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CAPPS Central Desk Aid

Custom Hire

CAPPS provides a method to hire an employee using a custom process and page(s) to bring the employee into
CAPPS. This document is intended as a brief reminder of the steps, navigation and screens used to complete
the CAPPS Custom Hire process — however, it is not intended to replace training.
There are two types of hiring processes addressed in this desk aid:

e (Classic Hire process — used when hiring an employee who has never worked at your agency.

o Fluid Hire process — used when rehiring an employee into your agency who already has a CAPPS
profile with your agency.

Prerequisite

Information required to complete the hire process in CAPPS:
e Hire Date (Start Date)
e Social Security Number
e Name
e Birth Date
e Gender
e Address
e Ethnic Group
e Military Status (Veterans Status and Preference)
e Position Number
e Salary
e Education Level (optional)
e Marital Status (optional)

Much of this data is visible to the employee on My Profile section. For example, if the Education Level is entered
the employee will see the Education Level in Employee Self Service.
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Brand New Employee to CAPPS — Classic Hire Process

Navigation
Dashboard: Workforce Administration; Tile: New Hire, CAPPS Custom Hire
NavBar: Workforce Administration, Job Information, CAPPS Custom Hire

Classic Hire — on the CAPPS Custom Hire Page
1. Navigate to the CAPPS Custom Hire page.

/| CAPPS Custom Hire

CAPPS Custom Hire

42 CAPPS Non-Employee Add

i# Add Additional Assignment National ID Empl ID
Confirm

(. Hire Candidate National ID
*Company Q Name
“Hire Date j Empl Record 0

Continue

2. Enter the new hire’s Social Security number in the NATIONAL ID field.
The following warning message displays:
Reminder — New hires should not be onboarded prior to their first day physically reporting to work.
Please review the new hire’s official documents (Social Security card or 1-9) to confirm the National ID
entered. If SSN is correct, click OK to confirm no changes are required or Cancel to return to the field
and revise what has been entered.

Confirm
7 Hire Candutate | National D

Reminder — New hires should not be onboarded prior to their first day physically reporting to work

Please review the new hire’s official documents (Social Security card or I1-9) to confirm the National ID entered
If SSN is correct, click OK to confirm no changes are required or Cancel to return to the field and revise what has been entered.

L]

Note: It is critical to ensure the new hire’s SSN is entered correctly. New hire records saved with an
incorrect SSN cannot be corrected by the agency — a ticket must be opened with CAPPS Production
Support for assistance.

3. Enter the SSN again in the CONFIRM NATIONAL ID field to validate the correct new hire’s SSN
number.

Select OK if the SSN is correct. If the SSN is not correct, select Cancel and correct the SSN in both fields.
Enter the 3-digit agency number in the COMPANY field.

Enter (or select from the calendar icon) the HIRE DATE field.

N o v &

Select Continue.
Web Services runs behind the scenes to check the SSN against all other state agencies. It may take a
moment to display the screen while the process runs.

8. Select Add Name.

9. Complete the FIRST, MIDDLE and LAST NAME fields and select suffixes, if needed.
10. Select Refresh Name.

11. Select OK.
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12. Verify new hire’s date of birth and enter that date in the DATE OF BIRTH (DOB) field (or select that
date from the calendar icon).

| Note: Ensure the DOB is entered correctly because CAPPS calculates some benefits based on the DOB. |

13. Do NOT select the COMMISSIONED PEACE OFFICE checkbox (which is automatically checked ON if
the employee was ever a Commissioned Peace Officer [CPO]).
[TFormat Type:

Enghsh -
Display Name: [ Add Name
Biographic Information
Date of Birth: BH| o Years O Months
Birth Country: usa Q United States
Birth State: Q
Commissioned Peace Officer:
Birth Location:
Info Release Indicators
Allow the following to be released to the public : Release All: Release None:
*Home Address Release: - ‘55N Release ~| “Emergency Centact Info Rel: -
*Heme Telephene Release: = *Family Info Release: ~ “Protect Indicator | Not Protected ~

14. Select all applicable Info Release Indicators in the drop-down menus.

\ Note: Depending on the agency and/or employee, some employees have a PROTECT INDICATOR \
 value displayed. |

15. Select the GENDER in the drop-down menu (Required).

16. Select the HIGHEST EDUCATION LEVEL in the drop-down menu (Optional).

Biographical History Q 10f2 ~| | P || P View All
*Effective Date: 1211972023

“Gender: Male -

“Highest Education Level: HS Graduate or Equivalent v

: 06/18/2007

*Marital Status: Unknown M As of;

Language Code: d

Alternate ID:

[JFull-Time Student

17. Select the Contact Information tab.

18. Select Add Address Detail.
| Note: The EFFECTIVE DATE (Hire Date) and COUNTRY (USA) autopopulate.

19. Select Add Address.

20. Enter all address information.

21. Select the employee’s COUNTY OF RESIDENCE in the drop-down menu.
22. Select OK.

23. Select OK again.
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24. Enter the employee’s PHONE TYPE and PHONE NUMBER fields and check the Preferred box.
If more phone numbers are needed, select the plus icon (+) to add an additional row. However, only one
phone number can be designated as the preferred number.

Biographical Details Contact Information Begional Qrganizational Relationships

— empii0
Current Addresses

m|Q 1w View Al
Address Type  As Of Date Status  Address
Home 1211972023 A ‘ Edit/View Address Detai -+ -

015

Phone Information

m|a v View All
-Phone Type Telephone Extension Preferred

Personal Cel o — x| | [-
Email Addresses

5 |q 1 1~ View Al
“Email Type *Email Address Preferred

Note: DO NOT enter any type of email address as a part of the CAPPS Classic Hire process. This type
of information can be updated after completing the new hire process. If your agency is using the
email interface, the business email is updated by the interface. Otherwise, enter the business email
(and other personal data) by returning to this screen after the new hire process is complete.

25. Select the Regional tab.

' Note: The REGULATORY REGION field should default to USA.

26. Select the look up (magnifying glass) icon next to the ETHNIC GROUP field (required) and choose the
appropriate ETHNIC GROUP in the drop-down menu.

\ Note: “NSPEC” is not a valid menu option. If no other selections apply, you may select Multi.

27. Enterthe MILITARY STATUS field.

28. Choose the applicable checkbox indicators in the Texas Application section.

Edit Discharg

Military Discharge Date

[Texas Application Q - View All

“Effective Date  11/09/2023 Orphan of Veteran Foster Youth
Spouse of Veteran Selective Service
Spouse Member Spouse Primary

29. Select the Organization Relationships tab, which defaults to the Org Relationship of Employee.
30. Select Add Relationship.

¢ CAPPS Custom Hire

Biographical Details Contact Information Regional [ Organizational Relationships l

Person ID NEW

Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Add Relationship

Biographical Details Contact Information Regional Organizational Relationships

31. Select the Work Location tab.
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32. Enter the HIRE REASON CODE field (or use the look up [magnifying glass] icon on the right of the field
to search applicable codes).

33. Enter the POSITION NUMRBER field and press the Tab key.

Many of the remaining fields autopopulate ey e Resson Code =
after the POSITION NUMBER field is Pl s e — o ndfester Frmany b
entered, such as the: curent
'osition Number: a
e REGULATORY REGION field e E—
e COMPANY fleld Pasition Entry Date: ]
Position Management Record
e BUSINESS UNIT field “Regulatory Reglon: UsA Z Unitfa States
“Company:
e DEPARTMENT field wx al b
. epartment: Q
e DEPARTMENT ENTRY DATE field oo =
Department Entry Date:
e TLOCATION field Loeatlen: =
34. Select the Work Location tab.
35. Verify that the work location assigned to the new hire has the correct work location data.
Note: The ESTABLISHMENT ID is not used in CAPPS.
DO NOT enter the RETIREMENT CODE field. During CAPPS new hire processing, information is
| retrieved from the ERS and SPRS to determine the correct retirement code. Do not change the \
| retirement code without consulting with the ERS, as this is the agency that determines correct \
| retirement code. |
{ Work Location H Job Information H Payroll H Salary Plan || ‘Compensation }
CAPPS Desk Aid EmplID 79003940495
Employee Empl Record 0
Work Location Details \El 1of1 v
*Effective Date: 12/19/2023
Effective Sequence: \jl Action: hire e
HR Status: Aclive Reason Code: E
Payroll Status: Active *Job Indicator: ‘ Primary Job "‘
[ Calculate Status and Dates ]
Current a
Position Number: E
Override Position Data
Position Entry Date:
Position Management Record
*Regulatory Region: UsA Q United States
“Company: \:I
*Business Unit: CPA Core SETID
Department: [ a
Department Entry Date:
e —— S Date Created:  01/17/2024
Agency Transfer From
Last Start Date: 01172024 Agency Transfer To
Expected Job End Date:
Retirement Code: hd
36. Select the Job Information tab.
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37. Verify that the position assigned to the new hire has the correct position data, such as in the:
e JOB CODE field

REPORTS TO field

.
e STANDARD HOURS field
°

Work Location | Job Information Payroll Salary Plan | Compensation
CAPPS Desk Ald EmplID 79003940495
Employes Empl Record 0
Job Information Details (© Q 1 v
Effective Dale 4012024 Go To Row
Effective Sequence 0 Action  Hire
HR Status  Active Reason
Payroll Status  Active Job Indicator  Primary Job J
Current
“Job Code | Q
Entry Date | =
Supervisor Level | Q
Reports To | Q
“Regular/Temporary ‘ Regular v *FulliPart | Full-Time A
D Empl Class | v “Officer Code | None v
*Regular Shift ‘ Not Applicable ~
Shift Rate
Standard Hours (@
Standard Hours 40.00 Work Period | W
Weekly
FIE 0.000000
Contract Number (%
Contract Number Q | Next Contract Number
Contract Type
B usa
Job Data Employment Data Eamings Distribution Benefits Program Participation

Note: If the information is not accurate, you may need to manually enter the correct position data.
Please verify the position data before completing the new hire process (through the CAPPS Classic
Hire Process) to ensure that updates were made to the position data.

38. Select the Payroll tab.

39. Enter (or verify, if already populated with a value) the PAY GROUP field.

40. Verify the payroll information.

Work Location | Job Information

Paysoll | Salary Plan | Compensation

“Payroll System: Payrodl for Morth America ~
Payroll for North America
Pay Group: MON
House Manthly Pay Group
Employee Type: E a Exception Hourly Heliday Schedule: | DEF Q | Defaut
Tax Location Code: TX_TRAVIS
GL Pay Type: FICA Status: Subgect -
Combination Codé: Edit ChartfFields
Job Data Employment Data Eamings Di Benefits Program Participation

41. Select the Salary Plan tab.

complete.

Note: The Employee Tax Data (W 4 information) defaults to a value of single and zero. This
information can be updated by the employee later through Employee Self Service after the hire is
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42. Verify the applicable SALARY ACTION PLAN, GRADE, and STEP fields

{ Worklore Admisistration

£ CAPPS NonEmployee Add

New Hire

Desk Aid
Eongs
¥+ Add Asdisonal Assignment pares
) Salary Plan Details (0
§* Hire Canuate

EmpliD 70023123923

Empl Record 0

Q

Effective Date 13012023 24 To F
Effective Sequence 0 Action  Hire

HR Suws  Active Reason  (10-New Hie or Rehie
Payroll Status  Actve Job Indicator  Primary Job a
Cuarent
P
Salary Admin Plan ¥ 10z-Unciassified Salary Flan E
Uk M1 B
Grade g0 éo,in'i“*’”m Salary Grade Entry Date L =

D Stop

Includes Wage Progression Rule

Step Entry Date. Bl

43. Select the Compensation tab.

44. Enter the employee’s compensation value in the COMPENSATION RATE field

HR Status  Active

45. Select Calculate Compensation and verify that the salary rate is correct.

Payroll Status ~ Active

I Compensation Rate

» Pay Rates

¥ Comparative Information

Pay Components
®F|lQ

“Rate Code

1]BSY000 Q

I Amounts l Controls Changes

Default Pay Compenents.

Conversion
Seq Comp Rate
o e

| Calculate Compens:

Reason

Job Indicator  Primary Job

Cy
“Frequency Ma Monthly
Currency Frequency Percent
Q Q + -

Note: If you are hiring a part-time employee, ensure the STANDARD HOURS are correct (in the
Position Data area) before processing the new hire.

Example: Enter the STANDARD HOURS (in the Position Data area) to 20 if the employee is scheduled

to work 20 hours per week. Enter the employee’s monthly salary rate at the full-time rate for 40
hours per week. Click Calculate Compensation and CAPPS prorates the salary accordingly.

46. Click OK to save the hire record.
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Rehire a Prior Employee — Fluid Hire Process

Navigation
Dashboard: Workforce Administration; Tile: New Hire, CAPPS Custom Hire
NavBar: Workforce Administration; Job Information; CAPPS Custom Hire

Fluid Hire — on the CAPPS Custom Hire Page

1. Navigate to the CAPPS Custom Hire page.
2. Enter the new hire’s Social Security number in the NATIONAL ID field.
3. Enter the 3-digit agency number in the COMPANY field.
4. Enter the HIRE DATE field (or select the hire date from the calendar icon).
5. Select Continue.
oo cwrscsme
CAPPS Custom Hire
National ID Empl ID
Confirm
National ID
“Company Q Name
“Hire Date =) Empl Record o
Dual Employment Hire:
The following message displays:
The EmplID you have entered should already exist. Are you sure you want to use this EmplID?
te [ :
mp The EmplID you have entered already exists. Are you sure you want to use this EmpliD? (18032,1550)
Cancel
6. Select OK.

7. Select Continue.
Web Services runs behind the scenes to check the SSN against all other state agencies. It may take a
moment to display the screen while the process runs.

8. Select the Biographical Details tab.
9. Verify personal information and update Info Release Indicators.
10. Select the Contact Information tab.

11. Verify and update current addresses and phone numbers.

Note: DO NOT enter any type of email address as a part of the CAPPS Custom Hire process. This type
of information can be updated after completing the new hire process. If your agency is using the
email interface, the business email is updated by the interface. Otherwise, enter the business email
(and other personal data) by returning to this screen after the new hire process is complete.

Note: If the EMATIL ADDRESS is already populated, do not update or remove until after saving the
new hire process is complete.

12. Select the Regional tab.

13. Verify ethnic and veteran information.
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14. Select the Organization Relationships tab, which defaults to the Org Relationship of Employee.

15. Select Add Relationship and the Create Job page opens.

New Hire

Vel CAPP'S Custom Hire Biographical Details Contact Information Begional Organizational Relationships

i CAPPS Non-Employee Add

LT _— e —
+* Add Additional Assignment Choose Org Relationship to Add

3% Hire Candidate Employee

Contingent Worker

PI:III | I IFII

n raphical Deta Contact Informat Regional drganizational Relatonsh

16. Enter the HIRE REASON CODE field (or use the look up icon/magpnification glass on the right of the field
to search applicable codes).

17. Select Continue.
18. Select Work Location.

19. Enter the POSITION NUMBER field and press the Tab key.
Many of the remaining fields autopopulate after the POSTTION NUMBER field is entered, such as the:
e REGULATORY REGION field

COMPANY field

BUSINESS UNIT field

DEPARTMENT & DEPARTMENT ENTRY DATE fields
LOCATION field

Work Lecation Work Location
* Vaied

Effective Date 121192023 Effective Sequence
Job Informati
0 Nerstaned HR Status Active Payrall Status Active

“Job Indicator | Primary Job |
Barafit Program
© Hot Staed

I Pasition Number a Ovarride Dewils
Payreil
© Hot Started Position Entry Date | 08012020 Position Managed Record No

Salary and Compensation Regulatory Region | USA Company 904
O Hersuasd Unied States, Comptroller of Public Accounts

Empleyment Data Business Unit  J04
© Het Suned D CcPABU

Prios State Service Deparment  JE0035 Deparmment Entry Date 1218702
© Hot Staned CAPPS FM Producion
00001
- Location
© Hot Stanted Lyndon B Johnson Buiding
Date Created 12152023
Valigate

© Hot Started

Last Start Date 12192023 Last Date Paid Through

Sumanary Expactad Job End Date B
© Not Staned =)

Retirement Code | ERS Retiement Contributor ~~ »

Agency Transter From

Note: Verify that the position assigned to the new hire has the correct position data (such as in the
JOB CODE, SALARY GROUP, LOCATION and DEPARTMENT 1D fields).

If the information is not accurate, you may need to manually enter the correct position data. Please
verify the position data before completing the new hire process (through the CAPPS Fluid Hire
Process) to ensure that updates were made to the position data.

DO NOT enter the RETIREMENT CODE field. During CAPPS new hire processing, information is
retrieved from the ERS and SPRS to determine the correct retirement code. The retirement code
should not be changed without consulting with the ERS, as this is the agency that determines correct
retirement code.

20. Select Next in the top right-hand corner to move to the Job Information section.

21. Verify the data on the Job Information page is correct.
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22.
23.

24,
25.

26.
27.
28.

29.

30.

Select Next in the top right-hand corner to move to the Benefits Program page.

Verify the data on the Benefits Program page is correct.

Note: No not change the ABBR amount in CAPPS. If the ABBR amount needs to be changed, contact
ERS so they can update the amount manually to ensure the amount updates to CAPPS through the
daily file.

Select Next in the top right-hand corner to move to the Payroll page.

Enter the PAY GROUP field, if it is not autopopulated (or use the look up icon/magnifying glass on the
right of the field to search for the correct value.

Once the PAY GROUP field is entered, the Employee Type field autopopulates —but you should verify
that the value is correct.

Work Lecation
® Viitad Payroll

Effective Date 121192023 Effective Sequence 0
Job Information
@ Visitad
“Payrell System | Payroll for Nosth America v

Benefit Program
® Visitad Fayroll for North America

Pay Grou Q I
Payrall I it
@ \Veited Emplayes Type a Holiday Schedule DEF a

Defaul

Salary and Compensation
© Mot Started

Employment Data
© Mot Siarted

Prior State Service Earnings Distribution
© Not Started

Tax Location Code  TH-TRAVIS FICA Status | Subgect -
Traws County

Compensation Rate 7943 2500007 Work Period Weekly
rdous Dty
© Nt Staned Standard Hours 4000 Companzation Frequency Manthly

Validste “Eamings Distribution Type
© Not Staned

Summary
© Mot Started

Note: The Employee Tax Data (W 4 information) defaults to a value of single and zero. This
information can be updated by the employee later through Employee Self Service, after the hire is
complete.

Select Next in the top right-hand corner to move to the Salary and Compensation page.
Verify the data in the applicable SALARY PLAN, GRADE and STEP fields.

Enter the employee’s compensation value in the COMPENSATION RATE field.

\ Note: Always use the full monthly salary.

Select Calculate Compensation.

Job Information Salary Admin Plan 8
® Visited Toae B

Benefit Program Grade 26 Grade Entry Date | 12/19/2023
® Visited Tabie B

step Step Entry Date

Payroll
@ Viited

=
. Salary and Compensation Compensation Rate 7,943 2500007 “Frequency | Monthly b

¥ Comparative Information

Employmaent Data
© Not Sunted b Pay Rates

Prior State Service [ Ostaut Pay Companerss
© Not Started
Pay Components
Hazardous Duty
© Not Started 1 row

Validte R
O Hat Snted Amount Controls Changes Conversion Showr All

Summary “Rate Code Seq Compensation Rate © Currency Frequancy Percent
© Not Started
BSY00D Q 0 -] Q Q + [ ]

Select Next in the top right-hand corner, which opens the Employment Data page.
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31.

Verify RTW Information (returned by Web Service), if applicable.

UTganizauonar ASSIgnment Data
® Visited

Payrall
® Visited

Salary and Cempensatien
® Visited

Instance Record

Last Assignment Start 12192023 First Assignment Start 08/01/2020
Assignment End Date Home/Host Classification Home
State Service Effective Date 0S/28/15996 Agency Service Date  08/01/2020

Employment Data
® Visited

Prior State Service
© Mot Started

Hazardous Duty
O Not Started

Validate
© Mot Started

Summary
O Not Started

27 Years 2 Months 21 Days
Time/Labor LWOP Months 0

3 Years 4 Months 18 Days

Leave of Absence Months 0

§Monihe Cont SV (™ ves () & Months Cont Sve Date |01/1811993 [E5
Probation Date | 06/19/2024 =
Last Verification Date :

Business Title |Systems Analyst V|
RTW Information
Retiree Indicator '_’-_ Mo RTW Date =]
RTW BRP Elig bt RTW Lngvty Elig v
RTW Serv Dt [ RTW Lnguvty Amt

32.
33.

the new hire has been saved).

Select Next in the top right-hand, which opens the Prior State Service page.

Make any necessary updates to the Prior State Service page and/or the Hazardous Duty page (only after

Work Location
® Visited

<ob Irformation
& Vaited

Benefit Program
& Visited

Payroll
& Vislted

Salary and Compensation
& Visited

Employment Data
® Vaitod

Prior State Service
& Visited

Hazardeus Duty
© ot Searted

WValidate
© Not Saarted

Prior State Service

Effective Date 121192023

Total Prior State Service Years Months Days Total Days Total Days for Recaleulation
3 10 5 8708 8708
5Q
“Agency ¢ “Hie Date © “TormDate ©  Years © Months © Days © LOAMonths ©  TLLWOPMonths ¢ TowaiDays & Comment ©

1 |3 Q| |oreoteee [ (eeswn9ss [§] 1 1 12 ] 0 408 N averlap +
2 (zq4 Q 09011893 [ 0m0s18eT [ 3 1 5 1] [} 1435 o overlap +
3 (530 Q| |wonse0or B eseaoos [ 1 T 7 [ [ G54 N averiap +
4526 Q) 0602003 [ 06MTR006 [ 3 3 7 [ 0 1205 N overlap +
§ (530 Q| |09BR006 [E  |0e00%008 [E) 2 ] 13 o [ mr No overlap +
6 sz Q| [omozeoe fE waoT [ O8 4 1 [ 0 3045 o overtap +
Tlsae a| wmenr @ oteweom fmo 2 ] 1 a [ 1004 N overlap +

Effective Sequence 0

34.
35.
36.

Select Next in the top right-hand corner, which opens the Validate page.
Select Validate in the right-hand corner.

Verify that the Validation Successful message displays in the Messages area.

..

ysterms Analyst V1

‘Work Location
® Vaked

Validate

Job Infermation
® Vo
f— Validation

® Vakes

EMfective Date 12152023

Use the Vakdale bution 1 veriy the entered clata. This is an opbonal step but ki

Fayradl

I Messages
Vit

e el

Salary and Compansation
® Voot

® Vaked

Prior State Service
® Vaies

® Vanes

Validate
® Visied

Effective Sequence 0

Refarence Links )

37.

Select Next in the right-hand corner.

Custom Hire
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38. Review the information in the Summary of Changes area for accuracy.

Rehire - 010--New Hire or Rehire

Sywems fosiri L
lt . | Subet

Work Lecatien Summary Relsted Information

o

Job Iformation Effectve Daw 12152023
........

-------

.......

39. Select Submit.

Prior State Service/Hazardous Duty

Once the new hire has been saved, updates can be made to the Prior State Service or Hazardous Duty pages.

There are two ways you can update Prior State Service/Hazardous Duty:
e [f you have Correct History access, you can edit the most recent job action to make the appropriate
updates.

e [f you do not have Correct History access, you will need to add Job Action: DTA-038 to make the
appropriate updates.

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

Updating with Correct History Access

1. Ensure the Correct History checkbox is checked ON in the search criteria before searching for the
employee, since you will make updates to the most recent job action with prior state service or
hazardous duty.

£ CAPPS Custom Hire Manage Job

Search Existing

w Search Criteria

I Empl ID

I Empl Record

Name

Second Last Name

Middle Name

Business Unit

Department

begins wah

begins wan

begins wih

beging with

v

v

Last Name

Q Department Set ID

Company

2.

me—

Include Mistory Correct History

Search

Enter the EMPL ID field and select Search.

Custom Hire
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3. Select the correct active employee, which takes you to Job Actions Summary page.

Job Actions Summary

-0~ Employes
o Specal rgers

Job Actons Summary

SoctiveDate! MR IParrnll Sl pcuon i Rvasen Job Gode Posean Fagorms To Burinest  Geparsmars Lecation Company PG purdid em
rewe . —
R D irmge wech - C ew cwesy e uow
5 fene 34 Comcsion 0P Spocan 5 spo L €0 PSR CIDRsgons SANANTONORG MO Depanmereof  DFSMormiy e
Pamery 1> Agent 0 0 Josl Machast (HEW BRIFLS) Fubie Salery Paygran
[T sasea -— [ —— - s wow
. Linnenare CO wom :
, OPSSpecl 0P Specia T — SANANTONORAHG  Ompatmenil  DFS by
¢ Agert T dgert G0 Joul Machost OPSBU CODRegont (NEW BRIFLS) Puble Salety Paygrop

4. Select the pencil icon to the right of the most recent job action row, which opens a pop-up window.

5. Use the look up icon/magnify glass to select REASON 038 Change Non Salary Data.
[Gancel] Correct Job Data |w

Nate: If a Payrol is currently in process for this employee, data will not be processed until next payroll
ase review the transaction specific details and update the effective date comectly on this page

“Effective Date |02009/2023 )
Effective Sequence 0

“Action |DTA Q| Data Change

I Reason 038 038--Change Non Salary Data I
| —)

6. Select Continue in the upper right-hand corner.

7. Select Prior State Service in the left menu.

Work Location Prior State Service
® Vg
Effective Date 12162023 Effective Sequence 0
Jab Information
© Mt Sratad
Total Prior State Service Years Months Days Tetal Days Tatal Days for Recalculation
Benefit Program U J G O J
© Mt Surted 1 row|
5| Q
Bayroil
O Mot Sured “Agency “Hire Date “Term Date Years Meonths Days LOA Months TL LWOP Manths Tetal Day's Comment
Salary and Compantation L a &= = o L o ° U +| =
© b Sramea
Employment Data 1o GrGES
O Mot Started
Prior State Sarvice
® Visted
Hazardous Duty
O Nat Sured
Validate
© Mot Statad
Work Hazardous Duty
@ Visied
Effective Date 12192023 Effective Sequence 0
Job Information
O Net Started
Haz Duty ENf Sve Dt 03282008
o Sunatk Program HazDutyindiestor  Yes Grandfathered Haz Duty
Current Maz Duty Sve 8 Years 3 Months 18 Days Prior Maz Duty Sve 7 Years 5 Morths 4 Days
Payroll
O NikSarted Current Haz Duty Begn 05012015
Saiary and Compensation Current Haz LOA Months 0
O Net Startnd Current Haz TLLWOP
Months
Data Total Haz Duty LWOP 0
O Not Started
Total Haz Duty Service Years Months Days Total Days Total Days for Recalculation
Prior State Service 15 8 2 5745 [
@ Vished S row
Hazardous Duty | &
® Visted
"Agency  "Begin Date *End Date Years Months Days LOAMonths TLLWOPMonths  TotalDays  Description
Validate 1 [a 28 = 312005 0 7 5 4 0 2113 No ove -
it 05 Q| (03282008 fF 087312015 [0 0 tap +

10. Make appropriate changes.
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11.

12.
13.

Select the Summary section in the left menu.
(—C Enres

DFS Special Ageet CID

Effective Sequence 0

Verify the information in the Summary of Changes area is accurate.

Select Submit.

Note: A daily process inserts the prior state service row from the most recent period of employment
in CAPPS (the last agency the employee worked at in CAPPS).

All Prior State Service requires agency validation.

 ou Data Charge tor [N s been succasshuty submitied.

-0- Emgloyee
DPS Specia Agent CID

Updating Without Correct History Access

1. Enter the EMPL ID.
2. Select Search.
The Job Actions Summary page displays.
\ Note: The Pencil Icon (to edit) is greyed out.
3. Select Create Job Action. A Create Job Action pop-up window displays.
Job Acfions Summary
1
- 0. Employes
D95 Specal Agest CI0
T sy el Upcsane 31 o o, BCTESS thes (g 1 COMECT Hithary Mose [SSISTT ANreas modes on e SEarch pags]
uiben Dain | m&?“"""‘""‘“ Bctlon [ Reatan Job Cods Position Reports To. m;"“"" Dwpartment Locaion Company Pay Growp ’":]":"" AcEons
1R :'_:: Clna Changs DAOCA — rm 0500 oroccasto (I w5 HAON oo
a N ;;:;:-;‘::a"--' l_;;:-:-:-* :“* Bl A ::;:|\|=._|uu — L.:'kf-,;iv ::m\:-.:u-.w.m-,l.p-v.n -;[:TWI o Putie I:':Jl{:;.!lv Y@
4. Enter the Effective Date (this can be the hire date or current date).
5. Enter action DTA with Reason 038 in the ACTION/REASON field.

6. Select the Prior State Service or the Hazardous Duty section(s) in the left menu.
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7. Make the appropriate updates.

8. Select Validate in the left menu.

9. Select Validate on the main screen and review the message.
10. Select Next.
11. Select Summary in the left menu.

12. Select Submit on the top right-hand corner.

Note: A daily process inserts the prior state service row from the most recent period of employment
in CAPPS (the last agency the employee worked at in CAPPS).

All Prior State Service requires agency validation.
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Revision History

Date Description of Change Changed By
Dec. 22, 2023 Updated to new template, formatted and edited. T. Smith
Dec. 8, 2025 Converted to the template with the new CAPPS branding logo/colors. N/A
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