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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Military Leave Fiscal Year-End Process

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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CAPPS Central Desk Aid

Military Leave Fiscal Year-End Process

Overview

Eligible employees can carry forward up to a maximum of 45 days or 360 hours unused military leave hours from
one federal fiscal year (October through September) to the next. The Military Leave Fiscal Year-End Process
inserts the MLTYX time reporting code on the timesheet as of Sept. 30 for removal of military leave in excess of
360 hours. The process must be run in the new federal fiscal year (after Sept. 30).

Note: If the Military Leave Fiscal Year-End Process is performed prior to Oct. 1, it processes the previous
federal fiscal year.

Processing Military Leave

Ensure all military leave was entered on the appropriate employee’s timesheet.
Navigation
NavBar: Menu, Time and Labor, Process Time, Federal FY Military Leave Roll
To enter military leave, you must:
1. Search for an existing RUN CONTROL ID
Select Add a New Value to set up a new Run Control ID.

Processes

© Request Time Admin
Military Leave FFYE Process

[\ Haz Duty Process < e
Find an Existing Value @®Add 3 New Value
A FMLA Balance Process

~ Search Criteria
Enter any information you have and click Search. Leave fields biank for a list of all values.
Special Leave Award
) Recent
~ Searches

Saved

~N hi from saw rehe e
Saved o [ Choose rom saved searches 4

Choose from recent searches vl 21
TL Group Refresh

Delete Rptd Time for Term Empl I Search by Run Control 1D begins with |

 Show more options

Search Clear

['% FYE Annual Leave Conversion
=] FYE Time and Leave Baiance

| . Federal FY Military Leave Roll I

] Mass ECD Update by Agency

Processes

® Request Time Acmin
Military Leave FFYE Process

[ Haz Duty Process

Run Control ID:

Report Manager  Process Monitor

d FMLA Balance Process

Special Leave Award

TL Group Refresh Company

HlQ
Delete Rptd Time for Term Empl
Company Description

[ FYE Annual Leave Conversion all i i + [ %

= FYE Time and Leave Balance

Retum to Search Previous in List

. Federai FY Military Leave Roll

3. Select Run.
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CAPPS Central Desk Aid

4. Select OK in the Process Scheduler Request pop-up window.

Process Scheduler Requesi

Ulneer B Run Condred 10

Server Mames Bun Date |0723200e

RECUmEnis Bun T |13 &8 08P Rt §o Cumect DataiTime

T Toded

Prooess List
Select | Description Process Type

] Mt ary Balance Caery Fonssnd SCH Frocess

Processes

@ Request Time Admin
Military Leave FFYE Process

[, Haz Duty Process

Run Control 1D: Repod Manager lPrc-:ess Manitoe ] I Run

4 FMLA Balance Process

Process Instance SN

« Special Leave Award
TL Group Refresh Company
B|Q tiol1 v
* Defete Rpid Time for Term Empl -
Company Description
3 FYE Annual Leave Conversicn a (o || [ =

= FYE Time and Leave Balance

. Federal FY Military Leave Roll

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

© Request Teme Adme

ProcessUst  ServerLint
i ¥z Outy Process

View Process Requests
A PMLA Batance Process

User 1D Q Type v Last v 1 Days v Retewh
“ Specisl Leave Awac
Server 34 Name Q Instance R’ Cloar
i TLGroup Retresh . ~
d Rus Status bt Distribetion States Save On Refresh Rapon Manager [ Reset

Delete Rpas Time for Term Emgl

155 FYE Acnual Loave Coov ~ Process List

W a v View AX
£ FYE Time an Leave Batance
Select Instance  Seq. Run Control 1D Process Type Process Name User Run Dete/Time RunSttus QRSO | petasy  Actions

1« Federal FY Mistary Leave Ro ’
o= SOR Process TXTLMLPR 0772212024 12 46 06PM COT Success Posted Detads vAstons

I Mass ECO Update by Agency

Go back 1o Mistary Leave FFYE Process

A e

7. Select Details once Success and Posted displays.
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CAPPS Central Desk Aid

8. Select View Log/Trace in the Process Details pop-up window.

Run Controd 10
Location  Served

Recumence

DateTime

Request Created On
Run Anytime After
Began Process At
Ended Process Al

[

Process Defail

Process
Instance
Mame TAXTLMLRP
Run Status  Swecess
Run

Server  HCMMNTTY

OT 222024 12.58:41PM COT
OTFard024 12 58:23PM COT
07222024 12 5802PM COT
OTRI2R024 1259 15PM COT

Type SGR Repor

Descriplion  Millary Laave FFYE Rapoit
Distribution Status  Posled

Update Process

Hald Request
Duese Request
Cancel Request
Dedeie Request
Re-send Content

Actions

Farameters
Message Log
h Timirgs

Restart Request

Trarsder

9. Select the .pdf file under the File List section on the View Log/Trace details page.

Report

Report ID
Name TXTLMLRP
Run Status  Success
Military Leave FFYE Report

Distribution Details

File List
Name

SQR_TXTLMLRP_4890457 log

betimirp_4890497 out

tetimirp_4890497_1 PDF

Distribute To
Distribution 1D Type

User

Distribution Node PSREPORTS

View Log/Trace

Process Instance

Process Type SOR Report

T

Expiration Date |08/21/2024

Message Log

Datetime Created

File Size (bytes)

2343

2,720

- Distribution 1D

O7/22/2024 12:55:15 549423PM CDT

072272024 12:59:15.549423PM CDT

072272024 12:59:15.549423PM CDT

x

Once selected, the report displays in a new tab.
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CAPPS Central Desk Aid

Viewing the Military Leave Report

Navigation
Dashboard: Time and Labor; Tile: Reports, FYE/FFYE Reports, Military Leave FFYE Report

To view the military leave that has been processed, you must:

1.

Select Run.

& Empioyee Monthiy Time Report
D Employ i Military Leave FFYE Report

I Leave Balance Detail Report

Run Controd 1ID:

B Report Managsr  Pre Mo
] Time Heeds Approval Status Rpt eporilianager  Frocess Konfor

TRCs by Dale

v Compan:
[ ©T/ 0T Repons . ¥

m|[a v

Cl FVEIFTIE Repocts - “Fiscal Vear Company Deseripion

Leave Liabisy i 2004 ‘ a l HEHE

‘Dptional Hobday Cwed

Mkt iy L Hetty Uipd ate Divplay

Projacted Annusl Leave

[FYE Leave Corveron Repart

¥ Trouble-Shooting Repars

2. Select OK on the Process Scheduler Request pop-up window.

Process Schaauler Requast
User ID Run Conired ID

Sarvos Name Wiini Dale | D7222024

Recurene Bun Tame | 12482300

Time Zone

Process Lisl
Deseriplioh Precens Mams

TXTLMLRS

% Employes Moethly Time Report
D Sy J Military Leave FFYE Report

] Leave Balance Detal Repodt

F= Report Manager | Process Monilor
£ Time Needs Approval Status Rpt v N

Process Inslance

TRCs by Date
, Compan,
{3 €T/ 07 Reports - pamy

mW|a 11 w

] FYE I FFYE R -
= e “Fiscal Year Company Description

Leave Liability 2024 a +I=

Opticnal Holidyy Cwed

Progecied Arnual Leave

FYE Leave Conversion Report

Military Leave FFYE

Military Leave Fiscal Year-End Process Aug 23, 2024

Page | 4



CAPPS Central Desk Aid

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

@ Emgpicoyse Monibly Time FRapor

Process List Server List
I Leave Balance Delad Regert

View Process Requests
I Time: Neseds Appecal States RpU

frete = Tres = L ke U b x -
5 TRC by Dale i r 1 r 1
o e S —T =]

B €T/0T Reports -

Foum Status | bl Destribntion Status | | B ssve On Retvash Faperi Managar E
] FYE | FFYE Regata -
Loave Linkilly * Process List
m|[a T View A8
Oiptonal Holday Owed —
Seleci  Isfance | Seq. Fun Control il Process Type - User Foum Durie Time: R Sistus ms . Defails  Aciions
Projected Asnual Lo
S0 Repodt TXTUMLRR TN 12 54200 COT s ™ | Detais | urv—
FVE Laarve Comversion Repoa -
SQR Process TETLMLPR G720 1246060 COT Succass Pusted Detats ~Actons
1 Tiinab-Stusiitnng Fligats « [l 0 back io Mistary Lesve FFVE Repod

Sare Biorkt
P —

5. Select the Details link.

6. Select View Log/Trace in the Process Detail pop-up window.

Process Detall

Process

Instance Type SOR Repoet
Name TXTUMLRP Description  Mistary Leave FFYE Report
Run States  Success Distribution Status  Posted

Update Process

Run Control 1D H Hold Request

Queve Request

Cancel Request

Delete Request

Re-send Content Restart Request

Location
Server

Recurrence

Date/Time Actions

Request Created On  07/222024 1258 41PM COT Prrsmelecs

Run Anyteme Atter 0772272024 12682090 COT Message Log
fatch Timings

” 7227202 2
Began Process At 07222024 12 58.02PM COT

Ended Process At 07222024 1255 15PM COT

[ IS

7. Select the .pdf file under the File List section on the View Log/Trace pop-up window.

View Log/Trace o
Rapoirt
Repaort 1D Process Instance Message Log
Hame TXTLMLRP Process Type  SOR Report
Run Status  Success
Miltary Leave FFYE Report
Distribution Details
Distribution Mode  PSREPORTS Eaplradtion Dt [JECUNEY
[File List
M File Sz (bytes) Datetame Cieated
SR TXTLMLRR 4800467 log 2343 0772272024 12 58:15. 548423PM COT
Ectimimp_4890497 .00l 8 072272024 12 5515 S454235M COT

bctimirp_4550457_1.POF 2720 OT/22/2024 12 5815 548423PM COT

(s tripate T
Distribution 1D Type - Distribution 10

U

Redum

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

Date Description of Change Changed By

Aug. 23, 2024 Initial release. M. Lambert
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