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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Requesting and Approving Remote Workers

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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Requesting and Approving Remote Workers

CAPPS offers remote worker features for managers, administrators and employees that includes employee self-
service, approvals and Remote Worker Insights visualizations. There are three types of users:

e Employees — employee self-service (ESS)

e Managers — manager self-service (MSS)

e Administrators — remote worker administrator (RWA)
When an agency decides to use the remote worker feature, is has the option using either:

e Remote Worker Lite
e Remote Worker Medium

e Remote Worker Full

Remote Worker Full

With Remote Worker Full, the agency RWA is assigned the core role through an SSA Security Request. The setup
for a remote worker on the agency table updates both the MSS and ESS roles. This setup triggers the addition of
the agency’s Remote Worker tile on both MSS and ESS dashboards. The employee is allowed to enter a request
for remote work, which the employee’s Reports To manager can review/approve/deny. The manager or
administrator are still allowed to enter a request on behalf of the employee, which are automatically approved. If
the manager is not available, the RWA is able to approve or deny the request on behalf of the manager.

Remote Worker Medium

With Remote Worker Medium, in addition to the RWA role (mentioned above), the manager receives the Remote
Worker tile and is able to request remote work on behalf of their direct and indirect Reports To employees. If a
manager submits a request on behalf of their direct or indirect Reports To employees, the request is
automatically approved and appears in the manager’s Remote Worker Insights visualizations dashboard.

Remote Worker Lite

With Remote Worker Lite, the agency RWA is assigned the core role (requested through an SSA Security Request)
and there is no ESS or MSS access to remote worker features. The RWA receives the Remote Worker tile on their
dashboard and will enter all requests on behalf of the employees, which are automatically approved. The RWA is
the only users that can see the updates in the Remote Worker Insights visualizations dashboard.

Remote Worker Security

There are three new roles related to the deployment of the remote worker module:
e TX_SS_EMPLOYEE_RMWK
e TX_SS_MANAGER_RMWK
e TX_HCM_AGENCY_ADMIN_RMWK

Employee and manager roles are automatically provisioned dependent on the agency table setup (Full, Medium,
or Lite).

The RWA role requires an SSA Security Request and should be assigned to an employee with full agency access.
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Employee Self Service: Remote Worker Request

Employees are able to submit their own request to work remotely, which then routes an approval request to the
employee’s Reports To manager or supervisor.

Agencies that use Remote Worker Full can see the Remote Worker tile on the Employee Self-Service dashboard
for all employees.

Employee Self Service +

/A

Benefits Summary

;Omoh Worker
1

Al I

e\

&
2

Navigation
Dashboard: Employee Self Service; Tile: Remote Worker

To enter a remote worker request using the Remote Worker tile (which opens the Remote Worker Request page):

1.

N o v &

Select Add Request to initiate a new request.
Remote Worker Request

Aretha Train080
Admin Assnt Il

Request Details

No requests created

Enter a START DATE (entering an END DATE is optional).
Enter REMOTE WORKER TYPE (either Fully Remote or Hybrid).

There should not be overlapping start dates when submitting a request.

Add Remote Work Request

Aretha Train0g0
Adriin Asgrt

Add Request

“Start Date DOYYY 2]
End Date | MIDDYYYY =
*Remote Worker Type | Fully Remate v/

Select Next on Add Request page.
Select Guidelines in the left menu.
Review the information.

Select Next.

Remote Worker Request

Aretha Train020
Admin Assnt ||
70801000322

Guidelines Guidelines
® Visted
Please refer 1o the agency's policies and proceduress for eligibilty guidelines, condiions, and requirements. for telewark requests.

Request Details. Cuestions should be addressed ta the Human Rescurces affice.
Q Mot Started

Review and Submit
O Not Started

Select Request Details in the left menu.
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9. Select the REMOTE WORKER TYPE (either Fully Remote or Hybrid).

Selecting Fully Remote requires the employee to indicate the location from which they will be
working (either Home or Other).

Selecting Home automatically displays the employee’s street address, city, state and zip code.

Remote Worker Request

Aretha Train080
Admin Assnt Il
70801000322

Guidelines Request Details
@ Visited
Start Date 03/01/2024 End D3}

Request Details )
® Visited Details

“Remote Worker Type | Fully Remote v
Review and Submit

O Not Started Remote Location

Test Address 13
Address Austin, TX 78753
227

Selecting Other allows the employee to add a different address.

Guidelines Request Details
@ Visited
Start Date 03/01/2024 End Date

Request Details

® Visited Details

“Remote Worker Type | Fully Remote
Review and Submit
© NotSlartad Remote Location | Other v

Selecting Hybrid requires the employee to enter additional information for REMOTE LOCATION
(either Home or Other). The employee is also required to choose either Average Days for Month,
Average Days per Week, or Specific Days Per Week) from the REMOTE DAY S drop-down menu.

Guidelines Request Details
® Visited
Start Date 03/01/2024 End Dal
Request Detalls
® Visited Detalls
Remote Worker Type | Hybrid v
Review and Submit
© Hot Started Remote Location | Home v
Test Address 13
Address Austin, TX 78753
227
Remote Days v
Average Days Per Month
Average Days Per Week
Specific Days Per Week

Selecting REMOTE DAYS as Specific Days Per Week requires the employee to indicate the days of
the week the employee will be working remotely.

Guidelines Request Details
@ Visited
Start Date 03/01/2024 End Daf
Request Details
® Visited Details
*Remote Worker Type | Hybrid v

Review and Submit

Starte
© Not Started Remote Location | Home v

Tesl Address 13
Address Austin, TX 78753
227

Remote Days | Specific Days Per Week ~

D Select Days
Oy
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10. Select Next to save your entries as a Draft and route to the Review and Submit page.

Important: If the employee leaves this request in Draft (prior to submission), the employee can return
to finish the request. However, the employee cannot add a new request until this request is
submitted/processed.
Remote Worker Request
Start Date End Date Remote Worker Type Remote Location Status. Requestor Approval Chain Dalete -
03/01/2024 Hybnd Home Draft Aretha Train080 Approval o »

11. Select the arrow icon in the lower right corner of the Request Details to edit the request Draft.

Remote Worker Request

Request Details

‘Start Date End Date Remote Worker Type
0012024

Remate Location

Status. Requestor
Home

1 rew
Approval Chain Delete
Asetha Train0 2

12. Submit the request.

A pop-up window displays that asks Are you sure you want to submit this request?
13. Select Yes.

SUCCESS! The request is now pending approval from the employee’s manager.
Remote Worker Confirmation

‘/ Req has been d Full
Aretha Train080
Admin Assnt Il
Remote Worker Approval
~Remote Worker Approval Pending
Remote Worker Approval

Luna E Train0&0
RemateWorkerByPositionhgmt

Go to Remote Worker Requests

Note: The employee is not able to submit another request until the current pending request is approved,
denied or deleted.
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Manager Self Service: Remote Worker Request

For agencies that choose to use Remote Worker Full or Medium, the managers have a Remote Worker tile on
their Manager Self Service (MSS) dashboard.

The difference between Full and Medium:
e Full — employees can submit a Remote Worker Request
e Medium — only managers or RWA can submit Remote Worker Requests

If an agency is on Remote Worker Full, the manager can use the Approvals tile on the MSS dashboard to find any
remote worker requests submitted by the employee.

Note: If a manager submits a remote worker request on behalf of their employee, that request is automatically
approved when the manager selects Submit.

Navigation
Dashboard: Manager Self Service; Tile: Approvals

From the Approvals tile on the Manager Self Service screen, the Pending Approvals screen displays the number
of approvals that need approval by the manager.

Pending Approvals
View By | Type - All
@ » @] =

&

€% Remote Worker @ Remote Worker
Aretha Train080 03/01/24
Remote Worker
Francie Train080 03/01724

1. Select the row with the employee’s name. The approval page displays.

To manage/approve remote work requests:

2. Select either Approve, Dseny or Pushback in the top right section of Remote Worker approval page.
e Approve — After all those in the approval chain have approved, the status is changed to Approved on
the Remote Worker request page.
e Deny — The request is terminated and the status on the Remote Worker request is changed to
Denied and a new request needs to be created/submitted.
e Pushback: The request is sent back to the submitter and the status is changed to Pushed Back.
The requestor can make changes to the row and resubmit the request for approval.

Remote Worker

3. Select Approve to allow the request for remote work.
4. Enter APPROVER COMMENTS in the pop-up window.

Approve

You are about to approve this reguest

Approver Comments
Approved until end of FY

5. Select Submit, once entry is complete.
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Remote Worker Dashboards

CAPPS Remote Worker and Remote Worker Insights dashboards provide managers and administrators the ability
to view and analyze remote worker data using PeopleSoft’s Insights visualizations — an analytical engine that
provides visual reports (visualizations) in the form of charts, tables, graphs, etc., based on queries that retrieve
data from the PeopleSoft Search framework.

Managers and administrators can access the visualizations through the Remote Worker or Remote Worker
Insights dashboards and monitor the remote workforce or identify worker types by their:

e Location
e Department
e Amount of time working remote

While administrators have access to remote worker information for the entire agency, managers can only view
their direct and indirect employee reports.

et m

Employee Agency Service
Count ot empioyees by Incremental Year

Manager Self Service «

Time Certification Status

e

Cartified! Not Cartified

7 IL —=l

Approvals Time in Needs Approval Status

Tima in Needs Approval

Important: For optimal performance, only the first 500 rows of data display on the Remote Worker Insights
dashboard. Use filters to refine the data set you want to visualize.

When using the Insight reports, managers can use the filters provided —or—select the ADD FILTER to display

additional filters used to refine data.
TX Remote Worker Dashboard

Search

Filter By

DaL Last 15 years Show dates

Supervisor Employee Reguistory Region Business Unit Department Job Family

Select ~ Select ~ Select ~ Select ~ Select ~

Apply changes
Remate Worker Type Help

Fully Remote:

9 2

Onsite - Employees  Hybrid - Employees

Remate Worker Distribution Percentage
@ Onsite @ Hybrid

Tatal Employees
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Remote Worker Insights

Visualization

Description

Total Employees (number count)

Displays a count of all employees under the manager’s supervision
(direct and indirect reports) that meet the filter criteria.

Remote worker
(number counts by type)

Displays the a count of the types of workers under a manager's
supervision related to the filter criteria for employees who work:
e Fully remote
e Fully onsite (at the office)
o Hybrid (both remote and at the office)

Remote Worker Distribution
Percentage (pie chart)

Displays a graphic representation of the manager’s subordinates that are:
e Fully remote
e Fully onsite (at the office)
e Hybrid (both remote and at the office)

Remote Work Location
(horizontal bar chart)

Displays the work locations of workers that are fully or hybrid remote.

Employee Distribution by
Department (horizontal bar chart)

Displays employees under the manager's supervision by department and
remote work type.

Hybrid Remote Work Days
(vertical bar chart)

Displays the days hybrid remote employees are anticipated to work
remotely.

Remote Work Reason (pie chart)

Displays the top five reasons employees are working remotely.

The Remote Worker Dashboard provides visualizations for the manager for each type of worker (described
above) as well as a total number of employees.

TX Remote Worker Dashboard

Current Remote Worker Dashboard displays a detailed grid of employees under the manger’s supervision that

meet the visualization specifications.

TX Remote Worker Dashboard

Requesting and Approving Remote Workers
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Historical Remote Worker Visualization

Visualization Description
Remote Requests Displays remote worker trends by month comparing fully remote and hybrid
History graph remote workers.

Request History Details | Displays remote worker information by month.

table grids For a list of elements and controls in the details grid, see the Current Remote
Worker Details Grid subtopic that precedes this subtopic.

TK Remote Worker Dashboard

L g vy b

Remote Worker Administrator

Access as a RWA must be requested by the agency security administrator for the user to see the Remote Worker
tile on the Workforce Administration dashboard.

Administrators and managers can also use the approvals framework to approve employee requests.

Fluid RWAs use the configurable search functionality. This allows the user to search for an employee using other
means, such as business unit, department, position number, or job code.

Administrators use the Remote Worker tile from the Workforce Administration home page to enter and review
remote worker requests for the workforce with fluid pages. If the RWA enters a request on behalf of the
employee, it is automatically approved when submitted.

Use Remote Worker’s Search Criteria section

in to add your search configuration. Remote Worker
Remaote Worker
~ Search Criteria
Select the arrow at the end of the
appropriate row for that employee to open 20 (Rl Mawe. | begns win_~
. Last Mame | beginswith Business Unit | begins with
the request page and access more details for
Department | beginswith Q Job Code | begins with
that employee. Positon Nernbme. [ beginsvih = Repores To Postion ["ocgu i
Remote Worker
Remote Worker ————

~ Seareh Criteria

Empl 10 | begins wah | Name | begins v

LastHame | begi

Department | begi

-]
g
¥
H

<|efle]|c
g
o

Position Number | begins with

Search Results

Business Lint 03000

Empl 1D Tt Empl Record 1 Name © Department *. Lacation Code T4 Position Number 1. Payroll Status T4 Reports To Pasition Number 14

70801000310 0 3000 1000 00008877 Active >

70801000311 4000 1000 00005880 Active 00005887 >

0801000312 Joe Traingeo 1000 1000 0005881 Actree 00005680 >

0
0

0801000313 0 4000 1000 00005878 Active
0

70801000314 2000 1000 00005882 Active
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Field or Control

Description

ADD REQUEST

Remote Worker

Select Add Request to enter a new remote worker request.|_
Accountant 1|

Note: If an in-progress row exists (Draft or Pending
Approval), you cannot add a new row. However, you
can correct another row.

Request Details

Mo reguests créated

Best practice is to add a new transaction row and
complete the approval process for that request before
adding another row.

Remote Worker

Jos Train080
ity -

Stat Dot End Date Remate Worker Type. Remate Locaton Sestus Reguastor Approval Chain Eait Delets

START DATE AND
END DATE

For existing requests, the start date displays. The end date is not required and the
field may display as blank.

When adding a new request that overlaps with the end date of the existing request,
or the existing request does not have an end date, the system will insert an end
date as the day before the start date of the new request. You do not need to access
the existing request to change or add the end date in this scenario.

STATUS

Displays the status of the remote worker row.

| Note: You can only have one in progress row at a time. \

APPROVAL CHAIN

Select Approval Chain to view the approval status and approver details of a
proposed request. This is only available when the approval workflow is set up and
the request was sent for approval.

EDIT

z

An administrator and manager can select the Edit (pencil icon) to make corrections
to the remote worker request.

When making an edit, the system opens the Add Remote Work Request (or Edit
Request) page, which enables the administrator or manager to update the START
DATE, END DATE, or REMOTE WORKER TYPE for the existing row. Select Next to
move to the Remote Worker Activity Guide pages.

Note: Administrators and managers can edit current and future requests, but
edits are not allowed on past-dated requests.

DELETE

‘ ‘

Select Delete (trash can icon) to remove the remote worker row.
This is only available for the specified roles when a request has the following status:

o Draft: Delete is available for the person who originated the request and the
administrator.

e Pending Approval: Delete is not available for any of the roles. However, those
in the approval chain can access the approval request and approve, deny or
push back the request.

e Approved: Delete is available for the manager and the administrator.

EDIT/VIEW

| >

If the request is approved, select Edite/View (right arrow icon) to open the Request
Details page and view the remote work details.

Note: Administrators and managers can edit current and future requests, but
edits are not allowed on past-dated requests.

If you are the requestor and the row is in Draft status, select to access the

Remote Worker Request Activity Guide pages and make updates.
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RWA Requesting Approvals on Behalf of Manager

Navigation

NavBar: Workforce Administration, Self Service Transactions, Approvals & Delegations, Monitor Approvals

1. Select Look Up Approval Process in the Monitor Approvals page.

2. Select REMOTE WORKER.

Monitor Approvals

~ Search Criteria

s s 3]
undnrsmul[ i
mpover [ Q]

Approver Status v

~ Administrative Actions
There are no search results 1o reassign

Look Up Approval Process

x

Last Modified

Search Results

Process ID

Description
Request Regular Ment

Leave of Absence Approval

| One-Time Ment Approval

Mame Change Approval

Remote Warker Approval

3. Select Search.

Note: All Remote Worker transactions display.
Select a specific HEADER STATUS of the transaction to narrow the search further.

Monitor Approvals

v Search Criteria

Approval Process  RemoteWorker Q
Pending v

Header Status

Approver

Approver Status

Originator

Requester | |

Definition 1D

Last Modified

4. Select the the employee you want to approve.
This opens the Monitor Approvals page.

Requesting and Approving Remote Workers
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5. Select the APPROVER.

Monitor Approvals

Monitor Approvals
Approval Process  RemoteWorker Definition ID  byManager
Empl ID 70801000328
Start Date for Gen  2024-03-01
Standing PO
Approver E _

Comment

Empl Record 0

Administrative Approve/Deny
Act on behalf of the approver selected above by selecting the Approve/Deny buttons below. This action
i m within the context of this transaction.

Approve Deny Pushback Restart

Remote Worker Approval

6. Select Approve or Deny.

If the request is denied, a COMMENT is required.

Monitor Approvals

Monitor Approvals
Approval Process  RemoteWorker Definition ID  byManager
Empl ID 70801000328

Start Date for Gen  2024-03-01
Standing PO

Empl Record 0
Comment

Administrative Approve/Deny
Act on behalf of the approver selected above by selecting the Approve/Deny buttons below. This action
will apply to all tasks pending for the approver selected within the context of this transaction

Approve Deny Pushback Resubmit
Remote Worker Approval
Remote Worker Approval:Denied

Return
The Remote Worker Approval displays the status of Denied.

If the request is approved, the Remote Worker Approval displays the status of Approved.

Monitor Approvals
IMonitor Approvals
RemoteWorker Definition ID  byManager

Approval Process
Empl ID 70801000312

Start Date for Gen  2024-03-01
Standing PO

Empl Record 0

Comment

Administrative Approve/Deny
Act on behalf of the approver selected above by selecting the Approve/Deny buttons below. This action
will apply to all tasks pending for the approver selected within the context of this transaction

Pushback Resubmit

Approve Deny

Remote Worker Approval
Remote Worker Approval:Approved
lReturn
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When an administrator approves a request and goes back to review the transaction on the Remote
Worker tile, the name of the person that performed the approval displays (in lieu of name of the
employee’s manager).

Approval Chain

> Remote Worker Approval
v Comments

Luna E Train080 at 04/04/24 - 12:56 PM
Acminsstrative approval performed by Bran F Train080

Results from the approvals are reflected in the Remote Worker Insights visualizations for the manager and
the RWA. The manager and the RWA have the same visualization, with the exception of who they see:

e The RWA can see the entire agency’s workforce.

e The manager can only see their direct Reports To employees.

For more detailed information, see Remote Worker Insights in the Remote Worker Dashboards section of
this document.
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Revision History

Date Description of Change Changed By

Oct. 10, 2024 Initial release. J McMillan
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