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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Creating Expense Reports

Note: This desk aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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CAPPS Central Desk Aid

Creating Expense Reports

This desk aid provides instructions for creating an expense report using the CAPPS Financials Travel and Expense
(T&E) module. The expense report replaces the travel voucher.

Note: The Record of Transportation and Duties Performed file is still required as an attachment and is
available on the FMx Travel page.

Creating Expense Reports

Navigation
Dashboard: Employee Self Service; Tile: My Travel and Expense; Tile: Create Expense Report

1. Entervalues in the following fields on the Expense Report page in the General Information section:
e BUSINESS PURPOSE — Select from the drop-down menu.
e DESCRIPTION — Describe the business conducted.
e DEFAULT LOCATION — Overnight lodging or the first duty point.
e BEGIN TRAVEL DATE/TIME —Format MM/DD/YYYY, HH:MM AM/PM.
e END TRAVEL DATE/TIME — Format MM/DD/YYYY, HH:MM AM/PM.

Expense Report

Report NEXT

- |

I Default Location |ABBOTT, TX Q I

Creation
Reference Q Updats

Event]
Begin Travel Date/Time |05/01/2026 (]| |7o0am

*End Travel Date/Time |05/04/2026 (| |500Pm

HQ Work Location 00001  Lyndon B Johnson Building
Current Work Location

Expense Details

2. Select Attach Receipt.

Expense Report

==
I

Ganeral Informaion

Expense Details

Creating Expense Reports Oct. 20, 2026 Page | 1


https://fmx.cpa.texas.gov/fmx/travel/

CAPPS Central Desk Aid

Select Add Attachment.

Cancel Attachments

Expense Report
Description Test

Report ID 0000061103

Attachments Details

No attachments exist. Upload an existing file or capture receipt image

+ Add Attachment

Add documents (e.g., Record of Transportation and Duties Performed, receipts or other supporting

documentation).

Select ACCOUNTING DEFAULTS.

Validate the GL ChartFields data in the Accounting Details section.

Canssl| Expense Report Defaults [oor<]
Desanption st ﬁ

Update values (optional).

Select Done.

Select Add Expense Lines from the EXPENSE REPORT ACTION drop-down menu.

Xpense Report
gt 0000061104
I

Expense Details

Add ¥om Quich-Fib

Copy Expense Hapor

The Expense Entry page displays.
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10. Enter the following values for the expense. The values use personal car mileage as an example:
e DATE — Format MM/DD/YYYY.
e EXPENSE TYPE — Search using the magnifying glass icon. For example, 7102 IS Personal Car Mileage.
e PASSENGERS — Enter the total number of passengers, including the driver.

Expense Entry
Test & | &
|
Total (1tem) 108.75 USD 7102 IS Personal Car Mileage - 05/01/2026
& = aes “Date | 050172026 i)
Add Deiete Fier Mo Expense Type | 7102 IS Personal Car Milsag Q
Friday. May 01, 2026
[ e 10875 Description e
usD
Mileage
Starting Point [+ 21
Ending P L)
Round Trip a
Payment Details
Additional Information
*Passangers |1
5 Accounting 13
Note: A daily breakdown is required for lodging and meals. All other expense types can be
cumulative single entries.

11. Select the ADD (+) icon to add additional expense lines (optional).
12. Enter the following values for the second expense. The values use hotel expenses as an example:

e DATE — Format MM/DD/YYYY.

e EXPENSE TYPE — Search using the magnifying glass icon. For example, 7106 IS Hotel.
e PAYMENT — Select from the drop-down menu.

e AMOUNT — Enter the numeric value and USD.

e EXPENSE LOCATION — Search using the magnifying glass icon.
If you obtain lodging at more than one duty point, add an expense location for each lodging date and
meal.

Expense Entry

Test | @

Total (2 Items) 108.75 USD 7106 IS Hotel - 05/01/2026

+ - = Date [05/0112026 (@]

™ Driete Filer More Expense Type |T106 1S Hotel a
|+ Friday, May 01, 2026
7106 15 Hotel

oo Description
uso

710218 Persanal Car Mileage 10875 | Payment Details

usD

“Payment | Personal Funds. v

“Amount | 275,00 uso Q

Additional Information

“Billing Type | INTERNAL ~

ation |ABBOTT, TX CAJ

Attach Recopt

B Recsipt Spit

Exceptions.

Creating Expense Reports Oct. 20, 2026 Page | 3



CAPPS Central Desk Aid

13. Select Save to enter more expenses later.
Select Review and Submit to submit the expense report.

“Date | 05/01/2026 i)

*Expense Type | 7105 1S Hotel Q

Description

14. Review the information.

15. Select Submit.

[Expense Summary

nersusa

=) Ve Prstbl Pt

The Submission Confirmation window displays.

16. Toggle the icon next to the statement, “I certify that this expense report is true, correct, and unpaid,” to
indicate your response.

Submission Confirmation

‘Z‘wmal this expense report is true, comect, and unpaid,

This Exponse Report does not include payment of gratuities, fravel expenses for non-omployees, purchases of alcohol or purchases of products and services without statutory authority.
This Expense Report is for purposes that cedarly involve official state business and are consistent with the agency’s legal authorty, per Texas Governmant Code 660 Travel Expenses
(A claim for more than the amount spent s a violation of state law

(55 e (=]

17. Select Submit.
The My Expense Reports window displays the expense report status.

18. Select the REPORT ID number to display the approval status.

My Expense Reports

| CAPPS Fid Producton

Retwmed (
| 2 Awaiting Approval
Not Submed (3 Craste E

awaiting Approval (1) Actions 1. Description 1 Report ID 14 Status 14 Approver 1.
Pending Payment (o Test 0000061105 Submession in Process
View Al (4

19. Confirm the expense report status on the Expense Summary page.

[Emense summary

Enchria BES0S 030 20AM

T Peating Approval
(Packus
Degitnen Travel Cacodoar

= ot Rowed
Supareeas
Cpry—
e

& ot Rowed

20. Select Withdraw to update the expense report and edit the details (optional).
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Revision History

Date Description of Change Changed By
May 19, 2026 Initial document creation M. Apolonio
Oct. 20, 2026 Minor revisions M. Apolonio
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