
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 

Overview 

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

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

• COMPANY

• FISCAL YEAR

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

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

6. Select Save.

7. Select Run.

The Process Scheduler Request page displays. 



CAPPS Central Desk Aid 

Management to Staff Ratio and Full-Time Employee Information Reports Aug. 16, 2024 Page | 3 

8. Select PDF for the Format.

9. Select OK.
The process instance number displays.

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

11. Select Refresh until the RUN STATUS displays Success and DISTRIBUTION STATUS indicates Posted.
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12. Select the Actions drop-down for the applicable row once Success and Posted displays.

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.

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
–or–
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)

6. Select Save.

7. Select Run.
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8. Select PDF as the report FORMAT.

9. Select OK.

10. Select Process Monitor.

11. Select Refresh until the RUN STATUS displays Success and DISTRIBUTION STATUS indicates Posted.
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12. Select the Actions drop-down menu for the applicable row once Success and Posted displays.

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.

Once selected, the report displays in a new window. 
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