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CAPPS Desk Aid

Temporary Assignment Start and End

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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Temporary Assignment Start and End

e For agency business continuity during an emergency or special circumstance, an employee may be
temporarily assigned to other duties for a period not to exceed six months in a 12-month period. This is
called a temporary assignment and is entered on the employee’s job data record in the Manage Job tile.

e When placing an employee on a temporary assignment, the agency must change the employee’s current
JOB CODE even though the EMPLOYEE TYPE is not changing. For example, classified employees may
be temporarily assigned to work in another classified job but not a line-item exempt job code.

e During temporary assignments, employees must earn at least the same amount of pay they received
before the reassignment.

e Agencies may assign employees to a pay group with a higher minimum salary rate than their regular
position. However, agencies cannot move employees on temporary assignment to a position in a lower
minimum salary rate.

e Employees temporarily designated to act as the administrative head of a state agency will continue to
receive the salary for a classified position. Although, the salary cannot exceed the amount established by
the General Appropriations Act for the administrative head of the agency.

Note: The following salary actions cannot be performed for employees on temporary assignment:
e Awarding merit increases

e Promotions

e Demotions
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Temporary Assignment Start (041)

The following information is required to enter a temporary assignment transaction in the Manage Job section:
e ASSIGNMENT EFFECTIVE DATE

EMPLOYEE ID

NAME to validate

SALARY AMOUNT

POSITION NUMBER

NEW JOB CODE

SALARY Grade to validate

Note: If the effective date of the temporary assignment occurs before the current month, you must have
Correct History access in CAPPS to create the entry in Manage Job.

Navigation
Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Job

1. Enter the Employee ID or Employee Name in the EMPL ID or NAME field.
2. Select Search.

3. Select the employee record you want to view.

Manage Job

Search Existing

Search Criteria

EmpliD | bognawih v v
Mame | beging with v begins with v | |TEST
Socond Lost Mame | beginawih v bogins vith v

Ml Na

veging wm v [ v

baging win v a bogns v v a

Department | beginawih q ompany | begnawih v q
Incuge sty O Comrct ity
Soarch Resuits
Last Name TEST
.
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The Job Actions Summary page displays.
4. Select Create Job Action in the top right area of the page.

Hob Actions Summary

L TEST
focooooate1 - 0 - Employee
g Specialst |

| Create Job Ackon
Job Actions Summary

Te virw 4 update 88 job e, access Bis page in Cormect Hislory mosi (select acens mides on the Seach page)
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. s0e0s201

fr— CataChange 1781 o528 52200 2000 w04 82 o
. Commissoner Agency 800~

. A Fras Tranng Speciaisl Trsning Speciaet §42 0520pecatons  Gpsrabons 6004 1206Gemyscurg  Texas Baseina Agency 152 Manthy Pay
— Comesen 1 ] Admin Adetn [ os2 ™

The Create Job Action window displays.

Create Job Action

Note: If 8 Payroll is currently in process for this empioyee, data wall not be processed until next payroll
Ploase review the transaction specific details and update the effective date comectly on this pege.

*Effective Date [0400172025 B

Effective Sequence |0
*Action |DTA Q| Data Change

Reason 041 Q| 041-Temporary Assignmnt Start
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5. Enter the start date of the temporary assignment in the EFFECTIVE DATE field.

Note: The EFFECTIVE SEQUENCE field defaults to 0 (zero) if there are no transactions on Job Data
with the same effective date. If a Job Data action with the same effective date already exists, the
EFFECTIVE SEQUENCE field automatically updates.

Enter a Data Change in the ACTION field.
Enter 041 (the Temporary Assignment Start code) in the REASON field.

Select Continue in the top right area of the window.
The Data Change — 041-Temporary Assignment Start page displays.

9. Remove the current position number in the Work Location section and press the tab key to remove the
current position number information.

Data Change - 041-Temporary Assignmnt Start
T TEST

00000000191 - 0 - Employee
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Work Lecation Work Location Related Information
» vased A
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© Mioe Seanes

Laat St Date 02022013

10. Enter the new position number in the POSTITION NUMBER field and press the tab key to populate the
new position data.

Data Change - 041--Temporary Assignmnt Start
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® vaie s
Effectve Date 04012025 EMective Sequince &
o ot HR Status Actve Paroll Status Asten
. " s 0
*Job Indicater | Primafy Job W
Beneta Program
© ot Searied View Job Dietaity
Position Nember | 00005205 a Orverrass Dpsails Ho
Pajica Drector v
© hot states )
Puaition Enry Date | 04012025 Position Managed Record He
Salary and Compensaton
o Na s Regutatoey fiegion | US4 Company |T52
Litited Stited Tenis Basebrre Agencsy 052
Empiyment Dats
1 ok Saied Besiness Unit | 52100
052 Exeiulive Adimuneil abin
. I:l:ruil.:g Sevice n epartment 1001 Department Entry Date | 04012025
Esieiutive Adiman - 1.1
Walilate a2 Tevas Basshne A 02
o Location [ has Basaine Agncy
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O bt Sarted
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11. Select Salary and Compensation in the left column.

Data Change - 041--Temporary Assignmnt Start
T TEST

RO0MH0EYSY - ) - Employes

Tranng Sgeoatat |

otk Lacation o . ) . Fielated information
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Salary wnd Compunnation
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© Mot S

Ve
—

Suremacy
© bt et Puy Componsnts

Amoust  Costms  Changes  Convarsion  Show A

12. Enter the temporary assignment salary rate as a monthly rate in the COMPENSATION RATE field.

Note: The employee’s salary rate may increase or remain the same in the temporary assignment, but
it cannot decrease.

13. Select Default Pay Components and Calculate Compensation to update the comparative information.
14. Select the Validate section in the left column.

Data Change - 041--Temporary Assignmnt Start
LTEST
Joao000e10n - 0 - Employes
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=
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:
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Rate Change Parcent]
Warting - Vou have updated job infor that etauling o job row 1. (1000.910) = Yom have updatid job infon that L]
Summary 4 Waming updating e employee's 1 you weouid e 10 wpd empioyee’s based on he new informaton, Ben 0o 42 he Compensabon page. You can seiect the
. ¢ 10 re-detaut any rponecis, Yieu can

15. Select Validate in the top right area of the page.
If no errors are produced after running the Validate process, select Next.
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16. Select Submit to save the transaction.

Data Change - 041~ Temporary Assignmnt Start
TLTEST

0000000191 -8 - Emglayes

[Frainng Speciabet|

Work Location Business Usit @ 52100 52200 =
® Vases
Oepartment & w081 2000
b Infeamaticn
* Vosms .
Dapartmant Ensry Date # [ 0202012 e Reterence Links a
Benefit Frogram 2
o Loeasion® 6002 0% S
Payrolt JebCode® = 15
* Vaes
Job Entry Date ® oamz0zs 202012
Salary and Campensstion
® Veos Adds to FTE Actual Count? @ s Ha
Emgiayment Data FLSA Status @ [, (]
® Vases
tholiay Schedule ® oEF Nt Aakatin
Prioe Stute Service
® vas
Compenastion ate & 10,600 000300 3,055 130000
Validate
@ Viees Grade ® 0 "
.
& Grade Entry Date oamz0zs 2020012
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Duiy® 161538462 142851385
[ 10,000 004200 3.095.30000
Annual ® 120.000.005000 37.143.960000
Change Perceat® 2067 0000

The Submit Confirmation page displays.

Submit Confirmation
+The nge fer TLTEST hy
rTest
0009101 -0 - Employes
ovector v
o Achons Summary | Ga T Sewch Revus

Employees may remain in a temporary assignment for up to six months in a 12-month period. To end an

employee's temporary assignment and restore them to their original position, follow the steps in the next

section.
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Temporary Assignment End (042)

To complete the Temporary Assignment End:

e Gather the following information:
O ASSIGNMENT END DATE — last day paid through + one day
© EMPLOYEE ID
O NAME to validate
O SALARY rate prior to the Temp Assignment start date
O  POSITION NUMBER prior to the Temp Start

¢ Verify no changes were made to the employee's original position number while the employee was in the

temporary assignment.

e Validate that job code, salary group, FLSA indicator, reports-to, EEO data and other position attributes

are correct before entering action to end the Temporary Assignment.

Navigation

Dashboard: Workforce Administration; Tile: Manage Human Resources, Manage Job

1. Enter the EMPL ID or NAME field.
2. Select Search.

3. Select the employee record you want to view.

Manage Job
Search Existing
Soarch Critoria
Empli0 | begnauin v Empi Record [ = v
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Last Mg | begina wih v N beging wil v
Wddlo Moo | bagnawmn v Degns i v v
veghswm v a Department 56t 1D | bagins wh v Q
W eer——— a w [Dograwih v q
Inchude History Cosrect History
Sewch |
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Last Name TEST
A vow
Empi 101} Empl Rocord ' Name 1 Lowi Name 1. FirstName 1, Midle Nam Organizaisanal Relotionship 11 Company ' JobCodeli  Business Unit Payrol Stabes 11
00000000191 L TLTEST TEST mn Emplayee TS2 1 S200 Aciive
000000008 0 Hire Teshus Teshs tre Emplayee ™ 087 12100 Acihe
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Job Actions Summary
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4012025 Data Change W s . sai00 100 002 s2 won
N felive 041-Temporary Assignmot | Diestor  pecyery 052 T . Execulie Ademin - 6002 455 Brownslone  Toxas Baselioe Agency  T52 Monthly Pay i
Py Job Start v Azt " R 052 Group.

The Create Job Action window displays.

Create Job Action

se °
*Action [DTA Q| Data Change
0 Q| 042-Temporary Assignment End
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5. Enter the effective date of the temporary assignment end in the EFFECTIVE DATE field.

EFFECTIVE SEQUENCE field automatically updates.

Note: The EFFECTIVE SEQUENCE field defaults to 0 (zero) if there are no transactions on Job Data
with the same effective date. If a Job Data action with the same effective date already exists, the

Enter Data Change in the ACTION field.
Enter 042 (Temporary Assignment Start code) in the REASON field.

Select Continue in the top right area of the window.
The Data Change — 042-Temporary Assignment End page displays.

9. Remove the current position number in the Work Location section and press the tab key to remove the

current position number information.

Data Change - 042--Temporary Assignment End

TLTEST
06000030191 - 0 - Employes
Dwecton v

Work Location Work Location
® vates
EMfectve Date

Job Information
© Mot Starind.

Benefit Program
© Mot Saarned

Payroll
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Employment Data —
© Nt S Business Unit | 522
Prior State Service. n P
© her S Department Entry Cate
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© Mot g

Summary
© Nt S

Expercied Job End Date B

Retirement Cose | ERS Retrement Contibutor w

10. Enter the previous position number in the POSITION NUMBER field and press the tab key to populate

new position data.

11. Select Salary and Compensation in the left column.

Data Change - 042-Temporary Assignment End

00000000181 - © - Employes

Salary Plan

fate 3,006 3300007

Related Information

12. Enter the employee’s original salary rate as a monthly rate before the temporary assignment in the

COMPENSATION RATE field.

| Note: The employee’s salary rate cannot increase or decrease in this transaction.

13. Select Calculate Compensation to update the comparative information.
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14. Select the Validate section in the left column.

Pata Change - 042--Temparary Assignment End
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15. Select Validate in the top right area of the page.

If no errors are produced after running the Validate process, select Next.

16. Select Submit to save the transaction.

Data Change - 042--Temporary Assignment End

TL TEST
00000000191 - 0 - Emplayee
Director v

Previous

Submit

‘Wark Location Summary
® vsted
Job Information Effective Date 15012025
» vsied
Summary of Changes
Benefit Program
® vsted Field Label
Compensation Rate
Paytoll
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Salary and Compensation Manthly @
® Vshed

Annual @
Employment Data u
® vates
Change Percent ®
Prior State Service D
® Vsted Change Amaunt @
Validate Compensation Rate @
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Summary Changes Made @
® Vstad

Propased Informatian

3,095.330000

142661385

3,095.330000

37.143.560000

68,047

-6,904.670000

3,095.330000

Effective Sequence 0

Cument Information

10,000.000000

451538462

10,000.000000

120.000.000000

0.000

0.000000

10,000.000000

Related Information

- Reference Links

Wiew Job Delails

The Submit Confirmation page displays.

Submit Confirmation

The Data Change for TL TEST has been successfully submitied.

7L TEST
00000000191 - 0 - Employee
Director v

Job Actions Summary | Go T Search Resulls
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Revision History

Date Description of Change Changed By

Dec. 23, 2025 Initial release. K. Griffin
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