[dapps

CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Scheduling Assignments & Overrides — Superusers

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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Schedules Overview

Schedules are one of the core components of the CAPPS Time and Labor (TL) module. The schedules are defined
using the days of the week and the number of hours per day. However, they do not indicate the start and end
times for each day.
The TL module uses the employee’s assigned work schedule to determine:

e Holiday eligibility

e Leave accruals

e Monthly equivalent pay rate

e OQOvertime or compensatory time
There are two schedules within the TL module. Assigned Schedules must match the employee’s standard hours
defined in the Job and Position data. Default assigned schedules are:

e Assigned automatically upon hire or rehire based on the employee’s standard hours.
e Changed by managers, time administrators or TL superusers.
e Considered the employee’s permanent schedule for CAPPS processing.

Hourly employees are assigned a zero hour schedule, so all hours worked and leave taken must be recorded.

The other schedule is a Schedule Override, which is:

e Revised temporarily for one week of the employee’s assigned schedule.
e Entered on the employee’s timesheet.
e Deleted if the employee’s revised hours change.

Assigned Schedules

An employee’s assigned schedule is a permanent work schedule automatically assigned based on the Job and
Position data. The schedule:

e Creates the employee’s payable time, which updates the payroll module for monthly payroll processing.

e Calculates the monthly equivalent pay rate, overtime and compensatory time earned, and leave
accrual time.

e Displays on the employee’s timesheet.

>

|sn-cuu|ed 4000 | Reported 0.00 Hours ]

+Time Reporting Code 15at o} 25un o] Mon O 4Tue ) 5 Wed 3 Thu € 7Fi 3
Row Totals Status

[oorm Ooro Oofs Dofs Dofs 0ol 0ofs ]

Scheduling Assignments & Overrides — Superusers Feb. 4, 2026 Page | 1



CAPPS Central Desk Aid

Format and Naming Convention
Assigned schedule format and naming convention:

e TX_Standard hours in the FLSA work week_Scheduled hours each day (Sunday — Saturday)

All Schedule IDs begin:
e On Sunday, regardless of the employee’s FLSA work week.

e With TX_ and the number of weekly scheduled hours.

For example, if an employee’s assigned schedule is TX_40_0888880, the work schedule is 8 hours per day,
Monday-Friday.

X Weekly Sunday Monday | Tuesday | Wednesday| Thursday | Friday Saturday
Schedule | Scheduled | Scheduled | Scheduled | Scheduled | Scheduled | Scheduled| Scheduled | Scheduled
ID Hours Hours Hours Hours Hours Hours Hours Hours
TX 40 0 8 8 8 8 8 0

Daily scheduled hours with two-digit numbers are represented by alpha characters.
Characters used and the corresponding designated numbers:

D=10 E=11 F=12 G=13 H=14
J=15 K=16 L=17 M =18 N=19
P=20 Q=21 R=22 $=23 T=24

For example, if an employee’s assigned schedule is TX_40_0DDDDOO, the work schedule is 10 hours per day,
Monday-Thursday.

X Weekly Sunday Monday | Tuesday | Wednesday| Thursday | Friday Saturday
Schedule | Scheduled | Scheduled | Scheduled | Scheduled | Scheduled | Scheduled | Scheduled | Scheduled
ID Hours Hours Hours Hours Hours Hours Hours Hours

TX 40_ 0 D D D D 0 0

Daily scheduled hours with quarter-hour increments are also represented by alpha characters.
Characters and the corresponding designated increments:

Uu=.25 V=.50 W=.75

Assigning Schedules

To assign a new schedule to an employee, a search is required due to the number of schedules available.

1. Select the magnifying glass in the SCHEDULE 1D field.

7 Maintain Work Schedule .
= | Assign Work Schedule
) Waimtain Fuders! Funging Dasa Empioyes 1D
Erngicymen 1 Reecord
m Viarten Dyt Opy Bty o
¥
Veeew Tima Faparier Data
Assign Schedules
& View Comp Pian Envolmant mlla
Primary Schedule ] Amwman Scredue
EffectiveDate - Axsignement Meshod Schedule Group Scheciule ID Description Show Schedule
0ar1s2023 [BE T Freselred SIedue - Q TX_%0_0E88880 g;&:sv-:ﬁ-&a-.\éos- [Erow Sorwoud | 4 -
¥ View history of Schedule Assignments, including defsult changes

Note: There are hundreds of possible schedules, and the system will only display the first 300.
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2. Select begins with in the SCHEDULE 1D field.

Look Up Schedule ID x

Set ID. TEXAS
Schedule ID: | begins with ~ | ['rx_4o |

Description: | begins with ~ | | ‘

Search Results

Oniy the first 200 results can be dispiayed
View 100 1 : ~

Schedule ID

[r<_ao_goocoorrs

_g0008iKIK

Select Search.
Open the preferred schedule.

R

Select the SHOW SCHEDULE link on the Assign Work Schedule page.

Enter TX_the number of weekly scheduled hours in the TEXAS field. Example: TX_40
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o Assign Work Schedule
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6. Verify the scheduled hours for each day.

B Ve Lo Prge Ervelimans m|[a e
Primary Schecule ARernase Scracu | I
- Effective Date - Assignmaent Method Schedule Group Schedule 10
oans202s (3 Select Frece’red Soetue ¥ Q T DEBEE0 @
* View history of Schedule Assigrments, including defaull changes
The Schedule Calendar page will display and list the days and number of hours.
Schedule Calendar x

DATE can be changed to the first day of the employee’s FLSA work week.

Note: The Schedule Calendar defaults to the effective date of the schedule assignment. To view the
daily scheduled hours for a different date range, update the FROM DATE field and select Load
Calendar. For example, since the naming convention for all schedule IDs begins on Sunday, the FROM
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Schedule ID and Description Fields

The SCHEDULE IDand DESCRIPTION fields have limited character lengths. Therefore, the standard naming
convention in the previous section may not be used if the entry is too long. There may be variations between
the descriptions and the actual daily scheduled hours as well.

Example: The Schedule ID TX_40_0787870 has a description of 40 HRS XX-75-87-75-87-75-XX.

Following the standard naming convention, the beginning of the Schedule ID TX_40 indicates 40 total work
hours scheduled for the week. However, the total hours in the SCHEDULE ID field equals 37 hours, and the
total hours in the DESCRIPTION field equals 39.9 hours. Therefore, the schedule calendar reflects the actual
daily hours of 40 hours:

7.5 hours on Monday
8.75 hours on Tuesday
7.5 hours on Wednesday
8.75 hours on Thursday
7.5 hours on Friday

Schedule Calendar

X 42_078770

Oy Oute Workday 10 o Schedtrs | ShROetall SN has changing slements

Updating Assigned Schedules

Assigned schedules can be updated for new hires and current employees.
Navigation
Dashboard: Time and Labor, Tile: Enroll Time Reports
Update a Schedule for a New Hire
1. Select Maintain Work Schedule in the left navigation menu.

2. Enter the employee’s information.
The Assign Work Schedule page displays.

Assign Work Schedule
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3. Select Correct History.

Mt Wors Sebecite

‘ Assign Work Schedule

@ Vartan Fasen Punsng Oun
T Vartan Dhwwna Py o °

B Vew Comp Pan Dvosment =lla

Verify the EFFECTIVE DATE field is consistent with the employee’s hire date.
Update the SCHEDULE ID field to the new Schedule ID.

Select Save.

Update a Schedule for a Current Employee

1. Select Maintain Work Schedule in the left navigation menu.

2. Enter the employee’s information.
The Assign Work Schedule page displays.

Varta s resse

l Assign Work Schedule

@ Vartan Fosmy Funsng Omn

3. Select the plus sign (+) to add a new row.
Enter the EFFECTIVE DATE for the new schedule assignment.

S re—

I Assign Work Schedule

Vamian Pocun Funang Dws

i varcan Srvaes puy R °

Update the SCHEDULE ID field to the new Schedule ID.
Select Save.

Retroactive Schedule Assignment Changes

It is best practice to avoid retroactive schedule assignment changes so processing errors (including incorrect
payable time) will not occur. Therefore, new schedule assignments must be effective at the beginning of the
FLSA workweeks.

When a schedule assignment is changed to a retroactive effective date, the CAPPS system reprocesses the time
for that pay period based on the new date. However, prior time may be reprocessed based on the new
schedule, which could result in underpaid or overpaid time.

If a retroactive schedule change is necessary, reviewing the timesheet entries from the retroactive effective date
of the new schedule through the current month is imperative. The review ensures the new schedule assignment
is consistent with the employee’s timesheet.

Managers are unable to change a schedule once payroll has processed for that pay period. Although, superusers
have the ability to update the schedule at any time.
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Schedule Override

A Schedule Override is a temporary revision to one week of an employee’s assigned schedule. Like the assigned
schedule, CAPPS uses it to calculate monthly equivalent pay rate, overtime and compensatory time earned, and

leave accrual time. The schedule override replaces the employee’s assigned schedule on the timesheet for the
week of the override.

Navigation
Dashboard: Time and Labor, Tile: Time Management

Entering a Schedule Override
1. Select Override Scheduled Workday in the left navigation menu.

2. Enter the employee’s information to open the Override Scheduled Workday window.

The window display the employee’s daily scheduled hours under each day and date according to the
assigned schedule.

T Super User Trmesoeet

Override Scheduled Workday

7 Time Summary

me Calencar

o0t Record
e
Weekly Schedule
Manage Excestons Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total
040272024 040972024 04/1072024 041172024 04/1272024 041132024 04/1472024 “ w"“‘"
.00 200 8.00° 2.00° 800 0.00 0.00 L
© Request Tene Admn - ; — ” - e — - = ” - = G
1000 Q 1000 Q 1000 Q 1000 Q 000 Q 000 Q 000 Q 000
Acotony TA Processes
Dele i 1! wee
=) Upcate Eariest Change Date
Override Scheduled Workdsy I

St

)+ Cose Payadie Tene

Notes: The DATE field defaults to the current date on the search window.

The Override Scheduled Workday window defaults to the employee’s FLSA workweek for the date
entered in the DATE field on the search criteria.

The Previous Week and Next Week links allow you to navigate week by week.

4. Enter the new daily hours for the employee’s temporary schedule in the field below each day and date.
Note: The temporary alternate schedule must match the employee’s weekly standard scheduled hours.

For example, if the employee is scheduled to work 40 hours per week, the schedule override must equal
40 hours.

5. Select E-Sign & Approve to save the changes.

Deleting a Schedule Override
1. Select Override Scheduled Workday in the left navigation menu.
2. Enterthe employee’s information to open the Override Scheduled Workday window.

3. Change the date in the DATE field on the search window.

The date defaults to the current date, so a date within the FLSA workweek is necessary for the override
to be deleted.

Note: The Override Scheduled Workday window defaults to the employee’s FLSA workweek for the
date entered in the DATE field on the search criteria.

4. Select the checkbox next to Delete Schedule Override for the entire week.
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3. Select Delete Override.

15 Suoer User Trvestent
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Override Scheduled Workday
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4. Select Yes on the pop-up message for deleting the Schedule Override.

5. Select OK on the Save Confirmation page indicating the save was successful.

The Override Scheduled Workday window will reopen for the week of the deleted override.

Override Scheduled Workday

Employee ID

Employment Record

* Updated Hours

E-Sign & Approve

Previous Week Next Week
Weekly Schedule
wonday T y Wednesd Thursday Friday Saturday Sunday e renn
04/08/2024 04/09/2024 04/10/2024 041172024 04/12/2024 04/13/2024 041472024 40.00
2.00 8.00 8.00 8.00 8.00 0.00 0.00
[s00a] [200q| [ a0 Q] [s00q| [ a] [ 000 a] [0 Q] 40.00
Retumn to Select Employee Delete Override

6. Verify that the daily scheduled hours match the employee’s assigned schedule.
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Revision History

Date Description of Change Changed By

Feb. 4, 2026 Initial release. M. Lambert
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