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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Management-to-Staff Ratio and Full-Time
Employee Information Reports

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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Management-to-Staff Ratio and Full-Time Employee
Information Reports

The Mgmt/Staff Ratio (MSR) Report and the Full-Time Equivalent (FTE) Information Report are used quarterly by
agencies to self-report trend data to the State Auditor’s office related to FTEs who perform services for the state
of Texas agencies.

The user must have the TX_HR_UPD_HR_REPORTS role to have access to the reports located in the CAPPS
Workforce Administration dashboard. Contact your agency’s security coordinator if the HR Reports tile is not
available to you.

Running the Mgmt/Staff Ratio Report

Navigation
Dashboard: Workforce Administration; Tile: Reports, HR Reports, Mgmt/Staff Ratio

To run the management to staff ratio report, you must:

1. Search for an existing RUN CONTROL ID
Select Add a New Value to set up a new Run Control ID.

Reports
HR Reports
Mgmu Staff Ratio Report
. oyee c - ———————
Find an Existing Value l DAGd 3 New Value
jees =
- Ere 3 > ave > aarch. Leave Seids blank for 3 kst of 3l values
“hoose oM recen! seathes v — “rocse fom saved serthes v
Mgmt/Staff Ratio Searches / Searches /
ee Comp Crange: ~ e o
New Hre and Transfes Show fewer options
ase Sensitive
Personnel Changes
=
e L =12
~oc,ee « ~ -
S a4

2. Enter the desired value (MSR or FTE) in the RUN CONTROL ID field.

Repdrts

HR Reports ~

Mgmt/Staff Ratio Report
Active Employee

Add a New Value
Employees on LOA
FTE information
MgmtiStaff Ratio *Run Cont[ol ID: |MSR ]
Employes Comp Changes

Add
New Hire and Transfers
3. Select Add.

The search results window displays.
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4. Select the arrow (>) to view the desired Run Control ID.

Repdrts
HR Reports ~ |

| Mgmt/Staff Ratio Report
Active Employes

Add a New Value

Employees on LOA

FTE informaticn

Mgmt/Staff Ratio | *Run Control ID: [msR

Employee Comp Changes

Mew Hire and Transfers
rersonnl Lhanges ~ Search Results

The value you tred 1o add already exisis. Select it below if you'd kke to update i, or specidy a new value in
Stafing Forecast the felds above

Employee Biosketeh

Pesition Reparts ~
Run Centrel ID Language Code

. - E

Tl Find an Existing Value

5. Enter the following mandatory fields to define the Report Request Parameters:

e COMPANY
e FISCAL YEAR

e QUARTER (select the radio button to designate the report sort quarter)

e REPORT MODE (choose Summary or Detail from the dropdown menu)

Run Control ID: MSR

r \

Report Request Parameters

*Company: Q |

*Fiscal Year: |2‘323 Q |

Report Sort Parameters

Quarter 1 { Sep-Nov) Quarter 3 (Mar-May)
Quarter 2 {(Dec-Feb) Quarter 4 {Jun-Aug) ®
*Report Mode: Summary hd

Return to Search ” Notify |

6. Select Save.
7. Select Run.
The Process Scheduler Request page displays.
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8. Select PDF for the Format.

[k Process Scheduler Request

User ID Run Control ID  MSR

Server Name | v | Run Date |07/22/2024
Recurrence I v I Run Time | 11:43:21AM [ Reset to Current Date/Time
N —Y

Process List
Select | Description Process Name Process Type ~Type *Format Distribution
MSR Process and Report TX_MSR_PRCS Bl Publisher Web W FOF WV Distribution

9. Select OK.
The process instance number displays.

10. Select Process Monitor to check the status of the process.

Reports
HR Reports ~ %
Management/Staff Ratio Report
Active Empioyee Run Control ID: MSR Report Manager  Process Monitor Run
Employees on LOA Process 14801568
Report Request Parameters
FTE information
*Company Q
Mgmt/Staff Ratio
*Fiscal Year: 2023 Q |
Employee Comp Changes
Report Sort Parameters
New Hire and Transfers ,
Quarter 1 (Sep-Nov) Quarter 3 (Mar-May) (
o (o] » -
Personnel Changes Quarter 2 (Dec-Feb) C Quarter 4 (Jun-Aug) @
Staffing Foracast
*Report Mode: | Summary
Employee Siosketch
Position Reports ¥ I Return to Search l | Notify l Add Update/Display

11. Select Refresh until the RUN STATUS displays Success and DISTRIBUTION STATUS indicates Posted.
Reports
t¥

R | o

Actw Emoores

View Process Requests
Empioyees on LOA

User 1D Q Type v| |OsteRange w| From [0322202¢ [ To
FTE informaton
Server v Name Q| Instance R

Mgmt/Statt Ratio vl v
Run Status Status Save On Refresh Report Manager

Empicyes Comp Changes

New Hre 3nd Transfers. ~ Process List
w|[a] 2~ View A8
Persorrel Crarges ———
Select Instance  Seq. Run Control 1D Process Type s User Run Date/Time Run Status  Qistibution by | Actions
Stng Forecast
7801576 MSR Bl Publication 00X00¢ XXXX20XX 12 53:23PM COT Sucess Posted etaits ~ Actions
Empcyes Soscench — -—
Poston Reports v -— -
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12. Select the Actions drop-down for the applicable row once Success and Posted displays.

Reports
HR Reports. ~
Active Empioyes
Employees on LOA
FTE rformaton
Mget/Statt Ratio
Empicyes Comp Chasges
New Hirw ans Transtes
Parscrnal Cravges

Sukag Forecant

Process List Sever Ut

View Process Requests

] .| s = )
User10 (09 Q | Type | v ange v | From (02222024 [ To =)
Run v onuson s [ ] @ soveon Reesn o

Status

~ Process List

Empicyes Bosaech

(m|[a] -
Istribution
Select | instance | Seq. Run Control 0 Process Type Process Name | User Run DaterTime Run Statu 1o Details
faosre | fwse {9t Pusianer isuccass W iposies foean

Pestion Reports

13. Select the View Log/Trace action.
The View Log/Trace pop-up window displays.

14. Select the generated PDF file from the File List.

Report

ReportID 5025604
Name TX_MSR_PRCS

Run Status Success

MSR Process and Report

Distribution Details

Distribution Node PSREPORTS

File List
Name

AE_TX_MSR_PRCS_4884810.log

AE_TX_MSR_PRCS_4884810.trc

AE_TX_MSR_PRCS_4084310_0820161725AET

View Log/Trace

Process Instance 4084819

Process Type XML Publisher

Message Log

Expiration Date | 11/27/2024
File Size (bytes) Datetime Created
6.201 08/20/2024 4:18:21.119010PM CDT

X

Distribute To
Distribution 1D Type

User

2838 08/28/2024 4:18:21.119010PM CDT
10.582 08/20/2024 4:18:21.112010PM CDT
93,506 08/20/2024 4:18:21.110010PM CDT
«Distribution 1D
' 7

Once selected, the report displays in a new window.
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Running the FTE Information Report

Navigation
Navbar: Workforce Administration, CAPPS Reports, Mgmt/Staff Ratio Report or FTE Information
Dashboard: Workforce Administration; Tile: Reports, HR Reports, FTE Information

To run the full time employee information report, you must:

1. Set up the Run Control by searching for an existing RUN CONTROL ID
Selecting Add a New Value to set up a new Run Control ID.
2. Enter the desired value (MSR or FTE) in the RUN CONTROL ID field.

3. Select Add.
The search results window displays.

4. Select the arrow (>) to view the desired Run Control ID.

5. Enter mandatory fields to define the Report Request Parameters:

COMPANY

FISCAL YEAR

QUARTER (select the radio button to designate the report sort quarter)

SELECT OUTPUT (choose Agency Level, Fund Level or PCA Level from the dropdown menu)

Report Request Parameters

*Company: W5 Q | *Select Output Agency Level w

*Fiscal Year: |23:3 Q

Report Sort Parameters

Quarter 1 (Sep-Nov) Quarter 3 (Mar-May)

Quarter 2 (Dec-Feb) Quarter 4 (Jun-Aug) ®

Save ’ Return to Search || Notify |

6. Select Save.

Reports
HR Reports .
FTE Information Report
Employees on LOA
Report Request Parameters
FTE information
*Company Q *Select Output | Agency Level v |
NMgmuStaff Ratio
F I Y4 0: Q
Employee Comp Changes
Report Sort Parameters
New Hire and Transfers
Quarter 1 (Sep-Nov) Quarter 3 (Mar-May)
Personnel Changes Quarter 2 (Dec-Feb) Quarter 4 (Jun-Aug) ®
Stafing Forecast
Return to Search
Position Reports v
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8. Select PDF as the report FORMAT.

s

User D 0o¢ Run Contral ID FTE

Process Scheduler Request

Server Name | hd | Run Date |07/22/2024

Recurrence | w | Run Time | 12:01:51PM I Reset to Current Date/Time
-

Process List

Select Description Process Name Process Type =Type -Format Distribution

TXFTERPT TXFTERPT hgpication Engine | [ Wep v | || POF  v| | Distrioution

== R

9. Select OK.

10. Select Process Monitor.
Replorts

RS 2 FTE Information Report

Active Empio o
ployee Run Control ID: FTE Report Manager  Process Monitor

Employees on LOA

Report Request Parameters

*Company w5 Q *Select Output | Agency Level v |

Mgmu/Staff Ratio —
*Fiscal Year (2022 Q]

FTE information

Employee Comp Changes
Report Sort Parameters

New Hire and Transfers
Quarter 1 (Sep-Nov) Quarter 3 (Mar-May)

Personnel Changes Quarter 2 (Dec-Feb) Quarter 4 (Jun-Aug) ©

Staffing Forecast

Employee Biosketch
Save [ Return to Search ” Netify ] Update/Display

Position Reports v

11. Select Refresh until the RUN STATUS displays Success and DISTRIBUTION STATUS indicates Posted.
Reports

Actee Empioyee

View Process Requests

Empicyees o0 LOA
User ID Q Type v| |OsteRange v | From |0322202¢4 [ To

FTE information I Server v Name Q] Instance | Range

Employee Comp Changes

~ Process List

New Mre 3nd Tanslers w|Q v
Process Distribution =
- O Select Instance  Seq. Run Control D Process Type e User Run Date/Time Run Status 3100 Details ~ Actions
4891652 FTE Appication Engine TXFTERPT 00XXX XX/XX/20XX 1258 23PM COT Sucess Posted etails v Actions
Stafing Forecast

Empioyee Bosaich
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12. Select the Actions drop-down menu for the applicable row once Success and Posted displays.

Feports

u@m;

Aztve Evpioyee

Process List  SevverLst

View Process Requests
Empioyees 07 LOA , &

e Ty [ Y Yioge v] [OsteRarge w| From (022 ) Dbk
—m ] Server | Name Q stance | II]
e o ¥]  Ouiuton satn ] s i T
Emgicyes Come Cranges
New Mre and Transfes ¥ Process List
Personnel Changes L hud | K53
— Select | Instance | Seq Run Control 10 Process Type ProcessName  User Run Date/Time Run Status oo ™" Detaits  Actions
—— ez | = jposiesoncrome o= [los  jPoma jows
A
13. Select the View Log/Trace action.
The View Log/Trace pop-up window displays.
14. Select the generated PDF file from the File List.
View Log/Trace x
I

Report

Report ID 5025608 Process Instance 4084824 Message Log

Name TXFTERPT Process Type Application Engine

Run Status Success

TXFTERPT

Distribution Details

Distribution Node  PSREFORTS Expleation Date B8
File List
Name File Size (bytes) Datetime Created
AE_TXFTERPT_4084324.l0g 13 08/20/2024 4:22:05.530018PM COT
AE_TXFTERPT_4084824 trc 2,600 08/20/2024 4:22:06.530018PM COT

45088 08/20/2024 4:22:05.530018PM CDT

Distribute To
Distribution ID Type

«Distribution 1D

User 00010057828

Once selected, the report displays in a new window.
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Revision History

Date Description of Change Changed By

Aug. 16, 2024 Initial release. G. Banata
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