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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 
Overview 

• 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.

• 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.

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

• 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.

• 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: 

• Awarding merit increases

• Promotions

• Demotions

https://fmx.cpa.texas.gov/fm/pubs/paypol/general_provisions2/?section=temporary&page=temporary#stateagency
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Temporary Assignment Start (041) 

The following information is required to enter a temporary assignment transaction in the Manage Job section: 
• 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.

The Job Actions Summary page displays. 

4. Select Create Job Action in the top right area of the page.

The Create Job Action window displays. 
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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. 

6. Enter a Data Change in the ACTION field.

7. Enter 041 (the Temporary Assignment Start code) in the REASON field.

8. 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.

10. Enter the new position number in the POSITION NUMBER field and press the tab key to populate the
new position data.
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11. Select Salary and Compensation in the left column.

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.

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.

The Submit Confirmation page displays. 

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: 

• Gather the following information:
o ASSIGNMENT END DATE — last day paid through + one day
o 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.

• 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.

The Job Actions Summary page displays. 

4. Select Create Job Action in the top right area of the page.

The Create Job Action window displays. 
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5. Enter the effective date of the temporary assignment end 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. 

6. Enter Data Change in the ACTION field.

7. Enter 042 (Temporary Assignment Start code) in the REASON field.

8. 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.

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.

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.

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.

The Submit Confirmation page displays. 
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Revision History 

Date Description of Change Changed By 

Dec. 23, 2025 Initial release. K. Griffin


	Overview
	Temporary Assignment Start (041)
	Temporary Assignment End (042)
	Revision History



