.

Enter the desired information into the TRC field. Enter "re".

1

19. Click the Look up TRC (Alt+5) button.

El
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Step Action

20. The Look Up TRC displays any Time Reporting Code starting with the two letters
IIRE.II

Click on the REGHR code in the list.
REGHR

21. Again, you have the option to Select All your Direct Reports, or you can choose
selectively. Choose Employee DEX for the report.

Click the Include checkbox for Employee DEX.

O

22. Click the Process Report button.
| Process Report |

23. The Report has been scheduled.
Click the OK button.
24, Click the View Reports button.
[  ViewReporis |
25. The View Reports page shows you the Process List.

The Run Status of your report is Queued, which means that your report is not yet
ready to view.

Click the Refresh button.
| Refresh |

26. Now the Run Status = Success.

Click the View Report link.

View Report
27. Total REGHR hours for this employee are shown by date.
28. Congratulations! You have successfully completed this lesson.

End of Procedure.

Section 3 - View Employee Personal Data

Section 3 - View Employee Personal Data
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View Employee Personal Data
Section 3 - Lesson 1 Exercises - View Employee Personal Data

Managers can view their direct reports' personal information by accessing the View Employee
Personal Info page in MSS.

Procedure

In the View Employee Personal Data lesson, you will learn about the pages that provide
personal information for a manager's direct and indirect reports.

Glenn Hegar Texas Compuroller of Public Accounts

Cenirallzd Accountngand Fayeal Persamrel System

Home Sign out
Favorites - Main Menu

Welcome Manager 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 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% v

Step Action

1. Click the Manager Self-Service button.

Manager Self-Service

2. Click the View Employee Personal Info. link.
Wiew Employee Personal Info]
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Favorites © Main Menu > Manager Self-Service > View Employee Personzl Info

View Employee Perscnal Information

Employee Selection Criteria

Select the employee whose job and personal information you want to review. You will be able to process only those employees that report to you as of the date entered on this page.

As Of Date '—

Employees

Select Name

Select Employee ABC

Select Employee DEX

Select Employee XXXXL

Select Employee XAZE

Select Employee JUN

Select Employee 24XY

Select Employee LLOO

Select Employee BRIT

Return to Manager Self-Service

Empl ID
00000900000
00000800000
00000700000
00000600000
00000500000
00000400000
00000300000
00000200000

Job

HR Status
Active
Active
Active
Active
Active
Active
Active
Active

Glenn Hegar Texas Comptroller of Public Accounts

Personalize | Find

Position

22220000
33330000
44440000
55550000
77770000
83880000
99990000
11110000

Dept ID
240001
240001
240001
240001
240001
240001
240001
240001

Sign out

First 4 1-8078 2 Lg]

Department

Human Resources Divisio
Human Resources Divisio|
Human Resources Divisio
Human Resources Divisio|
Human Resources Divisio
Human Resources Divisio|
Human Resources Divisio

Human Resources Divisio|

>

#100% ~

Step

Action

Click the Select button for Employee ABC.

The Employee Information page displays information about a manager's employee.

It also contains links to other pages where changes can be made to the employee's

record, such as Change Location and Reporting Change.

Click the Home and Mailing Addresses link.

Home and Mailing Addresses

CAPPS HR/Payroll is using only the Home Address section.

The Mailing Address section is not being used at this time.

Click the Return to Employee Information link.

Eeturn to Employee Informatiorn

Click the Phone Numbers link.

Page 37



CAPPS HR/PAYROLL
EUT Course ©

Centralized Accountng and Payroll Personnel System

Step Action

9. The system displays the employee's phone numbers.

An employee - using Employee Self Service - can designate a Preferred phone
number.

Click the Return to Employee Information link.

Beturn to Employee Informatior

10. Click the Birthday link.
Birthday
11. The system shows the employee's birth month and day, but not the year.

Click the Return to Employee Information link.

Heturn to Employee Information

12. Click the Email Addresses link.
13. An employee - using Employee Self Service - can enter a personal email address,

and can select the Preferred option.

Click the Return to Employee Information link.

Beturn to Employee Informatior

14. Click the Emergency Contacts link.

Emergency Contactd

15. An employee can designate one or more Emergency Contacts. If an employee
creates multiple entries, one can be designated as the Primary Contact.

Click the Return to Employee Information link.

Beturn to Employee Informatior

16. Total Compensation, Change Location, and Reporting Change will be shown in
another lesson.

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

Section 4 - Maintain Employee's Work Information

Section 4 - Maintain Employee's Work Information

Maintain Employee's Work Information

Section 4 - Lesson 1 Exercises - Maintain Employee's Work Information
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Procedure
In this exercise you will learn how to:

1. Change an Employee's Work Location
2. Change an Employee's Reports To Manager
3. Review or Enter Agency Property

{ j 3{@ i }% Glenn Hegar Texas Comprroller of Public Accounts
h|

Certralzed Accounting and Fgrl Personmel Sy

Home Sian out

Favorites - Main Menu

Welcome Manager 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 Accessibility 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

10% ~

Step Action

1. Click the Manager Self-Service button.

Manager Self-Service

2. 1. Change an Employee's Work Location
The employee's work location has been moved to the Sam Houston building.

Click the Maintain Employee's Work Info link.
Maintain Employee’s Work Infd

3. Click the Change Work Location link.
Change Work Locatior]
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Home Sign out

Favorites | Main Menu > Manager Self-Service > Maintain Employee's Work Info > Change Work Location

| New Window | Personalize Page | =
Change Location
Select Employee
Manager ABCD Y

Use this transaction to change an employee’s work data. Enter the Effective Date for the transaction, and then
select an employee by clicking on the employee's name. To select one of your employee's direct reports, click
the org chart icon listed next to the employee’s department.

Transaction Effective Date: 03/12/2015 |[3)

Direct Reports Personalize | Find | First' &' 1-6 076 ‘& Last

Name Empl ID Job Title Department

Employee PFF 0000090000  Accountant FinAdm2

Employee DRR 0000060000  Budget Ani FinAdm2

Employee 5TS 0000050000  Budget Anl FinAdm2

Employee MMM 0000070000 Systms Ani FinAdm2

Employee COZ 0000030000  Accountant FinAdm2

Employee FHG 0000030000  Accountant FinAdm2 i

®100% v

Step Action

Enter the date the employee starts work at the new location.

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

]

Click the button to the right of the Month field.
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Caplas Glenn Hegar Texas Comptroller of Public Accounts

Contraled Anccumting and Pyl Persaml System.

Home Sign out

Favorites | Main Menu > Manager Self Service > Maintain Employee's Work Info > Change Work Location

| New Window | Personalize Page | =
Change Location
Select Employee
N

Use this transaction to change an employee’s work data. Enter the Effective Date for the transaction, and then
select an employee by dlicking on the employee’s name. To select one of your employee’s direct reports, click
the org chart icon listed next to the employee's department.

Transaction Effective Date: 03/12/2015

Direct Reports Per
Name Empl ID Job Title
Employee PFF 0000090000  Accountan|
Employee DRR 0000060000  Budget Anlj
Employee STS 0000050000  Budget Anl|
Employes MMM 0000070000  Sysims Anf
Employee CQZ 0000080000  Accountani
Employee FHG

H100% -

Step Action

6. Click the April list item.
April

C apl DS Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

Favorites - Main Menu > Manager Self-Service > Maintain Employee's Work Info > Change Work Location

| New Window | Personalize Page | 5
Change Location
Select Employee
Manager ABCD Y

Use this transaction to change an employee's work dala. Enter the Effective Date for the transaction, and then
select an employee by clicking on the employee's name. To select one of your employee's direct reports, click
the org chart icon listed next to the employee’s depariment.

Transaction Effective Date: 03/12/2015

Calendar x

i y
Direct Reports Per o Last
Name Empl ID Job Title S M TWTE s
Employee PFF 0000090000  Accountani 12 3 4

5 6 7 8 9 10 11
Employee DRR 0000080000 BudgelAn| o 13 14 45 16 17 18
Employee STS 0000050000 BudgetAn| 19 20 21 22 23 24 25

26 27 28 29 30
Employee MM 0000070000 Systms An}
Employee CQZ 0000080000  Accountanf @ curent bate [
Employee FHG i

H100% v

Page 41



CAPPS HR/PAYROLL
EUT Course ©

Centralized Accountng and Payroll Personnel System

Step Action

7. Click the 1 link.
8. Choose the employee who is changing location.

Click the Employee MMM link.

9. Click the Look up *New Location (Alt+5) button.
Bl

10. Click the 00002 link.

11. Mail Drop ID is not a required field.

If there is a Mail Drop ID associated with the new location, it will show up in the
lookup box.

Click the Look up Mail Drop ID (Alt+5) button.

El

12. This location does not have a Mail Drop ID associated with it.

Click the Cancel button.

13. Click the Submit button.

14. Click the OK button.

T

15. Once the manager submits the location change request, the location change is
updated on Job and Position Data.

16. Now that you have entered a change for your direct report, you also want to change
the work location for one of your indirect reports.

Click on the org chart icon for Employee FHG to drill down to your indirect reports.

Click the Org Chart link.
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Step Action

17. The new page shows a list of your indirect reports who report to Employee FHG.
The employee you want to change is Employee RRR.

Click the Employee RRR link.
Employee RRR

18. The link takes you to the first page of the Change Work Location / Mail Drop
process again.

These pages are the same ones you used to process your direct report.

The process is the same except for your choice of indirect report over direct report.

19. Click the Maintain Employee's Work Info button.
Maintain Employee's Work Infq

20. 2. Change an Employee's Reports To Manager

Click the Change Reports To Manager menu.

| |=| Change Reports To Manager |

21. Managers submit a reporting change request when there is a change in reporting
structure.

22. Enter the date on which the employee starts reporting to the new manager or
supervisor.

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

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

V]
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Change Reports To

Use thi

Select Employee

capps

Centraled Anccumting and Pyl Persarml System.

Favorites © Main Menu > Manager Self-Service > Maintain Employee’'s Work Info > Change Reports To Manager

is transaction to request a reporting change for one of your employees. Enter the effective date for the
transaction, and then select an employee by clicking on the employee's name. To select one of your
employee's direct reports, click the org chart icon listed next to the employee’s department.

Transaction Effective Date: 03/12/2015
x
Direct Reports Per 6@ Last
Name Empl ID Job Title
Employee PFF 0000090000  Accountan|
Employee DRR 0000060000  Budget Anlj
Employee STS 0000050000  Budget Anl
Employee MMM Systms An| December
Employee CQZ 0000080000  Accountani
@ Curent Date [}

Employee FHG 2

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

| New Window | Personalize Page | =

H100% -

Step Action

24.
April

Click the April list item.

capps

Change Reports To
Select Employee
ManagerABcD

Favorites - Main Menu > Manager Self-Service > Maintain Employee's Work Info > Change Reports To Manager

Use this transaction to request a reporting change for one of your employees. Enter the effective date for the
fransaction, and then select an employee by clicking on the employee’s name. To select one of your

employee's direct reports, click the org chart icon listed next to the employee’s department

Transaction Effective Date: |03/12/2015

Calendar x

Direct Reports. r
" e ] [ ] P

Name Empl ID Job Title s M oT W T F s
Employee PFF 0000090000  Accountani 12 3 4

5 6 7 8 9 101
Employee DRR 0000060000  Budgel ANl i 13 14 15 16 17 18
Employee STS 0000050000 BudgetAn| 19 20 21 22 23 24 25

26 27 28 29 30
Employee MM 0000070000 Systms An}
Employee CQZ 0000020000  Accountan| @ cunentozte B
Employee FHG &

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

| New Window | Personalize Page | i

H100% v
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Step Action

25. Click the 1 link.
26. Choose the employee with the new manager or supervisor.

Click the Employee FHG link.
Employvee FHG

27. Choose the new manager/supervisor's position number.

Click the Position link.

00001743
28. Click the Submit button.
29. Click the OK button.
30. The system shows the date the change will take effect, along with the new
supervisor's name and position number.
31. Click the Manager Self-Service button.
Manager Self-Servicd
32. 3. Review or Enter Agency Property

Note: Not all agencies will use this feature.

33. Click the Track Agency Property menu.

| £ Track Agency Property |

34, Choose the employee who just received a new laptop.

Click the Employee DRR link.
| Emplovee DRE]

35. Enter the type of property received.

Click the Look up Property (Alt+5) button.

El

36. Click the LAPTOP link.
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Step Action

37. Enter the date the laptop was issued to the employee.

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

38. Click the 13 link.

39. Enter the desired information into the Serial Number field. Enter
"TX5432680114".
I |

40. Click the Save button.

41. Click the OK button.

42, The system now has a record of the laptop, as well as the date it was issued to the
employee.

If the employee receives a new laptop, or if the employee terminates, this laptop
should be returned; the date of return would be entered in the Date Returned field.

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

Section 5 - Compensation Management

Section 5 - Compensation Management

Award Merit Increase
Section 5 - Lesson 1 Exercises - Award Merit Increase

Procedure

Managers can give their direct and indirect reports one-time merit awards and also regular merit
awards.

This lesson explains how to process the award and then check on the status.

1. Award a One Time Merit

2. Request Regular Merit Increase
3. One Time Merit Status

4. View Merit Increase Status
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( : ap DS Glenn Hegar Texas Compuroller of Public Accounts

Ceniralled Accouning and Pl sl System

Home Sign out
Favorites = Main Menu

Welcome Manager 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 Accessibility 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 Manager Self-Service button.

Manager Self-Service

2. Click the Compensation Management link.
Lompensation Managemen{
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Favorites © Main Menu > Manager Self-Service > Compensation Management

Main Menu > Manager Self-Service >
Compensation Management

‘salaries for your workforce, either by individual or by group. Review the history and total tion picture for your

jard One Time Merit = One Time Merit Status =
i Managers Award One Time Merit to Direct Reporls Managers view One Time Merit status for Direct Reporis.

Request Regular Merit Increase
Managers request merit increase for direct reports and
indirect reports

=] View Merit increase Status [==] Shange Leave of Absence Reason [[==| Reauest Leave of Absence
Managers view mert increase for Direct Reports Manager can change LOA Reason code for Direct Reports Manager places an employee on Leave of Absence in Job
and Indirect Reports or deletes the LOA entry for direct and indirect reports.
Return From Leave of Absence Temporary Assignment Temporary Assignment Status
Manager retums an employe from Leave of Absence in Intiate 2 request to move an employee {0 a temparary Temp Assignment Approval Status
Job or deletes the refur for direct and indirect reporls assignment

Return from Temp Assignment E View Compensation Histo E Total Compensation
Retum an employee from Temparary Assignment Managers review Compensation History for direct reports Manager's page o view employee's lolal compensation

and indirect reparts

#100% ~

Step

Action

1. Award One Time Merit

Click the Award One Time Merit link.
Award One Time Merii

Enter the date that the one time merit will be effective.

Enter the desired information into the Transaction Effective Date field.
Enter "04/01/2015".

I

Enter the dollar amount for the merit award.

Enter the desired information into the Amount field. Enter "1000.00".

Note: When a dollar amount is entered in the Amount field, the system
automatically calculates the Percent field.
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Step Action

7. Enter an explanation for why the direct report is receiving the One Time Merit
Increase.

Enter "Employee's work was outstanding in the fourth quarter of 2014." into
the Justification field.

Justification:

8. Click the Submit button.
9. The award request was successfully submitted.

The originating manager and the approving manager are displayed on the

submission.
10. Click the OK button.
11. 2. Request Regular Merit Increase

Click the Compensation Management menu.
[Compensation Managemen

12. The manager requests a Regular Merit Increase.

Click the Request Regular Merit Increase menu.

| |=| Reguest Regular Merit Increase |

13. Enter the date for the Regular Merit Increase to be effective.

Enter the desired information into the Transaction Effective Date field.
Enter "04/01/2015".

14. Choose the employee who will receive the merit increase.

Click the Employee DEX link.
Employee DEX
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Step Action

15. A warning message displays to ensure that any changes made to the employee's pay
be in compliance with agency policy.

Click the OK button.

....................

.......................

16. To change the employee's current salary amount, click on the Edit button and enter
in the new information.

17. Enter the desired information into the Merit Percent field. Enter "2.0".
18. Enter the desired information into the Justification field.

Enter "Employee's performance was excellent last year."

19. When a percent of the employee's current salary is entered, the system automatically
calculates the new amount.

Notice the Merit Amount has been calculated as well as the New Compensation
Rate.

Click the Return to Select Salary Component link.

Beturn to Select Salary Componend

20. The Salary Change Summary box lists the current salary, the change amount, the
change percent and the new salary, all by year and month.

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

22. The request was successfully submitted and will be sent to the manager who
initiated the request and the approving manager.

23. Click the OK button.
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Step Action

24, 3. One Time Merit Status
Look at the One Time Merit Status to find the status of the first request.

Click the One Time Merit Status link.
[One Time Merit Statug

25. The One Time Merit Increase Status is still in a Submitted status. It is waiting for
the proper person to approve it. If it is approved the Status will say Approved.

26. Click the Compensation Management menu.
{Compensation Managemeny

27. 4. View Merit Increase Status
Check on the second request, the Regular Merit Award.

Click the View Merit Increase Status menu.

| | Wiew Merit Increase Status |

28. The Request Regular Merit Increase has been Approved and is ready to be added
to the paycheck.
29. Congratulations! You have successfully completed this lesson.

End of Procedure.

Leave of Absence
Section 5 - Lesson 2 Exercises - Leave of Absence

Procedure

Managers can place their direct and indirect reports on a Leave of Absence, change the Reason
Code for an employee already on Leave of Absence, and then Return an employee from Leave
of Absence.

1. Request Leave of Absence
2. Change Leave of Absence Reason
3. Return from Leave of Absence
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Ceniralled Accouning and Pl sl System

Home Sign out

Favorites = Main Menu

Welcome Manager 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 Notifications ERS Homepage

H100% v

Step Action

1. 1. Request Leave of Absence
Navigate to Request Leave of Absence

Click the Manager Self-Service button.

Manager Self-Service

2. Click the Compensation Management link.
Lompensation Managemend

3. Click the Request Leave of Absence link.
Regquest Leave of Absencq

4. The Transaction Effective Date will be March 16, 2015.

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

5. Click the 16 link.
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Step Action

6. Choose the employee who will be going on Leave of Absence.
Click the Employee BRIT link.
Employee BRIT

7. This is a regular Leave of Absence with no impact on the employee's FMLA.
Click the Choose a date (Alt+5) button.

8. The *Leave of Absence Begin Date is March 16, 2015 date.
Click the 16 link.
16

9. Click the Look up Description (Alt+5) button.
Bl

10. Choose the Leave, No Pay, Regular reason code.
Click the 043 link.
043

11. Click the Submit button.

12. You have successfully placed the employee on a Leave of Absence.

13. 2. Change Leave of Absence Reason
Navigate to the Change Leave of Absence Reason page.
Click the Manager Self-Service button.

14. Click the Compensation Management link.
Compensafion Managemend

15. Click the Change Leave of Absence Reason link.

E hange Leave of Absence Rea sog
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Step Action

16. Choose an employee who is already on a leave of absence.

Click the Employee CQZ link.
Empioves co7 ]

17. The employee has had a change in the reason for his Leave of Absence; the reason
change is effective on March 8.

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

19. Select the date on which the absence reason change begins.

Click the 8 link.

20. Choose the new absence reason.

Click the Look up Description (Alt+5) button.

Bl

21. The employee is changing his Leave Reason to Leave, No Pay Parental.

Click the Y43 link.
BEE |

22. Because the Leave of Absence reason has changed to Parental, the manager must
now contact an FMLA Administrator, who will update the employee's FMLA Plan.

23. Click the Submit button.

24, Click the OK button.
25. You have successfully changed the employee's LOA reason code.

Now you will enter a Return from Leave of Absence.

Click the Compensation Management button.
[Compensation Managemen

26. 3. Return from Leave of Absence

The employee has notified his manager that he will be returning from Leave of
Absence on April 1.
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Step Action

27. Click the Return From Leave of Absence menu.
[ (2] Return From Leave of Absence |
28. Enter the employee's return date into the Transaction Effective Date field.

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

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

¥

7 @ Faf 2L Glenn Hegar Texas Comptroller of Public Accounts

Centralzed accuntig and Pyrol Persanmel System.

Home Sian out

Favorites © Main Menu > Manager Self Service > Compensation Management > Return From Leave of Absence

| New Window | Personalize Page | =
Request Return from Leave of Absence (RFL)
Select Employee
Manager ABCD N

Use this fransaction to return (RFL) a person from Leave of Absence

Select the employee by clicking on the employee's name. To select one of your employee's direct reports, dlick
the org chart icon listed next to the employee’s depariment.
Transaction Effective Date: [03/12/2015 |[5)

January
Direct Reports February »
B Pel 2015 v 6" Last
Name Empl ID Job Title April -
May TF s
Employee PFF 0000090000  Accountani j“:‘e 5 87
uly 13 14
Employee DRR 0000050000 Budget An  |August
meloyee o UAGELAN  (september B 19 20 21
Employee STS 0000050000  Budget An| | Octeber 26 27 28
November
Employee MMM 0000070000« Systms An|  |December
Employee COZ 0000080000  Accountanf
@] Current Date [}
Employee FHG

H100% -

Step Action

30. Click the April list item.
April
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Centraled Anccumting and Pyl Persal Syste.

Favorites © Main Menu > Manager Self Service > Compensation Management > Return From Leave of Absence

Request Return from Leave of Absence (RFL)
Select Employee

" ~

Us

n to retumn (RFL) a person from Leave of Absence.

Select the employee by clicking on the employee's name. To select one of your employee’s direct reports, click
the org chart icon listed next to the employee’s department.

Transaction Effective Date: |03/12/2015 [

Calendar
Direct Reports Pel o Il 6% Last
Name Empl ID Job Title S MTWTE s
Employee PFF 0000090000  Accountan] 1.2 3 4
5 6 7 8 9 1011
Employee DRR 0000050000  BudgelAn| 45 13 14 15 16 17 18
Employee STS 0000050000 BudgetAn| 19 20 21 22 23 24 25
26 27 28 29 30
Employee MM 0000070000 Systms Anl
Employee CQZ Accountan|
mployee 0000080000  Accountan| @ curentDate )
Employee FHG

Glenn Hegar Texas Comptroller of Public Accounts

Sign out

| New Window | Personalize Page | =

H100% -

Step

Action

31.

Click the 1 link.

32.

Choose the employee who is returning from leave.

Click the Employee CQZ link.
[Employee COZ ]

33.

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

34.

Click the button to the right of the field.

™
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Centraled Anccumting and Pyl Persarl Syste.

Favorites © Main Menu > Manager Self Service > Compensation Management > Returs

om Leave of Absence

Request RFL

Name  Employee CQZ Person ID: 0000080000

*Return from Leave of Absence Date

FE =
T F S
5 6 7
[12] 13 14
19 20 21
26 27 28

Retum to Select Employee

If the reason for the Leave of Absence (LOA), the ref
LOA reason relates to FMLA or Parental leave, pleast
Administrator to update the employee's FMLA Plan

December

(@ Current Date [1)

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

New Window Personalize Page [

H100% v

Step

Action

35.

Click the April list item.
April

capps

Favorites  Main Menu > Manager Self-Sq > i > Return From Leave of Absence

Request RFL

Name  Employee CQZ Person ID: 0000080000

*Return from Leave of Absence Date

Calendar %
[ ~] 2075 [¥]
R
12 3 4
Retur to Select Employee 5 6 7 8 9 10 11
12 13 14 15 16 17 18
. ot the Leave of Abeence (LO&) the ren| 19 20 21 2 23 2425
e reason for the Leave of Absence (LOA), the rel
LOA reason relates to FMLA or Parental leave, pleasq 28 27 28 29 30
Administrator to update the employee's FMLA Plan
@ Current Date [®)

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

New Window  Personalize Page [

H100% v
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Step Action

36. Click the 1 link.

37. Because the employee is on a Parental Leave of Absence, and will be returning to
work on April 1, you must notify an FMLA Administrator, who will update the
employee's FMLA Plan.

38. Click the Submit button.

39. Click the OK button.

40. Congratulations! You have successfully completed this lesson.

End of Procedure.

View Employee Compensation
Section 5 - Lesson 3 Exercises - View Employee Compensation

Procedure
A manager may be required to view an employee's compensation history.
This lesson shows you the pages with this data.

1. View Total Compensation
2. View Total Compensation History

Step Action

1. View Compensation History

Navigate to View Compensation History.
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Glenn Hegar Texas Compuroller of Public Accounts

Ceniralled Accouning and Pl sl System

Home Sign out

Favorites = Main Menu

Welcome Manager 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 Accessibility 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

#100% ¥

Step Action

2. Click the Manager Self Service link.

Manager Self-Service

3. Click the Job and Personal Information link.
[»_Job and Personal Informatior

4, Click the TX Total Compensation MSS menu.

olal L.ompensation

5. The TX Total Compensation MSS (Total Compensation) page enables the
manager to select his direct reports to view the employees compensation details.

6. Click the Employeel Portal link.

7. The Total Monthly Compensation page displays the Employee Details and
Compensation Details.

8. This page shows Compensation details for the applicable effective date, i.e.,
Base Salary, Benefit Replacement Pay (BRP), Longevity and/or Hazardous
Duty, when applicable.

Note: Amounts are based on eligibility and not actual employee compensation
based on effective date.
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Step Action

9. The Effective Date defaults to the current date.

Change this date to view the Compensation Details as of that date.

10. In this example, you can view the Total Monthly Compensation for the same date
of the prior year.

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

12. Click the year list.

[2016 [¥]

Favorites - Main Menu - > Manager Self Service ~ » Job and Personal ion ~ > TX Total C ion MSS

007 Home | Workist | AddtoFavorites | Sign out
ORACLE" 2002 A

2005 Personalize Page | 5
TX Total Compensation 2006 ~

Total Monthly Compensation 200
2
GET 2012
Effective Date: (07132016 B | Refresh Data

Calendar 2014
Employee Details 2015

[July v
Empl ID: 00000D0020) s M T W|agiz
Employee:  Empioyeet A 0

" 3405 5200
Department:  Operations A 10 11 12 143|202
17 18 19 20|2023

Job Title: Clerk Il
24 25 26 27|02
2025
Payroll Status: Active 31 30%
2027
Compensation Details (@ current|2028
2020 W
Base Salary: (2030 g1
Longevity Pay: 20.00
Benefit Replacement Pay: 0.00

v

H100% v

Step Action

13. Click the 2015 list item.

2015
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Favorites - Main Menu ~ > Manager Self Service = > Job and Personal Information ~ > TX Total Compensation MSS
Home Worklist Add to Favorites Sign out
ORACLE

Personalize Page | (&
TX Total Compensation (N

Total Monthly Compensation

Effective Date: [07/13/2016 |[i] Refresh Data
. Calendar
Employee Details
[ [EEm)
Empl ID: 0000000020 S M TWTEF S
Employee: Employeet A Tzoae
5 6 7 8 9 10N
Department:  Operaions 4 12 13 14 15 16 17 18
Job Title: Cleric I 920 21 22 23 24 25
26 27 28 20 30 M
Payroll Status: Active
Compensation Details @ Current Date [
Base Salary: 1851.91
Longevity Pay: 20.00

Benefit Replacement Pay: 0.00

H100% -

Step Action
14. Click the 13 link.
15. Click the Refresh Data button.
| Refresh Data |
16. Notice the Base Salary has changed to reflect the compensation as of the Effective
Date 07/13/2015.
Next, change the Effective Date back to the Current Date.
17. Click the Choose a date (Alt+5) button.
18. Click the Current Date link.
Cument Datd
19. Click the Refresh Data button.
| Refresh Data |
20. Click the scroll bar.
21. Please Note: The pay lines will only exist if they have a dollar amount greater than

$0.00. They are currently listed for training purposes only.
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Step Action

22. Click the Return to Employee link.

Eeturn fo Employed

23. The manager also has the ability to view his direct reports Total Compensation
History.

Let's navigate to the Total Compensation History page.

24. Click the Manager Self Service button.
|Manaqer Self Service v|

25. Click the Compensation and Stock menu.
| L Compensation and Stock "’l
26. Click the TX Compensation History MSS menu.

| .j TX Compensation History MSS |

27. The TX Compensation History MSS (Compensation History) displays the Direct
Reports of the selected manager.

28. Click the Employeel Portal link.

29. The Salary History box shows Date of Change, Job Title, Company, Empl

Status, Department, Action, Reason, Annual Salary and Compensation per
Frequency of a manager's direct reports.

The page also shows One Time Payments, as applicable.

30. Click the Return to Select Employee link.
Eeturn to Select Employed

31. Click the Home link.
(IS
32. Congratulations! You have successfully completed this lesson.

End of Procedure.

Temporary Assignment
Section 5 - Lesson 4 Exercises - Temporary Assignments

Procedure

When a manager's direct report accepts a Temporary Assignment, the manager changes the
employee's assignment.
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In this lesson, the manager will place an employee on a Temporary Assignment, and make

adjustments to their compensation.

1. Temporary Assignment
2. Temporary Assignment Status
3. Return from Temporary Assignment

capps

Cenirallzd Accountngand Fayeal Persamrel System

Favorites | Main Menu
Welcome Manager Self Service Role User
HR / Payroll News & Articles
My Profile SAMPLE - HR News
‘Sample HR News Atticle
[ Feed
My Time & Leave Employee Separation HR News
Manager Self-Service Time & Leave Approval

Common Links

Change Password Maintain Password Hint

CAPPS on FMX Set Portal Accessibility 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
Privacy and Security Policy | Accessibility Policy | Link Policy | Public Information Act | Compact with Texans

Glenn Hegar Texas Compuroller of Public Accounts

Home Sign out

Contact Us

H100% v

Step Action

1. 1. Temporary Assignment

Navigate to Temporary Assignment.

Manager Self-Service

Click the Manager Self-Service button.
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Centraled Anccumting and Pyl Persarml Syste.

Favorites © Main Menu > Manager Self-Service > Compensation Management

Main Menu > Manager Self-Service >
Compensation Management

‘salaries for your workforce, either by individual or by group. Review the

Glenn Hegar Texas Comptroller of Public Accounts

Sign out

history and total

= One Time Merit Status
Managers view One Time Merit status for Direct Reporis.

jard One Time Merit
i Managers Award One Time Merit to Direct Reporls

=] Miew Merit increase Status [=5] Change Leave of Absence Reason
Managers view merit increase for Direct Reports Manager can change LOA Reason code for Direct Reports
and Indirect Reports

Return From L eave of Absence
Manager retums an employe from Leave of Absence in
Job or deletes the refum for direct and indirect reports

Temporary Assignment
Infiale a request fo move an employee to a temporary
assignment

Return from Temp Assignment E View Compensation Histo
Retum an employee from Temparary Assignment Managers review Compensation History for direct reports
and indirect reparts

tion picture for your

E" Request Regular Merit Increase
Managers request merit increase for direct reports and
indirect reports

[F=5] Reauest Leave of Absence
Manager places an employee on Leave of Absence in Job
or deletes the LOA entry for direct and indirect reports.

=] Temporary Assignment Stafus
Temp Assignment Approval Status

E Total Compensation
Manager's page o view employee's lolal compensation

#100% ~

Step Action

Click the Temporary Assignment link.
[Temporary Assignmen]

3. The Transaction Effective Date is also the date on which the employee begins the

Temporary Assignment: March 1, 2015.

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

Click the 1 link.

5. Choose the employee going on Temporary Assignment.

Click the Employee STS link.
[Emplovee STS |

6. Choose the New Position Number for this Temporary Assignment.

=

Click the Look up New Position Number (Alt+5) button.
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Step

Action

7.

The employee's new position will be Budget Analyst V.

Click the 00001740 link.

Cemmralzed Anccunting and Pyl Personmel ystem.

Favorites - Main Menu > Manager Self-Service > C > Temporary

Temporary Assignment

Employee STS

Temporary Assignment Information
Enter the temporary assignment details and submit the change for approval. Select the position number for the temporary assignment
You wil be able fo change the employee's salary after you selec the position to which the employee will be assigned

EmplID: 0000050000 Temporary Assignment Start Date: 03/01/2015
Current Info New Info
Position Number: Budget Anlyst IV 00001744 *New Position Number:  [DD001740 |@,  Budget AnlystV

Business Unit:  Chief Financial Office 31350 New Business Unit: 31360 Chief Financial Office
Department: Finance 2300 New Department: 2300 Finance

Location Code: WP Clements 00001 New Location Code: 00003 Network Security Operation CTR
Job Code: Budget Anlyst IV 1158 New Job Code: 1159 Budget Anlyst V

Reports To: Director I 00001742 New Reports To: 00001742 Director I

Compensation

Justification

E-Sign & Submit

- @ Y Glenn Hegar ‘Texas Comptroller of Public Accounts
Sign out

New Window | Personalize Page | 5
~

% 100%

Step

Action

Click the Vertical Scrollbar to scroll down the page.
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Home Sian out

Favorites | Main Menu > Manager Self-Service > Compensation Management > Temporary Assignment

Employee STS ~

Temporary Assignment Information

Enter the lemporary assignment details and submit the ehange for approval. Select the position number for the temporary assignment

ou wil be able o change the employee's salary afler you select he position to which the employee will be assigned

Empl ID: 0000050000 Temporary Assignment Start Date: 03/01/2015

Current Info New Info
Position Number: Budget Anlyst IV 00001744 *New Position Number: (00001740 |@,  Budget AnlystV
Business Unit:  Chief Financial Office 31360 MNew Business Unit: 31360 Chief Financial Office
Department: Finance 2300 New Department: 2300 Finance
Location Code: WP Clements 00001 New Location Code: 00003 Network Security Operation CTR
Job Code: Budget Anlyst IV 1158 New Job Code: 1159 Budget Anlyst V
Reports To: Director I 00001742 New Reports To: 00001742 Director I
Compensation
Justification
E-Sign & Submit
Retum to Select Employees ~
#100%

Step

Action

You have selected the New Position Number for this Temporary Assignment. Now
you have to adjust the Compensation.

Click the Expand section button.

]

10.

Click the Vertical Scrollbar to scroll down the page.

11.

New Compensation can be changed by percentage or by amount. In this example,
you will increase the Base Salary by 10%.

Enter the desired information into the Change Percent field. Enter "10".

12.

Click the Calculate Balance button.
| Calculate Balance |

13.

The system displays the calculated Change Amount, and the New Compensation
amount.
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Step Action

14. You must enter a Justification in order for this change to process correctly. Enter a
reason for this change.

Enter the desired information into the Justification field. Enter "Test".

15. When you E-Sign & Submit this change, the system will submit the employee's
Compensation change for Approval.

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

16. The employee's Temporary Assignment has been submitted for Approval.

Click the OK button.

17. 2. Temporary Assignment Status
Review the status of the Temporary Assignment request.

Click the Compensation Management menu.
[Compensation Managemen

18. Click the Temporary Assignment Status menu item.

| |=] Temporary Assignment Status |

19. The Temporary Assignment Request Status = Submitted; it is waiting for Approval.

20. Click the Compensation Management menu.
[Compensation Managemen

21. 3. Return from Temporary Assignment
The employee will return from Temporary Assignment on April 1, 2015.

Click the Return from Temp Assignment menu item.

| |=| Return from Temp Assignment |

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

23. Click the 1 link.
24. Choose the employee to return from Temporary Assignment.

Click the Employee STS link.

Emplovee STS |
25. Click the E-Sign and Approve link.
E-Sign and Approve
26. The employee's return from Temporary Assignment is now approved.
27. Congratulations! You have successfully completed this lesson.

End of Procedure.

Section 6 - Separations and Lump Sum Payments

Section 6 - Separations and Lump Sum Payments

Voluntary Separation
Section 6 - Lesson 1 Exercises - Voluntary Separation

Procedure

Voluntary Separation is the separation filed by an employee when the employee willingly
initiates termination of service with an Agency.
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( : ap DS Glenn Hegar Texas Compuroller of Public Accounts

Ceniralled Accouning and Pl sl System

Home Sign out

Favorites = Main Menu

Welcome Manager 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 Accessibility 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 mptroller.Texas.Gov * Contact Us
Privacy and Security Policy | Accessibility Policy | _Link Palicy | _Public Information Act | Compact with Texans

H100% v

Step Action

1. Navigate to the Voluntary Separation page.

Click the Manager Self-Service button.

Manager Self-Service
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Contraled Anccumting and Pyl Persanl System.

Home Sian out
Favorites © Main Menu > Manager Self-Service
Main Menu >
Manager Self-Service
lew Employee Personal Info. Track Agency Property E Designate Workflow Alternate
S5 View Employee Personal Info Agency Property Designate Workflow Aliemale

Compensation Management Maintain Employee's Work Info Separations & Retirement
Manage salaries for your workforce, either by individual or Manage Work Localion and Reports o for your employees Maintain Separations and Refirement for Employees

by group. Review the compensation history and fotal ) Ghange Work Location = Voluntary Separations
compensation picture for your direct reporis I Change Regorts To Manager = Inveluntary Separation
= Award One Time Merit = Separation Due to Death

=] Qne Time Merit Status —
et =] Employee Refirement
=] Request Reqular Meri Increase

9 More...

Time and Leave Management Reporting

Manage employee fime requests, schedules, absences, Access to View and Run Reporls
overtime, exceptions and more. F=) Run Reports

=] View/Edit Time Cerfification
= Manager Timesheet
=] Maintain Shift Pay Rate

7 More.

= View Reports

#100% v

Step Action

2. Click the Separations & Retirement link.
[Separafions & Refiremen]

3. Click the Voluntary Separations link.
Moluntary Separationg

4, Choose the employee with the Voluntary Separation.

Click the Employee BRIT link.
Employee BRIT

5. The *Separation Effective Date is one day after the last date through which the
employee is paid.

For example, if the employee is paid through April 15, then the *Separation
Effective Date would be April 16.

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

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

K4
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Favorites | Main Menu > Manager Self Service > & > Voluntary
Voluntary Separation

Employee BRIT

Employee ID: 00000800000 Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the carrect last date paid through by checking the employee’s timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through
*Separation Effective Date:

Last Date Paid Through:
Last Date Physically Worked - Last date the employ| pendent from the
Separation Effective Date entered. Since State of T{ | June 5 5 7 mpleticn of the
applicable pay periods, over payments can result T | july al piece of information
used in identfying overpayments. August 1213 14
Last Date Physically Worked: Sepiember 3 19 20 21
October 5 26 27 28
November
+Reason for December
Current Date
Retumn to Select Employee g B

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

New Window | Personalize Page | [

H100% v

Step

Action

Click the April list item.
April

capps

Favorites  Main Menu > Manager Self-S > & > Voluntary
Voluntary Separation

Employee BRIT

Employee ID: 00000800000 Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the correct last date paid through by checking the employee's timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through.

*Separation Effective Date: I
Calendar X

2015

Last Date Paid Through:

Last Date Physically Worked - Last date the employ| S M TWTF 8 pendent from the
Separation Effective Date entered. Since State of T 12 1 4 mpletion of the
applicable pay periods, over payments can result. T| al piece of information
used in identifying overpaymens. 5 8 7T 8 9 1010

Last Date Physically Worked: 12 13 14 15 16 17 18
19 20 21 22 23 24 25

26 27 28 29 30

—

*Reason for
Submi

] curmrentDate [

Retumn to Select Employee

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

New Window | Personalize Page | B

H100% -
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Step Action

8. In this example, the employee is paid through April 9, so select April 10 as the
*Separation Effective Date.

Click the 10 link.

Glenn Hegar Texas Comptroller of Public Accounts

‘Centralzed accLtng and Pyrol Persanmel Sstem.

Home Sian out

Favorites | Main Menu > Manager Self Service > Separations & Retirement > Voluntary Separations

New Window | Personalize Page | (5
Voluntary Separation

Employee BRIT

Employee ID: 00000800000 Job Title: HUMAN RES
Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the correct last date paid through by checking the employee's timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through

*Separation Effective Date: 0411012015 |5

Last Date Paid Through: 04/09/2015

Last Date Physically Worked - Last date the employee was physically on the job. This is independent from the
Separation Effective Date entered. Since State of Texas payrolls are generated prior to the completion of the
applicable pay periods, over payments can result. The Last Date Physically Worked is a critical piece of information
used in identifying overpayments.

Last Date Physically Worked: gl
“*Reason for hd
Submit

Retumn to Select Employee

H100% ~

Step Action

9. Click Choose a date (Alt+5) button.
El

Page 72



CapPS

Centralined Accounting and Payroll Personnel System

Glenn Hegar Texas Comptroller of Public Accounts

capps

Centraled Anccumting and Pyl Persarml System.

Home Sian out
Favorites | Main Menu > Manager Self Service > & > Voluntary
New Window | Personalize Page | [
Voluntary Separation
Employee BRIT
Employee ID: 00000300000 Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the carrect last date paid through by checking the employee’s timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through

CAPPS HR/PAYROLL
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*Separation Effective Date:

Last Date Paid Through:

04102015 |[§]

04/0972015

Last Date Physically Worked - Last date the employ.
Separation Effective Date entered. Since State of T¢
applicable pay periods, over payments can result. T}
used in identifying overpayments.

Last Date Physically Worked:

Calendar

March . 2015 .
S M TWTF S
1.2 3 4 5 6 7
8 9 10 11 12 13 14

pendent from the
mpletion of the
fal piece of information

“Reason for —| 1516 17 18 19 20 21

Submit 22 23 24 25 26 27 28

20 30 [5]
Retum to Select Employee
@ Curent Date [®)
H100% v
.
Step Action

10.

Click the button to the right of the field.

capps

Cemtralzed Anccunting and Pyl Persenmel ystem.

Favorites  Main Menu > Manager Self-S: >

Glenn Hegar Texas Comptroller of Public Accounts

Voluntary Separation

Employee BRIT

Employee ID: 00000800000

Home Sign out
& > Voluntary
New Window | Personalize Page | /5
Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the correct last date paid through by checking the employee's timesheet entries. Either approve or

*Separation Effective Date: ar0zots |5

Last Date Paid Through: 04/0972015

deny any leave requests that may affect the last date paid through

Last Date Physically Worked - Last date the employe
Separation Effective Date entered. Since State of T¢
applicable pay pefiods, over payments can resuft. Tl
used in identifying overpaymens.

Last Date Physically Worked:

—

*Reason for
Submi

Retumn to Select Employee

bendent from the
mpletion of the
jal piece of information

2015 .
T F §
5 6 7
12 13 14
19 20
26 27 28

(@ Current Date [1)

H100% v
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Step Action

11. Click the April list item.
April

Glenn Hegar Texas Comptroller of Public Accounts

Centralzed accuntng and Pyrol Persanmel System.

Home Sian out

Favorites | Main Menu > Manager Self Service > Separations & Retirement > Voluntary Separations

New Window | Personalize Page | [
Voluntary Separation

Employee BRIT

Employee ID: 00000800000 Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the correct last date paid through by checking the employee's timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through

*Separation Effective Date: 0411012015 |5
Last Date Paid Through: 04/09/2015
Last Date Physically Worked - Last date the employ: Calendar pendent from the

Separation Effective Date entered. Since Stale of T4 [FSN[~] [2075 [v] pmpletion of the

applicable pay periods, over payments can result. T | piece of information

used in identifying overpayments. S M TWTF S

Last Date Physically Worked: 12 3 4

5 6 7 8 9 10 11

*Reason for Separation: 1213 14 15 16 17 18
o] 19 20 21 22 23 4 25

26 27 28 28 30
Return to Select Employee

(@ Current Date [5)

H100% v

Step Action

12. April 8 is the last day the employee physically worked.

Click the 8 link.

13. Click the Reason for Separation list.
I v
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Centraled Anccumting and Pyl Persarml Systen.

Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Home Sian out
Favorites | Main Menu > Manager Self Service > & > Voluntary
New Window | Personalize Page | [
Voluntary Separation
Employee BRIT
Employee ID: 00000800000 Job Title: HUMAN RES

Glenn Hegar Texas Comptroller of Public Accounts

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the carrect last date paid through by checking the employee’s timesheet entries. Either approve or

deny any leave requests that may affect the last date paid through
*Separation Effective Date: 0411072015 |5

Last Date Paid Through: 04/0972015

Separation Effective Date entered. Since State of Texas payrolls are generated prior to the completion of the

used in identifying overpayments.

Last Date Physically Worked:
slike Duties/Conditions

Dislike Work Hours
“Reason for Separation:

Dissat w/Promo Opportun.
End of Temporary Employment
Inadequate Salary

Retumn to Select Employee Personal Reasons

Reason Refused/Unknown
Resig inLieu of Invol Sep
Trans to Another Agency
TravelTravel Allowance
Voluntary Separation

Last Date Physically Worked - Last date the employee was physically on the job. This is independent from the

applicable pay periods, over payments can result. The Last Date Physically Worked is a critical piece of information

H100%

Step Action

14. Click the Personal Reasons list item.

Personal Reasons

capps

Favorites  Main Menu > Manager Self-S

> & Reti > Voluntary
Voluntary Separation

Employee BRIT

Employee ID: 00000200000 Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Physically Worked, and Voluntary Separation Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the correct last date paid through by checking the employee's timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through.

*Separation Effective Date: arzots |5

Last Date Paid Through: 04/0972015

Last Date Physically Worked - Last date the employee was physically on the job. This is independent from the
Separation Effective Date entered. Since State of Texas payrolls are generated prior to the completion of the

applicable pay periods, over payments can result. The Last Date Physically Worked is a critical piece of information
used in identifying overpaymens.

Last Date Physically Worked:

04/08/2015 |5
“Reason for Separat = —]

Retumn to Select Employee

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

New Window | Personalize Page | B

H100% v
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Step Action

15. Click the Submit link.
Submit

Ensure all exit tasks are completed based on agency policy and procedures. (32030,251)

H100% -

Step Action

16. A Terminated Employee is paid Lump Sum Vacation (if any) after the employee has
been off payroll for 30 days; this payment will be processed on the next available
payroll.

Managers are responsible for zeroing out any remaining leave balances, according to
their agency's rules.

Click the OK button.
17. Click the OK button.
18. An email will be automatically generated if a manager does not enter a separation in

a timely manner.
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Step Action

19. The email will have this text:

You have an employee(s) who has submitted a separation request that
has not been processed and may impact the upcoming payroll. A listing
of your unprocessed employee separation request(s) is provided below.

Please process the separation(s) in Manager Self Service prior to the
current payroll perioddeadline stated in the subject line of this email.

If any of the listed separations affect a prior pay period, please approve
any leave requests and enter the separation effective date immediately.
If the separation effective date is over 30 days in the past, please contact
your agency's HR administrator.

If you have been in contact with your employee and have agreed not to
go forward with the separation entry, then no action related to that
separation request is necessary.

If you need assistance, please contact
Employee AAA at first.last@agy.texas.gov.

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

Involuntary Separation
Section 6 - Lesson 2 Exercises - Involuntary Separation

Procedure

Involuntary Separation occurs when the department chooses to separate employees through
reduction in force, or by termination for conduct reasons.
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capps

Ceniralled Accouning and Pl sl System

Favorites = Main Menu

Welcome Manager Self Service Role User

HR / Payroll News & Articles
‘Sample HR News Article
[ Feed
z

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 Palicy | Palicy | _Public Information Act | Compact with Texans

Glenn Hegar Texas Compuroller of Public Accounts

Home Sign out

H100% v

Action

Navigate to the Involuntary Separation page.

Click the Manager Self-Service button.

Manager Self-Service
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Contraled Anccumting and Pyl Persanl System.

Home Sian out
Favorites © Main Menu > Manager Self-Service
Main Menu >

Manager Self-Service

View Employee Personal Info. Track Agency Property E Designate Workflow Alternate

MSE View Employee Personal Info Agency Property Designate Workflow Aliemale

Compensation Management Maintain Employee's Work Info Separations & Retirement
Manage salaries for your workforce, either by individual or Manage Work Localion and Reports o for your employees Maintain Separations and Refirement for Employees

by group. Review the compensation history and fotal ) Ghange Work Location = Voluntary Separations
compensation picture for your direct reporis I Change Regorts To Manager = Inveluntary Separation
= Award One Time Merit = Separation Due to Death

=] Qne Time Merit Status —
et =] Employee Refirement
=] Request Reqular Meri Increase

9 More...

Time and Leave Management Reporting

Manage employee fime requests, schedules, absences, Access to View and Run Reporls
overtime, exceptions and more. F=) Run Reports

=] View/Edit Time Cerfification
= Manager Timesheet
=] Maintain Shift Pay Rate

7 More.

= View Reports

#100% ~

Step

Action

Click the Separations & Retirement link.
[Separafions & Refiremen]

Click the Involuntary Separation link.

Involuntary Separatior

Choose the employee who will be involuntarily separated.

Click the Employee LLOO link.

Enter the *Separation Effective Date.

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

The employee will be paid through April 17; that means the *Separation Effective
Date is April 18.

Click the 18 link.

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

Action

Click the 10 link.

The last day the employee physically worked is April 10.

Click the Reason for Separation list.

v

Centralzed acoLmtng and Pyrol Persanmel System.

Favorites -~ Main Menu > Manager Self-Service > tions & > y Separation
Involuntary Separation

Employee LLOO

Employee ID: 00000700000 Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Phy ly Worked, and ¥ ion Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the correct last date paid through by checking the employee's timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through

*Separation Effective Date: 0411872015 |5

Last Date Paid Through: 04/1712015

Last Date Physically Worked - Last date the employee was physically on the job. This is independent from the
Separation Effective Date entered. Since State of Texas payrolls are generated prior to the completion of the
applicable pay periods, over payments can result. The Last Date Physically Worked is a critical piece of information
used in identifying overpayments.

Last Date Physically Worked:
Dis Cause: Atendance
*Reason for Separation:

Submit

Dis Cause: Violation of Rules
Retum to Select Employee Dismissal - dishonesty
Dismissal - false info on app
Dismissal for Cause
Dismissal-Exhausted All Leave
Reduction in Force
Termination at Wil

Glenn Hegar Texas Comptroller of Public Accounts

Home Sian out

New Window | Personalize Page | [5

H100% v

Step

Action

10.

Click the Reduction in Force list item.

Reduction in Force
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@ [ Glenn Hegar Texas Comptroller of Public Accounts
P —r——

Home Sign out

Favorites | Main Menu > Manager Self Service > & Retirement > y Separation

New Window | Personalize Page | 5
Involuntary Separation
Employee LLOO

Employee ID: 00000700000 Job Title: HUMAN RES

Enter Separation Effective Date, Last Date Phy. ly Worked, and

Y Reason.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be
paid for hours worked or from paid leave hours approved through the end of the month of separation. Please
determine the correct last date paid through by checking the employee’s timesheet entries. Either approve or
deny any leave requests that may affect the last date paid through

*Separation Effective Date: 0411872015 |5

Last Date Paid Through: 04/1712015

Last Date Physically Worked - Last date the employee was physically on the job. This is independent from the
Separation Effective Date entered. Since State of Texas payrolls are generated prior to the completion of the
applicable pay periods, over payments can result. The Last Date Physically Worked is a critical piece of information
used in identifying overpayments.

Last Date Physically Worked: 0471012015 |[5)
“Reason for Separation: Reduclion in Force v
Submit

Retum to Select Employee

#100% ~

Step

Action

11.

Click the Submit button.

12.

Click the OK button.

13.

Click the OK button.

14.

The Super User will monitor terminations, and will make sure that managers are
transferring out balances appropriately.

Annual Leave and FLSA Overtime will be paid out automatically in CAPPS after

the employee has been off payroll for 30 days; the payout will then be processed on
the next available payroll.

Managers are responsible for zeroing out any remaining leave balances according to
their agency's rules.

15.

An email will be automatically generated if a manager does not enter a separation in
a timely manner.

16.

Congratulations! You have successfully completed this lesson.
End of Procedure.
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Section 6 - Lesson 3 Exercises - Separation Due to Death

Procedure

When the separation cause is death, the employee is terminated and CAPPS will automatically

calculate any payments due.

capps

Cenirallzd Accountngand Fayeal Persamrel System

Favorites - Main Menu

Welcome Manager 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 Notifications ERS Homepage

Glenn Hegar Texas Compuroller of Public Accounts

Home Sign out

H100% v

Step Action

1. Navigate to the Separation Due to Death page.

Manager Self-Service

Click the Manager Self-Service button.
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Contraled Anccumting and Pyl Persanl System.

Home Sian out
Favorites © Main Menu > Manager Self-Service
Main Menu >
Manager Self-Service
E View Employee Personal Info. Track Agency Property E Designate Workflow Alternate
£MSS View Employee Personal Info Agency Property Designate Workflow Aliemale
Compensation Management Maintain Emplovee's Work Info Separations & Retirement
Manage salaries for your workforce, either by individual or Manage Work Location and Repors to for your employees Maintain Separations and Retirement for Employees
by group. Review the compensation history and total =] Change Work Location =] Voluntary Separations
compensation picture for your direct reports

comBensaton plere o) =) Change Reports To Manager voluntary Separation
_ cuarone time Hert =] Separation Due to Dealn
= One Time Mesit Status

= Employee Retirement
=] Request Reqular Meri Increase

9 More...
Time and Leave Management Reporting

Manage employee fime requests, schedules, absences, Access to View and Run Reporls
overtime, exceptions and more.
= View/Edit Time Certification
= Manager Timesheet
= Maintain Shift Pay Rafe

7 More.

= Run Repoits
= View Reports

#100% ~

Step Action

2. Click the Separations & Retirement link.
[Separafions & Refiremen]

3. Click the Separation Due to Death link.
[Eeparation Due to Death

4, Choose the deceased employee.

Click the Employee DEX link.
Employee DEX

5. Enter the *Separation Effective Date.

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

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

=
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Glenn Hegar Texas Comptroller of Public Accounts

Centrale Anccumting and Pyl Fersarml System.

Home Sign out

Favorites - Main Menu > Manager Self-Service > Separations & Retirement > Separation Due to Death

New Window | Personalize Page | [
Separation Due to Death

Employee DEX

Employee ID: 00000200000 .Job Title: HUMAN RES
Enter Separation Effective Date and Last Date Physically Worked.

Separation Effective Date - One day after the employee’s date of death. The date of death is the last date through
which the employee is paid. (Leave must not be entered on the timesheet for days after the date of death)
*Separation Effective Date: &l

Last Date Paid Through:

Last Date Physically Worked - Last date the emplo
Separation Effective Date entered. Since State of T
applicable pay periods, over payments can result.
used in identifying overpayments.

Last Date Physically Worked:

Bpendent from the
ompletion of the
cal piece of information

Reason for Separation:

December

Death
Submit

(@ Current Date [1)
Retum to Select Employee

H100% v

Step Action

The employee's date of death was March 27, 2015, therefore the *Separation
Effective Date will be March 28, 2015.

Click the March list item.
March
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Glenn Hegar Texas Comptroller of Public Accounts

Centraled Anccumting and Pyl Persarl System.

Home Sign out

Favorites | Main Menu > Manager Self-Service > Separations & Retirement > Separation Due to Death

New Window | Personalize Page | [

Separation Due to Death
Employee DEX

Employee ID: 00000200000  JobTitle:  HUMAN RES

Enter Separation Effective Date and Last Date Physically Worked.

Separation Effective Date - One day after the employee’s date of death. The date of death is the last date through

which the employee is paid. (Leave must not be entered on the fimesheet for days afer the date of death).

*Separation Effective Date: [

Calendar

Warch 2| S

Last Date Physically Worked - Last date the emplo] S M TWTF S ependent from the

Last Date Paid Through:

Separation Effective Date entered. Since State of 1 1 2 3 4 5 8 7T ompletion of the
applicable pay periods, over payments can result. lcal piece of information
used in identifying overpayments g 9 10 11 12 13 14
Last Date Physically Worked: 15 16 17 18 19 20
22 23 24 25 26 27 28
Reason for Separation: Death 2 30 M
Submit

] currentDate [¥)

Retum to Select Employee

H100% v

Step Action

8. Click the 28 link.

9. Enter the Last Date Physically Worked, March 20, 2015.

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

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

]
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Caplas Glenn Hegar Texas Comproller of Public Accounts

Centraled Anccumting and Pyl Fersarml System.

Home Sign out

Favorites - Main Menu > Manager Self-Service > Separations & Retirement > Separation Due to Death

New Window | Personalize Page | [
Separation Due to Death

Employee DEX
Employee ID: 00000200000  JobTitle:  HUMAN RES

Enter Separation Effective Date and Last Date Physically Worked.

Separation Effective Date - One day after the employee’s date of death. The date of death is the last ﬂE(E through
which the employee is paid. (Leave must not be entered on the timesheet for days after the date of death)

*Separation Effective Date: 0372812015 |5
Last Date Paid Through: 0312712015
Last Date Physically Worked - Last date the employee was physically on the job. This is independent from the

Separation Effective Date entered. Since State of Texas DﬂWO“S are genemen prior to the completion of the
applicable pay periods, over payments can result. The =ally Worked is a critical piece of i
used in identifying overpayments

Last Date Physically Worked:

x

2015 -
T F §

2 3 4

9 10 11

16 17 18
23 24 25

30

Reason for Separation:

Retum to Select Employee

Death

4] Current Date [}

H100% v

Step Action
11. Click the March list item.
March

C @p' DS Glenn Hegar Texas Comptroller of Public Accounts

Home Sian out
Favorites : Main Menu > Manager Self-S > & > Due to Death
New Window | Personalize Page | B
Separation Due to Death
Employee DEX.
Employee ID: 00000200000  Job Title: HUMAN RES

Enter Separation Effective Date and Last Date Physically Worked.

Separation Effective Date - One day after the employee’s date of death. The date of death is the last date through
‘which the employee is paid. (Leave must not be entered on the timesheet for days after the date of death).
*Separation Effective Date: 03/2872015 |[5)

Last Date Paid Through: 0372712015

Last Date Physically Worked - Last date the employee was physically on the job. This is independent from the
Separation Effective Date entered. Since State of Texas payrolls are generated prior to the completion of the
applicable pay periods, over payments can result. The Last Date Physically Worked is a critical piece of i
used in identifying overpayments.

Last Date Physically Worked: Calendar X
2015 [v]
Reason for Separation: Death s M oTwTE s

123 45 6 7
9 10 11 12 13 14
Retum to Select Employee 15 16 17 18 19 20 21
22 23 24 25 26 27 28
20 30 31

@

@ Current Date [B)

H100% v
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Step Action

12. Click the 20 link.
13. Click the Submit button.
14. In the case of Separation Due to Death, any Lump Sum payment is automatically

processed for payment after 14 days, and will pay out on the next available payroll.

Managers are responsible for zeroing out any remaining leave balances, according to
their agency's rules.

Click the OK button.

15. Click the OK button.

16. An email will be automatically generated if a manager does not enter a separation in
a timely manner.

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

Employee Retirement
Section 6 - Lesson 4 Exercises - Employee Retirement

Procedure

Employees send retirement requests to managers. Managers can review and complete the
retirement request using Manager Self-Service.
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( : ap DS Glenn Hegar Texas Compuroller of Public Accounts

Ceniralled Accouning and Pl sl System

Home Sign out

Favorites = Main Menu

Welcome Manager 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 Notifications ERS Homepage

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

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

H100% v

Step Action

1. Navigate to the Employee Retirement page.

Click the Manager Self-Service button.

Manager Self-Service
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Contraled Anccumting and Pyl Persanl System.

Home Sian out
Favorites © Main Menu > Manager Self-Service
Main Menu >
Manager Self-Service
View Employee Personal Info. Track Agency Property E Designate Workflow Alternate
MSE View Employee Personal Info Agency Property Designate Workflow Aliemale
Compensation Management Maintain Emplovee's Work Info Separations & Retirement
Manage salaries for your workforce, either by individual or Manage Work Location and Repors to for your employees Maintain Separations and Retirement for Employees
by group. Review the compensation history and total =] Change Work Location =] Voluntary Separations

compensation picture for your direct reports I Change Reporis To Manager =] Involuntary Separalion

=] Separation Due fo Death
= Employee Retirement

=) Award One Time Merit
=] Qne Time Merit Status
=] Request Reqular Meri Increase

9 More...
Time and Leave Management Reporting

Manage employee fime requests, schedules, absences, Access to View and Run Reporls
overtime, exceptions and more. F=) Run Reports

=] View/Edit Time Cerfification
= Manager Timesheet
=] Maintain Shift Pay Rate

7 More.

= View Reports

#100% ~

Step Action

2. Click the Separations & Retirement link.

Separations & Retirement

3. Click the Employee Retirement link.
Employee Retiremen]

4. Click the Employee JMN link.

5. Enter the *Separation Effective Date.

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

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

V]
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capps

Centrale Anccumting and Pyl Fersarml System.

Favorites © Main Menu > Manager Self Service > Separations & Retirement > Employee Retirement

Employee Retirement
Employee JMN
Employee 1D: 00000400000  .Job Title: HUMAN RES
Enter Retirement Separation Effective Date and Last Date Physically Worked.
Separation Effective Date - One day after the last date the employee is paid through. The employee could be paid for
h r :

ours worked or from paid leave hours approved through the end of the month of separation. Please defermine the

correct last date paid through by checking the employee's timesheet entries. Either approve or deny any leave
requests that may affect the last date paid through.

*Separation Effective Date:

Last Date Paid Through:

Last Date Physically Worked - Last date the emplo
Separation Effective Date entered. Since State of 1
applicable pay periods, over payments can result.
used in identifying overpayments

Last Date Physically Worked:

Bpendent from the
ompletion of the
cal piece of information

16 17 18
D b 23 24 25
Reason for e Y
4] currentDate [¥)
Return to Select Employee

Glenn Hegar Texas Comptroller of Public Accounts

Sign out

New Window | Personalize Page | [

H100% v

Step

Action

Click the May list item.
May

The last date the employee was paid through was April 30, 2015.
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts

Centraled Anccumting and Pyl Fersarml System.

Home Sign out

Favorites © Main Menu > Manager Self-Service > Separations & Retirement > Employee Retirement

New Window | Personalize Page | [

Employee Retirement

Employee JMN

Employee ID: 00000400000 Job Title: HUMAN RES

Enter Retirement Separation Effective Date and Last Date Physically Worked.

Separation Effective Date - One day after the last date the employee is paid through. The employee could be paid for
hours worked or from paid leave hours approved through the end of the month of separation. Please determine the

correct last date paid through by checking the employee's timesheet entries. Either approve or deny any leave
requests that may affect the last date paid through.

*Separation Effective Date: il
Calendar 3
v 2015 |v

Last Date Physically Worked - Last date the emplo| S M TWTF S ependent from the

Last Date Paid Through:

Separation Effective Dale enlered. Since State of 1 12 ompletion of the
applicable pay periods, over payments can resuit. cal piece of information
used in identifying overpayments. 3045 68 7 8 9

Last Date Physically Worked: 10 11 12 13 14 15 18
17 12 19 20 21 22 23
24 25 26 27 28 29 %0
31

Reason for Separation: Retirement

Submit

(@ Current Date [5)

Retum to Select Employee

#100% ~

Step Action

8. Click the 1 link.

[1]

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

10. The last date the employee physically worked was April 30, 2015.

Click the 30 link.

11. Click the Submit button.

12. Note: Managers are responsible for zeroing out remaining leave balances, according
to their agency's rules.

Click the OK button.

13. Click the OK button.

14. An email will be automatically generated if a manager does not enter a separation in
a timely manner.
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Step Action
15. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 7 - Designate Workflow Alternate

Section 7 - Designate Workflow Alternate

Designate Workflow Alternate
Section 7 - Lesson 1 Exercises - Designate Workflow Alternate

Procedure

In this lesson, you will see how Designate Workflow Alternate lets a manager temporarily

route report actions (for their direct reports) to a different manager.

Glenn Hegar Texas Compuroller of Public Accounts

Cenirallzd Accountngand Fayeal Persamrel System

Home Sign out

Favorites = Main Menu

Welcome Manager Self Service Role User

HR / Payroll News & Articles
Sample HR News Article
Feed

Manager Self-Service Time & Leave Approval

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

#100% ¥

Step Action

1. Click the Manager Self-Service button.

Manager Self-Service

2. Click the Designate Workflow Alternate link.
Designate Workflow Alternatd
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Step Action

3. When the system opens the Designate Workflow Alternate page, the Reassign
Work To field will default with your manager's Empl ID (employee ID) and Name.

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

4. Enter the date you want the reassignment to take effect.

Click the button to the right of the field.

V]

= @ [ & Glenn Hegar Texas Comptroller of Public Accounts
Centrlze Aace tingand Payral Fesonnel yster
Home Sign out

Favorites - Main Menu > Manager Self-Service > Designate Workflow Alternate

New Window | Personalize Page | [

Designate Workflow Alternate

Workflow Altenate allows you to route employee and/or manager initiated actions to your manager for a specific
period of time. Enter the date to begin routing your workflow items in the ‘From Date' field. Enter the date to end
routing in the To Date’ field. Click the Save button to save the dates and nofify your manager.

User ID. TXTEST_SELF_SERVICE_MANAGER
Description: Manager Self Service Role User

Reassign Workflow

Reassign Work To: | 00000500000 @, Employee AAA

From Date: January
February

2015 v

To Date: pe
May T F S
Total Pending Worklist Entries ju‘ne 5 6 7
uly
August 12 13 14
September 19 20 21
53 October 26 27 28

November
December

@] Current Date ¥}

H100% v

Step Action

5. Click the April list item.
April
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Glenn Hegar Texas Comptroller of Public Accounts

Centraled Anccumting and Pyl Persal Syt

Home Sign out

Favorites | Main Menu > Manager Self Service > Designate Workflow Alternate
New Window | Personalize Page | [5
Designate Workflow Alternate

Workflow Altenate allows you to route employee and/or manager initiated actions to your manager for a specific
period of time. Enter the date to begin routing your workflow items in the ‘From Date' field. Enter the date to end
routing in the To Date’ field. Click the Save button to save the dates and nofify your manager.

User ID: TXTEST_SELF_SERVICE_MANAGER
Description:  Manager Self Service Role User

Reassign Workflow

Reassign Work To: |00000500000 @, Employee AAA
From Date: Calendar
To Date: [~ | [0 []

S MTWTF s
Total Pending Worklist Enries 12 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18
B2 19 20 21 22 23 24 25

26 27 28 29 30

(@ Current Date [

H100% v

Step Action

6. Click the 5 link.

7. Enter the alternate's last day to receive your workflow items.

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

]

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

™

Page 94



CapPS

Centralized Accounting and Payroll/Personnel System

CAPPS HR/PAYROLL

EUT Course

capps

Centraled Anccumting and Pyl Persal Systen.

Designate Workflow Alternate

Favorites | Main Menu > Manager Self-Service > Designate Workflow Alternate

Workflow Altenate allows you to route employee and/or manager initiated actions to your manager for a specific
period of time. Enter the date to begin routing your workflow items in the ‘From Date' field. Enter the date to end
routing in the To Date’ field. Click the Save button to save the dates and nofify your manager.

December

@ Current Date [F)

User ID: TXTEST_SELF_SERVICE_MANAGER

Des: . Manager Self Service Role User

Reassign Workflow

Reassign Work To: (00000500000 @ Employee AAA

From Date: 04/052015 =

To Date: |
T F s

Total Pending Worklist Entries 5 6 7
12 13 14
19 20 21

26 27 28

Glenn Hegar Texas Comptroller of Public Accounts

Sign out

New Window | Personalize Page | [

#,100%

Step

Action

April

Click the April list item.

capps

User ID:

Reassign Workflow

Reassign Work To:

Designate Workflow Alternate

TXTEST_SELF_SERVICE_MANAGER
Description:  Manager Self Service Role User

Favorites - Main Menu > Manager Self-Service > Designate Workflow Alternate

‘Workflow Alternate allows you to route employee and/or manager initiated actions to your manager for a specific
period of fime. Enter the date to begin routing your workflow items in the ‘From Date’ field. Enter the date to end
routing in the To Date’ field. Click the Save button to save the dates and notify your manager.

@, Employee AAA

From Date: 04052015

To Date:

‘Total Pending Worklist Entries:

Calendar

S M TWTF §

1.2 3 4
5 6 7 8 9 1011
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30

4] Current Date [}

x

Glenn Hegar Texas Comptroller of Public Accounts

Home Sign out

New Window | Personalize Page | /5

H100% -
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Step Action

10. Click the 11 link.
11. You have reassigned your workflow to the alternate for the designated time period.

Click the Save button.

12. Click the OK button.

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