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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Entering Employment Action

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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Entering Employment Action

In CAPPS, most employment actions are a two-part process. First, the position number attributes need to be
updated in the Manage Position module. Second, the employment action and job attributes are entered in the
Manage Job module.

Users need to enter the employment action in Manage Job using a reason code and adjust the employee’s
comp rate and other applicable details. If the employee is changing position numbers, the new position number
must have already been setup before users can enter the new position number in Manage Job. In some cases,
employment actions do not require updating the Position Management module and those can be entered in the
Manage Job module only. As a rule, if an attribute to the position number is being changed, then it must be
made in the Position Management module first before the employment action can be entered in the Manage
Job module.

Examples:

e Reason code 020, Promotion — First, this action requires the position number to be updated with
new job code in the Manage Position module first. Second, the employment action is entered in the
Manage Job module.

e Reason code 025, Merit Increase — This action does not require entry in the Manage Position
module since the only attribute changing is the compensation rate located in Manage Job module.
The employment action can be entered directly in the Manage Job module.

Reason Codes Definitions and Restrictions

Enter employment actions using a reason code that defines the action that is taking place. Agencies must ensure
employment actions entered in CAPPS are aligned with the definitions and restrictions in Reason Code Resources
and Classification Salary Schedule (FPP R.022).

Additional Reference

Users should also reference the State Auditor’s Texas Human Resources Management Statutes Inventory.

Prerequisites

This desk aid is a basic outline of the steps, navigation (including screen images) for entering an employee action
in CAPPS — it is not intended to replace internal agency training.

Information needed to complete an employment action:
e EFFECTIVE DATE of the employment action
e EMPLOYEE ID
e NAME to validate
e Amount of the salary increase, decrease or if it remains the same
e New POSITION NUMBER (if applicable)
e New JOB CODE (if applicable)

e Salary grade to validate
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https://fmx.cpa.texas.gov/fmx/payper/salsched/
https://fmx.cpa.texas.gov/fmx/payper/salsched/
https://hr.sao.texas.gov/Resources/StatutesInventory/
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Updating or Managing a Position

Navigation

Dashboard: Workforce Administration, Manage Human Resources, Manage Position
Navbar: Main Menu, Organizational Development, Position Management, Manage Position

1. Enter the POSITION NUMBER.

Use the magnifying glass to search by other criteria (if position number is unknown).

2. Select Search.

 Manage Human Resources Manage/Create Positio
Manage Position @ AN

w Search Criteria

Position Number
Position Status
Business Unit

Job Code

—

begnswith v | |000:

begins with v
begns with v
begins with v

Include History

Correct History

Description | begins with v
begins with v
Department | begins with v Q

Company | beginswith v

3. Select Add Row to insert a newly effecti

ve date row.

4. Enterthe EFFECTIVE DATE of the employment action that will be entered in Manage Job.

5. Populate the REASON CODE field with the UPD.

Use the magnifying glass to search for the UPD.

==

Request Details
[ "Effective Dale | G022 =
EMectiree Sequense O
['l-iull!.:u:ll: ode | LED O | Upaas Poss qﬂ]

6. Select Continue.

7. Update the JOB CODE field with the new job code from the Position Data page.
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8. Make any additional necessary updates to other position attributes (such as LOCATION,

DEPARTMENT, REPORTS TO).

Dn——m Step 1 of §: Position Data
Vet

- =]

sce Cose UPD Update Poston

Apeovst St Not Avadastie

Tie  ASmna¥atve Asstare v

Q) Untes Sutes moany

9. Select Next.

10. Select Next on the Additional Information section.

1] Sestien e $tep 2 of §: Additional Information

P

E)::-u-— P —

3 Dudget ncumbests

4 Powtoon nd Reporting setass

11. Select Next on the Budget Incumbents section.

Name. o gt Recoeg < FumPu

S A Eecie Dute Acton Acton Resson Override Postcn Data Job Data

12. Update fields (as necessary) for REPORTING INDICATOR, POSITION ALLOCATION, POSITION

FUNCTION and/or MONTHLY BUDGET AMOUNT, in the Position and Reporting details section.

4 Posibon Data Step 4 of 5: Position and R

13. Select Next.

14. Review these changes on the Review and Submit page for accuracy.
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15. Select Previous to revisit prior pages and adjust values previously entered (if necessary).
Select Submit. \

Curront Head Count 101

1 Position Deta
varar Step 5 of 5: Review and Submit

ov2022 Reason Code UPD Ugpdate Poston

2 Addmonal Information

Approvel Status  Not Avatadie

3 | Budget Incembents Summary Of Changes
Vates
Description Proposed Valuve Current Value
Position and Ref Oetany
) e et Oescroeon ER e p—— Admnaratve Assistant
R and § Srort Descrgtion AomAs v Adm As
Vieted
| Acton Date ow1e2022 12012021
S0 Code 01584 01584
Salary Grace ” 15
. Oescroton Aomn Asst Vv Admin Asset IV

16. Select OK on the warning message that displays informing agencies that no updates are made to
incumbent data — this is due to the fact that changes must to be entered in Manage Job for the
incumbent employees.

Waming -~ No updates wil be made o incumbent data.
Position data refated to job code, compensation, company, business_unit of classified indicator has been changed
Incumbent job data wil not be automatically updated If the change is to be applied 10 incumbent job data, continue Position Data save process then proceed to Worklorce Administration> Job Information> Job Data and enter the change there

Press OK to continue save process

After a successful save, a message displays indicating that the position number was successfully updated.

Paosition Confirmation

[ 4 The Position Number has been successtully updated. I

Position Number
Headcount Status Filed
went Head Count 10f 1

Entering an Employee Action

Navigation
Dashboard: Workforce Administrations, Manage Human Resources, Manage Job
NavBar: Workforce Administration, Job Information, Manage Job

1. Enter the EMPL ID field.
Search by other criteria if employee’s ID is unknown.

2. Select Search.

Search Existing

w Search Criteria

EnpiD [segrsws ) C

Name | beginswith v LastName | beginswith v

Second LastName | beginswith v A""""”Chaf::e' begins with v

Organizational

Middle Name | begins with v Relationship | begnswith v v
Business Unit | begnswith v Q Department SetID | beginswith v Q
Department | beginswith v Q Company | beginswith v Q

Include History () Correct History

=) BN -
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3. Verify that it is the correct person by NAME and EMPL ID.

4. Select Create Job Action on the Job Summary page.

Job Actions Summary

-E
Admiaten Aesstaet V

Job Actions Surmary

e i masses on o Search age)

ENective Date | Sequence  HR | Payrod Status | Job Indkcalor  Action | Reason Jab Code Position Reparts To Business Unit  Depariment Location Compary Pay Geoun Stmdard How's  Actions

v
12002021 s Grange oista MON

= 8o g
o Laternl Mhove, Sarma Grde Adnisiave Assatast IV Admnairatve Assatant

Pranasy Joo

5. Enterthe EFFECTIVE DATE that aligns with the date of the employment action.

6. Search for and choose the ACTION associated with the employment action.

Cancel Lookup

Search for: Adkon

¥ Search Criteria

w Search Results

(=] = s
Agtion Action Description = Short Description ©

ADD Add Contingent Worksr Add CWR

ADL Additicnal Job Addl Job

DEM Demotion Demotion

DTA Data Change Data Chg

HIR Hre Hire

JRC Job ReclassiScation Job Rectas 4
LOA Leave of Absence LOA

Py Pary Rate Change Pay Rt Chg

POS Posaion Change Paosn Chg

PRO Proemotion Promoticn

REH Rehire: Rehire

RFL Fetum from Leave Retum-LOA

TER Termination Termninatn

UNG Unclassified Change Lindass Change

Note: Action codes are the types of reason codes that can be entered. The list of reason codes are
populated based on the type of action that is selected.

7. Select the REASON CODE
Search for the reason code using the magnifying class.
8. Select Continue.

Create Job Action - 3

Note If o Pay»oll 43 Comendly i Deocess 56 I3 SMpioyee. 0t will Nt 29 200Ceased Lnth faxt payoil
FOS08 /00w [N YEA20C00N SORCIC SATNES And LOTRI0 TN STRCIVG SR8 COMICTY O I3 Da

['l Moctive Date 04012002 .—?]

Effective Soquence 0

*Acson 'PAﬂo Q F‘rcrrctm]

Reason 020 Q 020 - Pvm]

Note: The list of reason codes that displays depends on the type of action code used. See Reason Code
Resources and Classification Salary Schedule (FPP R.022) for lists of all available reason codes.
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Ensure the attributes update the position record by removing the position number and press the tab key
to move out of the field.

10. Enter the position number again.

Empioyee
Adminratve Assistant V
Work Location Work Location
© Visted
Effective Date 04012022
Job Information
ona w“h HR Status Actve
*Job Indicator | Primary Joo v
Benefit Program
O MNet Started
Position Number | 000 Q
Payroll Administralive Assstant V
© Net Started
Position Entry Date  11/012201
Salary and Compensation P T T

11. Select Next on the Work Location section.

Promoton - 02

oy
Aot Assatart ¥

m—
=

30 Intormanca
e vt

Benett rogram

© bt Sttt
Payon

O et states

Salry s Campempaton

o Buniness Unt

Prcr Siate Sarvice

e epartmant €
Mazarsous Duty o
s
Vassae
O bt Sttt
Expacted Job End Oste &
Samenary

© titstanmt

12. Validate the correct job attributes are displayed on the Job Information section.

13. Select the Salary and Compensation section in the left-hand menu (skipping the Benefits Program and
Payroll sections).

e ——— |

Emgioyes
prucisiratve Assstant v

Work Location
© Vised

Effective Date 04912022 Eftoc
300 Information
® Visteo

Bevafit Program
© Nt Strted

Job Information

Payroll
© Nt Raried

Salary and Compensaton
© Nt S2ted

Employment Data
© Nt Strted

RegetarTemporary

Employee Class.
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14. Enter the COMPENSATION RATE field with the new (fuII monthly) salary under Pay Components.

Work Locaton Salary and Compensation
® Vo

Verify New Salary
Grade

Satary Adrmen

15. Select Calculate Compensation.

16. Select the Validate section in the left-hand menu (skipping the Employment Data, Prior State Service,
and if applicable Haz Duty sections).

17. Select Validate.
18. Verify that the Validation Successful displays under Messages section.

19. Select Next.

Promofion - 020 - Promotion

Work Location Validate

 vas
L

Job nformation

et Enoctive Date 04012022 Effective Sequance 0
Validation

Benefit Program

© ot Stuted Uss the Vaidate bumon 10 verty e entsrsd data. TV 5 n 0p00nal 5120 but 5 : etais and review - messages L orers
Wessagen View Job Deta

Payrol

© ot Started Vaitaton Successtul v warmng:
210w

Salary and Compensation JIEHE

Vot
Sorenyy . Message Text

Employment Data

© ot Started 1 Warning g - Chanoe Pecan o greser than 2. (1000 30— O fh hld orwllegp s (Comparzation R, P4 Rae Change A, o P R Change Parcar) s bt changed, a0 h e 5y o change grstrhan 20
petcent, e i Coec. esve o2 &, o £ 2. Pay

Prior State Service D FHOMSB0N T8t is rebevant 10 Compensaton defaul nnqmmrw! 1000,910) - You  relevant without updsing ee's compensation If you

© Mot Strid 2 Warnrg WOd Ik 1 Updel e Eiorest CGAnSAB P bas6d 1 v OB, T You can select he C e-oefaut an ‘s componenes. You can 850 manusly

adjust e pay components

Hazardous Duty
© Not Staced

=

20. ReV|ew the Proposed Information for accuracy in the Summary of Changes section.

Promotion - 020 -

Empioyee
v
< P Subrmit

Work Location Summary T

» v
&

30b informaion Effeciive Date 040172022 Effeciive Soquence 0

® s -
Summary of Changes.
o Doetd Program Fiakd Label Propused Informaion Curront Infosmation
o Cote & 01564 o1ea

Payoll
O ot Startod Job Entry Dato & omIznz 12082021

Salary sad Conganssfion Benefits Employee Siaius ® Acve 1
® visted

Compensation Rats # 4772000000 3.872.000000

Emplogment Data

© tict St
Giste ® u

Prior State Service L
© bt Saansa Grade Entry Daie ® 4012022 t20i2020

Hazardous Duty n Compansation ks 4772000000 34872000000

"

validate Changes Mads #
® s

‘summary
® Vste

21. Select Submit.
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Revision History

Date Description of Change Changed By

Sept. 16, 2024 Initial release. K. Griffin
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