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Employee Self-Service Outline

Section 1 - ESS Timesheet (Time Reporting)

Section 2 - ESS My Pay (Paycheck/Deductions/Taxes)







Key Terms and Definitions

* Timesheet- Used to track hours worked and leave time taken for agency employees.

* Time Reporting Codes (TRC)- Used to identify the type of hours being entered on the
timesheet. All time on the timesheet is associated with a TRC. Each different type of

time has its own unique TRC. For example: Regular Hours Worked is “REGHR” and
Annual Leave is “ANLVT".

* Time Exceptions- Errors produced by the Time Administration process.
* Reported Time- Hours that an employee enters on their timesheet.

* Payable Time- The result of reported time that an employee has entered on their
timesheet and has been approved by their manager. It also includes regular scheduled
hours that do not need to be entered on the timesheet.

 FMLA ID- This field is used to track FMLA hours. The FMLA ID number is assigned by
your Human Resources Representative and manually entered.



Key Terms and Definitions Continued

* Time and Labor- An integrated solution in CAPPS that involves all the processes related
to time worked or leave time taken for employees. It supports the time reporting needs
of a wide range of business functions such as payroll, CAPPS Financials, projects, and

labor allocation cost. Information entered in Time and Labor is processed through
payroll.

* Override Reason Code (ORC)- Used for tracking purposes to identify periods of time
that are worked for a specific reason such as recording time worked during a disaster.

* Labor Account Code (LAC)- The LAC is used to track hours for a specific purpose. A
project is an example that may have a LAC assigned. This information does not integrate
with Financials/Commitment Accounting. This field is used for reporting purposes.



Key Terms and Definitions Continued

Positive Time Reporter- Positive Time Reporters are hourly paid employees. An
assigned schedule does not appear on their Timesheet. Positive Time Reporters need
to enter all hours physically worked or leave taken on their Timesheet in order to get
paid.

Exception Time Reporter- Exception Time Reporters are Exception Hourly (salaried)
employees. Their Timesheet reflects an assigned schedule with the applicable daily
hours. Exception Time Reporters enter time on the timesheet only when it deviates
from their assigned scheduled hours, or when an ORC or LAC is applicable. This
includes hours worked over their regular scheduled hours and any leave time taken
during their scheduled hours.



Key Roles and Responsibilities

 Employee- This role is responsible for making sure that all the hours reflected on their
timesheet are accurate. This includes physical hours worked and leave time taken for
Positive Time Reporters and Exception Time Reporters.

* Manager- Responsible for monitoring, reviewing, and approving time worked or leave
time taken entered on the employee Timesheet. Managers can also enter time on
behalf of an employee.

* Time Administrator- Performs the duties of the manager on behalf of the manager.

* Agency Super User- Provides oversight to the other roles and can monitor, review,
approve and enter time on behalf of an employee. This role also has the authority to
correct exceptions that occur from Time Admin processing and can run reports and
gueries at an agency level.



Timesheet Workflow

Timesheet Workflow: Employee’s enter their time, when applicable
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Timesheet Workflow Details

Time Reporting Process

Employee

Exception Time Reporter — Enters only hours that deviate from their regular scheduled hours
‘ Positive Time Reporter — Enters all hours physically worked and leave taken

Time entered by the employee or defaulted from an employee’s schedule is known as Reported Time.

Approve -or- Delete

Manager

Managers approve Reported Time. Once approved, Prior to deleting time entered on the Timesheet, managers

a process is run that converts the ‘Reported Time’ to and employees have the option to correct the Timesheet.

‘Payable Time’. Payable Time is then picked up by the

next payroll cycle. If a manager makes a change or deletes the time entries, the
employee will receive an email notification. Once it has been

Scheduled hours for Exception Time Reporters do not “deleted” it must be re-entered if it was originally entered

require the approval of the manager. Only time entered incorrectly.

as an exception/deviation from the employee’s schedule
requires manager approval.



Timesheet Workflow Details Continued

When the Time Administration Process runs, it produces one or two outcomes:
1. It converts Reported Time to Payable Time, making it ready for payroll, or

2. If there is an error on the Timesheet, it will create an Exception on the Timesheet.

Exceptions are “errors” on the Timesheet. All exceptions need to be cleared
for the employee to receive compensation for the hours in question.

Agency Super Users work with managers to correct exceptions. If a

Payable Time is picked up in the correction is made on an employee’s Timesheet the employee will receive
next Payroll Cycle for the an email notification.
employee to be compensated. When there is an exception on the employee’s Timesheet, there is a red

triangle symbol in the information box at the top of each time entry day.
Also shown on the Time Summary Page E

It is important to note: When a Timesheet has an exception the employee
will be locked out of the Timesheet until the exception has been cleared by
the Agency Super User.



Time Reporting Categories

Time MUST be entered on the timesheet according to the correct Time Reporting
Category.

There are two types of Time Reporting Categories:
* Exception Time Reporters are also known as salaried employees.

o In CAPPS, these employees are paid according to a predefined work schedule
assigned to them in the system.

o Only need to enter hours worked over regular scheduled hours or leave taken.
* Positive Time Reporters are also known as hourly employees.
o In CAPPS, these employees are compensated according to actual hours worked.

o Must enter all time worked and leave time taken on their timesheet.
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Time Reporting Categories Continued

This timesheet has an assigned schedule with hours. This means that this is an Exception
Time Reporter. They only enter time when different than the schedule, i.e., using leave
and/or working additional hours.

*Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesday 31-Thursday 1-Friday 2-Saturday
Scheduled OFF Scheduled 3 Scheduled & Scheduled & Scheduled & Scheduled 3 Scheduled OFF
Reporied 0 Reported 0O Reporied 0 Reported 0 Reporied 0 Reported 0O Reporied 0
s

This timesheet doesn’t have any scheduled hours. This means that this is a Positive Time
Reporter. They must enter time worked or leave time taken in order to get paid.

*Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday

Repored O Repored 0 Reported 0 Repored 0 Reported 0 Reported 0 Repored 0

REGHR - Regular Hours Worked -
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Time Reporting Codes (TRCs)

Time Reporting Codes are used on the timesheet to determine what type of time is being
entered.

*Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesday 3-Thursday {-Friday 2-Saturday

Stheduled OFF Scheduled § Scheduled & Scheduled § Scheduled & Scheduled & Scheduled OFF
Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported ( Reparted 0

ANLVT - Annual Leave Taken v ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘

\iew Leave Balances
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Time Reporting Code List

A list of statewide
TRCs is displayed
on the right. The
most common
TRCs are
underlined.

Additional TRCs
may be available
at your agency.

TRCs Description

12CPT 12 NonExe Disaster Taken
18CPT 18 Exempt Disaster Taken
ADMLT Administrative Leave Taken
ADOGT Assistance Dog Training
ANLVT Annual Leave Taken

CASAT Court Appoint Spec Advoc Taken
COMPT Compensatory Time Taken
DNRBL Blood Donor

DNRBM Bone Marrow Donor
DNROG Organ Donor

EDACT Educational Activities
EDULV Education Leave

EMGNY Emergency Leave

EMTTR Volunteer EMT Training
ESCKT Extended Sick Leave Taken
EXERT Exercise Leave Taken
FLEXS Flexing Schedule

FLSAP Banked Overtime Paid
FLSAT Banked Overtime Taken
FPRNT Foster Parent Leave

FTNST Emergency Fitness Leave Taken
HCMPT Holiday Comp Taken
JURYD Jury Duty

TRCs
LWPDS
LWPEO
LWPES
LWPFS
LWPMY
LWPPR
LWPWC
MLTYT
NGADT
OHCPT
ONCLL
RDCRS
REGDS
REGHR
REGHW
REGOH
RLELV
SCKPT
SICKT
SPECT
VFFTR
VOTES
WELLT

Description

Leave Without Pay - Discipline
Leave Without Pay - Employee
Leave Without Pay - Empl Sick
Leave Without Pay - Family Sck
Leave Without Pay - Military
Leave Without Pay - Parental
Leave Without Pay - Wrkrs Comp
Military Leave Taken

National Guard Active Duty Tak
Optional Holiday Comp Taken
On-Call Duty

Red Cross Disaster Service

Reg Hrs Wrkd - Disaster Servcs
Regular Hours Worked

Reg Hrs Worked on Holiday
RegHol Work in lieu of Opt Hol
Rsrv Law Enfrcmnt Off Training
Sick Leave Pool Taken

Sick Leave Taken

Special Leave Taken

Volunteer Firefighter Training
Leave to Vote

Wellness Leave Taken
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Labor Account Codes (LACs)

Labor Account Codes are used to track hours for a specific purpose. A project is an
example that may have an LAC assigned.

* |tisn’t necessary to work an entire day on one specific LAC. Time can be allocated
across LACs and across days.

e LACs are agency specific. Employees should consult with their management before
entering specific LACs.

1-Friday 2-Saturday Status Override Reason Task Labor Account Code MLA/ Parentall Mity ID Comments

|
Scheduled 8 Scheduled OFF
Reported 0 Reported 0

A Q Q Q $ |-
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Employee Self Service- My Time and Leave Tile Navigation

* When first logging in J&&s

Employee Self Service ~

to CAPPS, the “‘M ,
Employee Self L — |

“W"’WH:7 B

Ilalale) At
Service Dashboard is Wt/
the first page to

display.

* There are a variety | *I /I—'
of tiles available | ’ ==
depending on user i)

access. '

 First, click on the
‘My Time and Leave’
tile.




Employee Self Service- My Time and Leave Menu

* Report Time- This is where Positive and Exception Time Reporters will
enter time.

{ Employee Seff Service

- Report Time

|

* Time Summary- Displays a monthly overview of time entries.

7 Time Summary * Payable Time- This is approved time that has gone through the Time

- | Administration process.
% Payable Time

* Leave Balances- This is where users can see their available leave balances.
1% Leave Balances o - -
* Time Certification- This is where users can certify time entered.

7, Time Certification . . .
* Leave Balance Detail Report- Run this report to view leave balances

5 Leave Balance Detail Report within a specific timeframe.

 Employee Monthly Time Report- Run this report to view hours on a
monthly basis.

i) TXFMLA Balance Inquiry  TX FMLA Balance Inquiry- View available FMLA Balance.

7, Employee Monthly Time Report
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Reviewing Timesheet Components

° T h e to p p 9) rt | on Of t h e Name: Francie Train087 Company/Paygroup: 087 / MON State Service Effective Date: 09/01/2019

Empl ID: 70871000527 0

. . Job Title: Admin Assnt Il Department; 1000 Manager: Luna Train087
tlmeShEEt dISplayS Leave Balance Summary
e m p I Oye e p O S it i O n Annual  Sick FLSA Regular Holiday  Optional Sick Extended Administrative Fitness Wellness Special Military Ct?n:?;t;pr Cc?niwspag;; Empluy{ee Family
R Leave Leave Overtime Comptime Comptime Holiday L;ao\.;el Sick Leave Leave Leave Leave Leave Leave in12 in18 DonatedL:;: L;:;ﬁ
. . Months Months
information such as
Current 696.00 654.00 63.75 7.00 12.00 000 000 0.00 32.00 0.00 0.00 000 16000 0.00 0.00 0.00 0.00
Empl ID and job title.
Pending Approval 000 000 0.00 0.00 0.00 000 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
® Th e Le ave Ba Ia n Ce Avallable 696.00 654.00 63.75 7.00 12.00 000 000 0.00 32.00 0.00 0.00 000 160.00 0.00 0.00 0.00 0.00
Summary section ¢ ZOWach-2Apiin2 b
. . Weekly
p rovi d es an overview Scheduled 40.00 | Reported 0 Hours
e | Submit
of total leave hours. VenLegen (=]
[ Th e ti m e S h e et *Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesday 31-Thursday 1-Friday 2-Saturday Status
defaults to the
Scheduled OFF Scheduled § Scheduled 8 Scheduled & Scheduled § Scheduled § Scheduled OFF
Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0
employees FLSA work
v NA

week.

View Leave Balances
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Reviewing Timesheet Components- View Legend

e Certain timesheet actions, such as submitting
time for approval, will cause a small symbol to
appear in the bottom right corner of the
schedule area of the timesheet.

* To see what the symbol represents, click on
‘View Legend.” A pop-up window will open
which includes all symbols and their

meanings.
..,
Scheduled & Scheduled & Scheduled 8
Reported 4 \ Reported & \ Reported 0
i i

Current

Pending Approval 0.00 0.0

Available

Legend

Ol

6100 T

691.00  647.0

2!

T

Time Details

Saved

Approved

Pending Approvals

*Time Reporting Code

H B 8 )

N

Denied

Pushed Back

Exception

Absence

Reported

Reported Under Schedule

Reported Over Schedule

OFF Day
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Reviewing Timesheet Components- TRCs

My Time and Leave

* To make a timesheet
entry, start by clicking
the drop-down list in
the ‘Time Reporting
Code’ column. CeL mEEERRmoEmomoomoEmom o mne s m m mw

Pending Approval 1200 0.00 0.00 0.00 0.00 000  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Name: Francie Train087 State Service Effective Date: 09/01/2019
Empl ID: 70871000527 0

Job Title: Admin Assnt |l
Leave Balance Summary

Company/Paygroup: 087 / MON

Department: 1000 Manager: Luna Train087

Disaster
Comp Exp Do

Disaster

e Comp Exp

Annual  Sick FLSA Regular Holiday Optional Le
Leave Leave Overtime Comptime Comptime Holiday

Employee  Family
nated Sick  Leave
Leave Pool

leeraRes Extended Administrative Fitness Wellness Special Military

e This list contains all
TRSs available for use.

63.75 7.00 12.00 000 0.0 0.00 32.00 0.00 0.00 000 160.00 0.00 0.00 0.00 0.00

12CPT - 12 NonExe Disaster Taken
18CPT - 18 Exempt Disaster Taken

» Select the appropriate
code for the type of

time used.

ADMLT - Administrative Leave Taken

ADOGT - Assistance Dog Training

AGYHW - Hrs Workd on Agency Holiday

ANLVT - Annual Leave Taken

AROLT - Amateur Radio Operator Leave

| COMPT - Compensatary Time Taken
DNRBL - Blood Donor

DNRBM - Bone Marrow Doner

DNROG - Organ Donor

EDACT - Educational Activities

EDSLT - Donated Sick Leave Taken

EDULV - Education Leave

EMGDT - Emergency Death Leave

EMGFT - Emergency Facility Closure

EMGNY - Emergency Leave

EMGWT - Emergency Weather Leave

EMTTR - Volunteer EMT Training v

v ‘

View Leave Balances

27-Sunday

{ 27 March - 2 April 2022

Weekly
Scheduled 40.00 | Reported 0 Hours

28-Monday 29-Tuesday 30-Wednesday

»

31-Thursday 1-Friday

2-Saturday Status

Scheduled OFF
Reported 0

Scheduled &

Reported 0
# o

Scheduled 8
Reported 0

Scheduled 3
Reported 0

Scheduled 8
Reported 0

Scheduled &
Reported 0

Scheduled OFF
Reported 0

H NA
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Reviewing Timesheet Components- Reporting Time

4 20 March - 26 March 2022 »
Weekly
Scheduled 40.00 | Reported 0 Hours
View Legend
*Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status

Scheduled OFF Scheduled & Scheduled & Scheduled & Scheduled & Scheduled & Scheduled OFF

Reported 0 Reporied 8 Reporied 0 Reporied 0O Reporied 0 Reporied 0 Reported 0
ANLVT - Annual Leave Taken - 8.00 [ |] NA

View Leave Balances

* |In this example, the ANLVT Time Reporting Code was used to enter hours of Annual Leave
Taken.

» After selecting a TRC, simply enter the hours in the field for the date they were used.

* Please note that CAPPS uses decimals, not minutes, for time reporting.

Tab out of the field and the colored bar for that day will change from blue to green based

on the number of hours reported.
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Reviewing Timesheet Components- Adding a Row

* Only one TRC can be assigned to a row. When multiple types of time are used in a week, a
new line will need to be added for each additional TRC.

* Scroll to the right side of the timesheet and click the ‘+’ symbol to add a new row.

25-Friday 26-Saturday Status Override Reason Task Labor Account Code FMLAJ Parental/ Mity ID Comments
Scheduled & Scheduled OFF
Reported 0 Reported 0 ‘ \
| | || | NA Q| | Q| Q| | | | ] =
4 20 March - 26 March 2022 >
Weekly

Scheduled 40.00 | Reported 0 Howurs

“Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status
Sei OFF || Scheduled & H eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee
Re; o Rey Reported 0 || Reported Re; Reported Reported
| AMNLVT - Annual Leave Taken V| | | | 8,00' | | | | | | | | | | A
|I ~J I | | | | | | | | | | | | | A
View Leave Balances
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Reviewing Timesheet Components- Deleting a Row

25-Friday 26-Saturday Status Override Reason Task Labor Account Code FMLA/ Parental/ Mity ID Comments
Scheduled & Scheduled OFF ‘
Reported 0 Reporied 0
| | | NA | Ql | Ql| Ql | | N [~
| | | NA | al | Ql| Qj | | =

Are you sure you want to delete this row of reported time for the period 2022-03-20 - 2022-03-267

Yes - Delete ‘ ‘ No - Do Not Delete

* |If a new row is added by mistake or is no longer needed, click the ‘-’ to remove the row.

* A system message will pop-up asking for confirmation before the row is removed.
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Reviewing Timesheet Components- Remaining Fields

* Override Reason Codes (ORC) are agency-specific and can be used to better identify or define
an employee's time entry.

* The Task field is for agencies to identify or define another level of an employee's time entry.

* The Labor Account Code field is used by some agencies to further define time allocated for
special purposes.

* The FMLA/Parental/Mlty IDs are used to designate the Event number when an employee is
out on any of these leaves.

« Comments are optional but can be used if any additional explanation is needed.

Status Override Reason Task Labor Account Code FMLAS Parental/ Mity 1D Comments

NA Q Q Q + —

NA Q Q Q -+ —_

24



Reviewing Timesheet Components- View Leave Balances

* Clicking the ‘View Leave Lt Baree

Luna Train064

7 | Director
B a | a n Ce S I I n k u n d e r t h e R::ICII?;GE”WU\U‘_\‘EETWEShEEl
T R C f i e | d W i I I O p e n t h e Administrative Leave Annual Leave FLSA Overtime Compensatory Time Disaster Comp Exp in 18 Months Disaster Comp Exp in 12 Months

Plan Type Plan Type Plan Type Plan Type Plan Type Plan Type
Le a Ve B a | a n C e S p a g e Descr Descr Descr Descr Descr Descr
L]
Recorded Balance 22.00 Recorded Balance 691.00 Recorded Balance 0.00 Recorded Balance 20.00 Recorded Balance 0.00 Recorded Balance 0.00
Minimum Allowed 0 Minimum Allowed 0 WMinimum Allowed 0 Minimum Allowed 0 Minimum Allowed 0 Minimum Allowed 0
® T h e Le a Ve B a | a n C e S p a g e Maximum Allowed Maximum Allowed Maximum Allowed Iaximum Allowed Maximum Allowed Maximum Allowed
Asof Date 0212812022 As of Date 02/28/2022 As of Date 02/28/2022 As of Date 02/28/2022 Asof Date 02/28/2022 As of Date 02/28/2022

d IS p I ays a I I COI I l p TI I I le Description Administrative Leave Description Annual Leave Description FLSA Overtime Description Compensatory Time Description Disaster Comp Exp in 18 Months Description Disaster Comp Exp in 12 Months
p | a n S b a I a n C e S e a r n e d Employee Donated Sick Leave Extended Sick Leave Fitness Leave Family Leave Pool Holiday Comp Military Leave
V4 ’

Plan Type Plan Type Plan Type Plan Type Plan Type Plan Type
L]
h O u rS’ a dJ u St I I l e ntS’ h O u rS Descr Descr Descr Descr Descr Destr
Recorded Balance 0.00 Recorded Balance 0.00 Recorded Balance 0.00 Recorded Balance 0.00 Recorded Balance 13.00 Recorded Balance 0.00
L] L]
ta ke n’ a n d eX pl rl ng h O u rs . Minimum Allowed 0 Minimum Allowed 0 Minimum Allowed 0 Minimum Allowed 0 Minimum Allowed 0 Minimum Allowed 0
- [
Maximum Allowed Maximum Allowed Maximum Allowed Maximum Allowed
o Cl . k f t h L View Legend Asof Date 022812022 Asof Dale 02282022 Asof Dale 02262022 Asof Date 022812022
I C O n a ny O e e ave gave Destription Fitness Leave Description Family Leave Pool Description Holiday Comp Destription  Military Leave
3 *Time Reporting Code 20-Sunday 21-Monday [ )
y p e S to S e e a I t I O n a Sick Leave Pool Special Leave Wellness Leave
Plan Type Plan Type Plan Type
. ——
d eta I | S o Scheduled OFF Scheduled & Descr Descr Descr
Reported 0 Reported &
Recorded Balance 0.00 Recorded Balance 8.00 Recorded Balance 8.00
| ANLVT - Annual Leave Taken | ‘ Minimum Allowed 0 Minimum Allowed 0 Minimum Allowed 0
IMaximum Allowed Iaximum Allowed Maximum Allowed
I View Leave Balances I As of Date 0212612022 A of Date 0212812022 Asof Date 0212812022
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Reviewing Timesheet Components- Detailed Leave Balance View

Leave Balances

Cuna Trainosa * In this example, we clicked on

Crirector 11
Return to Leave Balances

Compensatory Time to view

Last Update 02/25/2022 .
Leawve Time OFff Plan Compensatory Time I I lore deta I IS.
Beginning Fiscal Year Balance 33 500000

Earmed Fiscal Year to Date 19 000000

SIS * This detailed view provides a

Taken Fiscal Year to Date Balance 0.000000

e T S ance 22 500000 breakdown of the time

Pending Approwval 0.000000

Available Balance 20 000000 balances ea rned, ta ken,

Leawve Information 9 rows

T s | adjusted, pending approval
Q1072023 A4 000000 and availableo

D1M1152023 3000000 g The EXpiration Date and
Number of Hours Expiring will

be displayed at the bottom of
this page, if applicable.

D2M192023 2 000000

The Taken Fiscal Year to Date Balance includes ALL approved timesheet entries in the current fiscal year.
The Earned Fiscal Year to Date Balance includes Approved timesheet entries in the current fiscal year less than or
equal to today's date.
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Enter Additional Hours Worked (Exception Time Reporter)

| 20 March - 26 March 2022 ]

Weekly
Scheduled 40.00 | Reported 8 Hours

View Legend

*Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status

FAALFE FFFAFAFS

Scheduled OFF
Reporied 0

Scheduled &
Reported 10

Scheduled &
Reported 12

Scheduled 8
Reported 9

Scheduled 3
Reported O

Scheduled &

Reported 0 Reported 0

Scheduled OFF ‘

REGHR - Regular Hours Worked v | | | 10.00‘ ‘ 12_00‘ ‘ 9-00‘ | | ‘ | ‘ A

View Leave Balances

* When adding additional hours worked, enter scheduled hours PLUS the additional hours
worked.

* The system will automatically calculate the hours and convert to overtime or comp time
based on FLSA designation.
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Enter Time for Flex Schedule (Exception Time Reporter)

s * When flexing time, the
| Scheduled 40.00 | Reported 8 Hours - TRC FLEXS as We" as
" REGHR need to be

Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status
used to ensure pay and

=5 | =5 t:z:zt':“s = =3 |== =T ‘ comp/overtime is
| |
ETTTE | 1 200 | | | I | | A accurate.
| REGHR - Regular Hours Worked v| | | | | | ‘ ‘ | | | | | ‘ B.UD| NA

e FLEXS is used on the
| 20March-;§£:rch2022 ) date the user |S
scheduled to work.

Scheduled 40.00 | Reported 8 Hours

View Legend

Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status * R E G H R i S u S e d O n t h e
‘ date the user actually

FELELAILISILELESEEEELIEIIALS,
Scheduled OFF Scheduled 3 Scheduled & Scheduled 8 Scheduled 8 Scheduled & Scheduled OFF
Reported 0 Reported 0 Reported 0 Reporied 0 Reporied 0 Reported 0 Reported & k d
worked.
| |
 FLEXS - Flexing Schedule vl | | 8.00| | | | | 1 | NA
I‘ REGHR - Regular Hours Warked I| | ‘ ‘ | | | | | ‘ | | I| 8‘00| NA
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Submitting Time for Flex Schedule (Exception Time Reporter)

L 20 March - 26 March 2022 »

Weekly
Scheduled 40.00 | Reported 8 Hours

View Legend Submit
Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday ZB-Saturday/ Status
A IS
Scheduled OFF Scheduled & Scheduled & Scheduled & Scheduled & Scheduled & Scheduled OFF
Reported 0 Reported 0O Reported 0 Reported 0 Reported O Reported 0 Reported 8
| FLEXS - Flexing Schedule ~| | [ | 8.00| | | | || [ 1 | NA
| REGHR - Regular Hours Worked vl | | | | | | | | | | | | | 8.UO| MNA

Waming -- FLEXS (Flexing Schedule) Time is entered on 2022-03-21 .
Flexed hours must be made up during the same FLSA workweek. If the Flexed hours are not accounted for by working additional hours (REGHR) during the same FLSA week, a pay dock may accur.

‘ 0K H Cancel‘

* When Flex time is submitted, a system warning will pop-up as a reminder that FLEXS hours
must be made up within the same FLSA workweek.

* |f used incorrectly, pay could be docked for the week.
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Entering Annual Leave Taken (Exception Time Reporter)

4 20 March - 26 March 2022 3

Weekly
Scheduled 40.00 | Reported 0 Hours

View Legend

*Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status

|
Scheduled &

Reported 0

|
Scheduled &

Reported 0

|
Scheduled &

Reporied 0

|
Scheduled &

Reporied 0

Scheduled OFF
Reported 0

Scheduled &

Reported 0 Reporfed 0

Scheduled OFF

ANLVT - Annual Leave Taken V| ‘ ‘ | S.OU| | | | | | ‘ | ‘ ‘ ‘ NA

View Leave Balances
 The ANLVT Time Reporting Code is used to represent Annual Leave Taken.

* Once submitted, the leave will show up in the Pending Approval row of the Leave Balance
Summary and subtracted from the Available Balance.
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Entering Sick Time Taken (Exception Time Reporter)

View Legend

*Time Reporting Code

SICKT - Sick Leave Taken

View Leave Balances

20-Sunday

| 20 March - 26 March 2022 »

Weekly
Scheduled 40.00 | Reported 0 Hours

21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday

Scheduled OFF
Reporled 0

|
Scheduled &

Reporfed 0

|
Scheduled &

Reported 0

|
Scheduled &

Reported 0

Scheduled &
Reporled 4

Scheduled &
Reported 0

Scheduled OFF
Reported 0

400 | | i i

* The SICKT Time Reporting Code is used to represent Sick Leave Taken.

Status

NA

* Once submitted, the leave will show up in the Pending Approval row of the Leave Balance
Summary and subtracted from the Available Balance.
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Entering Regular Comp Time Taken (Exception Time Reporter)

q 20 March - 26 March 2022 )

Weekly
Scheduled 40.00 | Reported 0 Hours

View Legend

*Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status

|
Scheduled &

Reporied 0

|
Scheduled &

Reporled 6

|
Scheduled &

Reported 0

|
Scheduled 8

Reporied 0

|
Scheduled &

Reported 0

Scheduled OFF

Reported 0 Reported 0

Scheduled OFF

COMPT - Compensatory Time Taken V| ‘ ‘ ‘ ‘ | 6.DU| | ‘ ‘ | ‘ ‘ | NA

View Leave Balances

* The COMPT Time Reporting Code is used to represent Compensatory Time Taken.

* Once submitted, the leave will show up in the Pending Approval row of the Leave Balance
Summary and subtracted from the Available Balance.
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Entering FLSA Overtime Taken (Exception Time Reporter)

View Legend

*Time Reporting Code

FLSAT - Banked Overtime Taken

W

View Leave Balances

20-Sunday

{ 20 March - 26 March 2022 b

Weekly
Scheduled 40.00 | Reported 0 Hours

21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday

Scheduled OFF
Reported 0

Scheduled 8
Reported 0

Scheduled &
Reporied &

Scheduled 3
Repaorted 0

Scheduled &
Reported 0

Scheduled 3
Reported 0

Scheduled OFF
Reported 0

600] | i | |

* The FLSAT Time Reporting Code is used to represent FLSA Overtime Taken.

Status

NA

* Once submitted, the leave will show up in the Pending Approval row of the Leave Balance
Summary and subtracted from the Available Balance.
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Entering Leave Without Pay Taken (Exception Time Reporter)

{ 20 March - 26 March 2022 )

Weekly
Scheduled 40.00 | Reported 0 Hours

View Legend

*Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status

|
Scheduled &

Reporled 0

|
Scheduled &

Reporled 0

|
Scheduled &

Reported 0

|
Scheduled &

Reporled 0

Scheduled OFF
Reported 0

Scheduled &
Reported 0

Scheduled OFF
Reported O

LWPEQ - Leave Without Pay - Employe V‘ ‘ | ‘ | | B.DD‘ ‘ S.UU‘ | | ‘ ‘ | NA

View Leave Balances

* If no leave is available, the LWPEO Time Reporting Code is used to represent general Leave
Without Pay Taken.

* There are several Leave Without Pay TRCs, so be sure to select the option appropriate for the
situation.
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Entering Time Worked on a Scheduled Holiday (All Time Reporters)

q 29 May - 4 June 2022 I

Weekly
Scheduled 40.00 | Reported 8 Hours

View Legend Submit

*Time Reporting Code 29-Sunday 30-Monday 1-Tuesday 1-Wednesday 2-Thursday 3-Friday 4-Saturday Status

—
Scheduled 8

Repored 0

—
Scheduled 8

Reported O

—
Scheduled 8

Reported 0

Scheduled OFF
Reported O

Scheduled 8

Reported &

Scheduled 8

Reported 0 Reported 0

Scheduled OFF

e

|| REGHV! - Reg Hrs Worked on Holiday v|| | | | 5.{#D| ‘ | ‘ | | | | | | ‘ NA

View Leave Balances

 The REGHW TRC is used to represent time worked on a scheduled holiday. (Ex. Memorial Day,
Thanksgiving, Christmas.)

* *Both Exception Time Reporters and Positive Time Reporters need to enter this time,
otherwise Holiday Comp Time will not be earned.
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Entering Time Worked on an Agency Holiday (All Time Reporters)

q 10 April - 16 April 2022 b

Weekly
Scheduled 40.00 | Reported 0 Hours

View Legend

*Time Reporting Code 10-Sunday 11-Monday 12-Tuesday 13-Wednesday 14-Thursday 15-Friday 16-Saturday Status
. ___________________. . |
Scheduled OFF Scheduled 2 Scheduled 2 Scheduled 3 Scheduled & Scheduled & Scheduled OFF
Reported O Reported 0 Reported 0 Reported 0 Reported 0 Reported 8 Reported 0
I‘ AGYHW - Hrs Workd on Agency Holiday 1~.r|| | ‘ | ‘ | ‘ ‘ | ‘ | ‘ B.U¢}| | | NA

View Leave Balances

* The AGYHW TRC is used to represent time worked on an agency holiday.

» *Both Exception Time Reporters and Positive Time Reporters need to enter this time,
otherwise Holiday Comp Time will not be earned.
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Entering Time Worked on a Holiday- Over Scheduled Hours

4 29 May - 4 June 2022 4
Weekly
Scheduled 40.00 | Reported 10 Hours
View Legend
*Time Reporting Code 29-Sunday 30-Menday 31-Tuesday 1-Wednesday 2-Thursday 3-Friday 4-Saturday Status
Scheduled OFF Scheduled 8 o Scheduled & Scheduled 8 Scheduled & Scheduled 3 Scheduled OFF
Reported 0 Reported 10 Repored 0 Reported 0 Reported 0 Reported 0 Reported 0
5

REGHR - Regular Hours Worked v 2.00

NA

REGHW - Reg Hrs Worked on Holiday v .00 NA

View Leave Balances

 If any employee works over their scheduled hours on a holiday, the additional hours worked would
then be coded to REGHR.

- Example —employee works 10 hours but is only scheduled for 8 hours. Timesheet should reflect:
8.00 hours REGHW, and 2.00 hours REGHR.

* If a holiday is not worked, no leave should be entered unless the employee is scheduled beyond 8
hours. Employees scheduled beyond 8 hours will have the additional hours automatically deducted
from their available leave balance through the CAPPS Holiday Cascade process.
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Entering Time Worked on a Holiday- Non-Standard Schedules

29 May - 4 June 2022
Weekly
Scheduled 40.00 | Reported 0 Hours

Wiew Legend
T Reporting Code 29-Sunday 30-Monday 31-Tuesday 1-Wednesday 2-Thursday 3-Friday
Seheduled OF| Seohaduled Scheduled 10 chedulad 10 Sehaduled Sehedulad OFF Sehe o OFF
Reported O Reported 10 Reported Reportad © Reported 0O Reported © Reportad O
| REGHW - Reg Hrs Worked on Holiday ~ | | | | B.Uol | | | | | | | | | |
~] I | 2.00] | | | | | | | |

| REGHR - Regular Hours Worked

View Leawve Balances

* If an employee is authorized for 8 hours on a holiday but is scheduled for 10 hours and physically works 10
hours, then the employee should enter 8 hours REGHW and 2 hours of REGHR.

29 May - 4 June 2022 »

Weekly
Scheduled 40.00 | Reported 2 Hours

Wiew Legend
*Time Reporting Code 29-Su lay 30-Monday 31-Tuesday 1-Wednesday 2_-Thursday 3-Friday
Sci lad OF| Schen led = edule o Sche = o =1 eduled Schedulad OFF = = o OFF
Reported 0O Reported =2 Reported Reported O Reported O Reported O Reported O
> | || 2.00] | | | | | | | | | |

ANLYT - Annual Leave Taken

View Leave Balances

ride Schedule

* If this same employee does not work on the holiday, they need to enter 2 hours of leave on the holiday. CAPPS

will automatically deduct available leave up to 2 hours or create an exception if 2 hours of leave is not available.
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Entering Time on a Non- Scheduled Holiday

4 29 May - 4 June 2022 >
Weekly
Scheduled 40.00 | Reported 4 Hours
*Time Reporting Code 29-Sunday 30-Monday 31-Tuesday 1-Wednesday 2-Thursday 2-Friday 4-Saturday Status
Scheduled OFF Scheduled OFF i Scheduled 10 Scheduled 10 Scheduled 10 Scheduled 10 Scheduled OFF
Reported 0O Reported 4 Reported 0O Reported O Reported 0 Reported 0 Reported O
<
REGHR - Regular Hours ~ 4.00 AP

* |f a holiday falls on a day an employee is not scheduled and the employee physically works
the holiday, then the employee will enter their hours worked with the TRC REGHR.

* This will result in the employee banking comp time for the hours worked.

* The employee will also earn COMPH in their comp time leave balance to account for holiday
hours they are eligible for. This will allow them to take the hours for the holiday on another

day (Holiday Bank).
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Entering Optional Holiday Time Taken and Work a Holiday (All Time

Reporters

4 27 March - 2 April 2022 )

Weekly
Scheduled 40.00 | Reported 0 Hours

View Legend Save for Later ‘

*Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesday 31-Thursday 1-Friday 2-Saturday Status
. | . |
Scheduled OFF Scheduled & Scheduled & Scheduled & Scheduled & Scheduled & Scheduled OFF
Reported 0 Reported 0 Reported 0 Reported 0 Reported 3 Reported 0O Reported 0
OHCPT - Optional Holiday Comp Tz v 8.00 NA

View Leave Balances
 The OHCPT Time Reporting Code is used to represent time taken off for an Optional Holiday.
* *Both Exception Time Reporters and Positive Time Reporters need to enter this time.

 If an Optional Holiday is taken off, the employee must work the next Skeleton Crew Holiday

to make up the time. .



Allocating Hours Worked to Labor Account Codes (LACs)

4 20 March - 26 March 2022 »
Weekly
Scheduled 40.00 | Reported 0 Hours
View Legend
Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23-Wednesday 24-Thursday 25-Friday 26-Saturday Status

Scheduled OFF Scheduled & Scheduled & Scheduled & Scheduled & Scheduled & Scheduled OFF

Reported 0 Reported 0 Reported 0 Reported 3 Reported 3 Reported 0 Reporied 0
REGHR - Regular Hours Worked ~ 8.00 4.00 |] NA

REGHR - Regular Hours Worked v 4.00 NA

* If a user’s role requires them to track the number of hours worked on different projects, a
LAC will need to be used on the timesheet. These codes should be provided by a manager.

* The TRC REGHR should be used for hours worked on the projects and a separate row is
needed for each LAC used.

* In this example, the employee split their time between two projects on Thursday and spent

all day on Wednesday working on a single project.
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Allocating Hours Worked to Labor Account Codes (LACs) Continued

] 24-Thursday 25-Friday 26-Saturday Status Override Reason Task | Labor Account Code I’MLN Parentall Mity [D

Scheduled & Scheduled & Scheduled OFF
Reparted & Reporled 0 Reported (

200 400 NA Q Q E

40 l Q Q Q

* Scroll to the right side of the page to see the Labor Account Code column and click on the
magnifying glass icon to open a list of the LACs available for use.

* Applicable LACs for the agency will be listed in the search results.
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Allocating Hours Worked to Labor Account Codes (LACs) Continued

Lookup

Search for: Combination Code

» Search Criteria
w Search Results

= | 21 rows

Account Code & Description & gi:;?gte - Agcount Dgpartment ID F’goject 1D F’Croduct ID (F:L;:Ic; . zg:::lgeraén giI:ISdSC Aoffiliate Soet ID
Uoo_ AUUU_Uuw bbbk DTate viatcn Ao LU uuu (el el ele] ool
065_2000_0001_62777 State Match 2000 0001 62777 06500
Retirement
065_2000_0001_628ss State Match 2000 0001 62888 06500
Insurance
I065_3OGG_DDO1_62003 HR I 3000 0001 52003 06500
065_3000_0001_62666 State Match OASDI 2000 Override Reason Task Labor Account Code FMLA/ Parental/ Mity ID
065_3000_0001_s2777 State Match 3000

Retirement

065_3000_0001_62g88 rate Wiatch _
— — — Insurance

I065_4000_DOO1_62004 IT I 4000 | .
] | Q| | o.||\055_3000_0001_52ocq||| | |

-
| Q| | C'-L|I|065_4ODD_DOO1_GQOCQ|I| | |

* Click on the Account Code for the project and it will populate the Labor Account Code field
on the timesheet.

* This process will need to be repeated for each row where an LAC is needed.
43



Certifying Employee Time

< Employee Self Service My Time and Leave

& Report Time

= Time Summary

Time Certification

=, Payable Time
Employee ID: 70641000058 Name: Luna Train054
1% Leawve Balances
Certification Month: Federally Funded Certification Required
i, Time Certification Instructional Text

| Leave Balance Detail Report

i, Employee Monthly Time Report
F1 TX FMLA Balance Inquiry Certified By:
Date/Time Stamp:
P I -Sign & Certify I

* An agency may require its employees and contingent workers to complete an Employee Time
Certification. This is generally done monthly for the prior month.

* To certify time, navigate to the Time Certification page in the left menu and click on ‘E-Sign &
Certify’.
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Timesheet Status

Hours entered on the timesheet go through several stages as they get ready to be
processed by payroll. After an employee enters hours on a timesheet, and selects
‘Submit,” the timesheet moves through the following stages:

 Needs Approval (NA)- The hours are waiting for the manager to approve or
correct.

 Approved (AP)- After the manager has approved the hours.

e Submitted (SB)- Once the manager approves the hours, the reported hours are
processed by Time Administration and sent to payroll.

Once a time entry is Approved (AP) or Submitted (SB) status, the hours are grayed out on
the timesheet and cannot be changed by the employee. If a manager modifies the
requested hours, the employee will need to re-enter the correct hours on a new line.

45



Time Summary

* The Time Summary page

© Report Time Empl ID 70691000206 o .
— s displays a monthly overview of
. Job Title Admin Assnt / em p I Oyee tl me.

@ PayabieTime “View By ! 1 May - 31 May 2022 )

Bi-Weekly Scheduled 176.00 | Reported 30 Hours
i}, Leave Balances Monthly : PY C I d d f I t t t h
Pesiod Reported Time ‘ Payable Time | View Legend a e n a r e a u S O e
T, Time Cerffication Wesky .
Sunday Monday Tuesday Wednesday Thursday Friday Saturday C u r re nt m O n t h a n d b e gl n S O n
i, Employee Monthly Time Report
2|5 3 4|8 5 6 .
Sick Leave Taken - § Hours Annual Leave Taken - § Hours t h e fl rSt re ga rd I eSS Of t h e d ay
1 Leave Balance Detail Report ’
51 TX FMLA Balance Inquiry Of the Wee k.
Scheduled: 8 Hours Scheduled: § Hours Scheduled: & Hours Scheduled: & Hours Scheduled: & Hours
Reported: 0 Hours Reported: & Hours Reported: 0 Hours Reported: 8 Hours Reported: 0 Hours
9 10 1" 12 13 H
View can be changed to
Weekly or Bi-Weekly using the
Scheduled: 8 Hours Scheduled: § Hours Scheduled: & Hours Scheduled: & Hours Scheduled: & Hours
Reported: 0 Hours Reported: 0 Hours Reported: 0 Hours Reported: 0 Hours Reported: 0 Hours ( ° ’
View By’ menu.
& 16 17 18 | 19 20
Regular Hours Worked - 10 Hours :dmmistralwe Leave Taken - 4
ours
Click on the date or the arrows
Scheduled: 8 Hours Scheduled: § Hours Scheduled: & Hours Scheduled: & Hours Scheduled: & Hours .
| Reported: 10 Hours | Reported: 0 Hours | Reported: 0 Hours - HRepur!ed:-iHuurs I Reparted: 0 Hours ) to t h e I eft O r r I g h t Of t h e d a te
MAY Total Reported: . . ff
20 Time Reporting Code: ra nge to VIeW a d I ere nt
cuons
month.
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Time Summary Continued

16 17 18 2 19 20
Reg rs W d - ours mil
/ -
ed Hi heduled s rs
Rep rs Reported: P Rep Rep rs
23 24 25 26 27
(-
More Actions
I I I I I
ed heduled Scheduled: 8 Hours rs
Rep Reported: Reported: 0 Hours Rep Rep rs Edlf Tilvle
30 31
View Exceptions
B,
o
MAY Total Reported: 10 Hours

Time Reporting Code: Regular Hours Worked - 10 Hours

* Clicking a date on the calendar will summarize timesheet entries for the selected date at the
bottom of the page.

* From the summary, the timesheet can be accessed for edits by clicking the ‘Actions’ button
and selecting ‘Edit Time'.

* |f the selected date has an exception, an option to ‘View Exceptions’ will appear in the More

Actions menu. .



Employee Monthly Time Report

£ Employee Self Service

 The Employee Monthly Time Report

o Report Time

= Time Summary Employee Monthly Time Report displays a” beginning and ending
balances for all leave types.

Click the Run Report button to create your report. The report may take a few minutes to generate and
will open in a new window,
[1% Leave Balances

5 Time Certification Empl ID 70641000058
— f [
1 Leave Balance Detail Report *As Of Date |03“31'“2022 | T Baseline A 064 Page:  1of 3
@ exas base II:IE gency Run Date: 317/2022
- Employee Monthly Time and Leave Report Run Time: 14:46:01
. Employee Monthly Time Report T As 01 03/31/2022 Fopor - ASTLIONA
-] TX FMLA Balance Inquiry
Campany: 064 Employee ID: 70641000056 FLSA Status: Honexempt Workgroup: 0BNONEHSL
Business Unit: 06400 Employee Record. 0 STD Hours / FTE% Time:  40/1.000000 Agency Employment Date: 09/01/2019
I Run Report I Deparment. 5000 Employes Name:  Train064 Francie G Regular Shift: N Annual Leave Eligibllity Date: 0202612020
Employee Status:  Active Work Schedule: TX_40_0BAARA0 Tatal Manths of Service for Accruals: 30.00
Leave Balances by Leave Type
Leave Type Annual Sick FLSA Regular Hollday Optional  Sick Leave  Extended Sick Admin Fitness Wellness Special
- Leave Leave OwverTime CompTime  CompTime Holiday Pool Leava Leave Leave Leave Laave
Beginning Balance 69600  654.00 6375 7.00 12.00 0.00 0.00 0.00 3200 0.00 0.00 0.00
Acerued/Eamed 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
° T h . t b t t . Taken Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
' I l Paid Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
I S re p O r Ca n e r u n a a ny I e Adjusted Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Lost Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
d u ri n g t h e C u r r e nt m O nt h f O r t h e Ending Balance B96.00  654.00 6375 7.00 12.00 0.00 0.00 0.00 3200 0.00 0.00 0.00
. ) Leave Balances by Leave Type
reVI O u S m O n t h S d a t a Leave Typa Miltary Disaster  Disaster  Donated 24Month  Physical  Contract  Expedited Leglslative ~ FFCRAPald  Family Leave
° Leave 12Comp 18Comp SickLleave Compensatory Readiness PTO Alr  Compensatory Sick Leave Pool
Tirme Tralning Time
Beginning Balance 160.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Acerued/Eamed 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Taken Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Paid Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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Employee Self Service- My Pay Tile Navigation

* From the CAp0s
Employee Self Employee Self Service -
Service
dashboard, click
on the ‘My Pay’
tile.

* This is where
employees will go
to view their
paychecks, view
compensation
history, print tax
documents, etc.
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Employee Self Service- My Pay Menu

% Pychets * Paychecks- Allows users to view and print their earnings statement.

S * W-4 Tax Information- Allows users to view/modify W-4 Withholding
Certificate.

= Wz S * W-2/W-2c Consent- Allows users to consent to receiving electronic W-2 Formes.

7 View Fom 1086 * View Form 1095-C- Allows users to view 1095-C forms.

* View Form 1095-C Consent- Allows users to consent to receiving electronic
1095-C forms.

* View W-2/W-2c Forms- Allows users to view/print electronic W-2 forms.

ﬁ Form 1095-C Consent

2 View W-2W-2c Forms

2 Voura Dcion * Voluntary Deductions- Allows users to add/modify deductions.
 ViewEdt DietDepo * View/Edit Direct Deposit- Allows users to view/edit direct deposit information.
» View Compensation History- Allows users to view job/pay change history.

Y. View Compensation History

A  Charity Deductions- Allows users to add/modify charitable deductions.
anty Deductions
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View Earnings Statement (Paycheck)

{ Employee Self Service

"3 Paychecks Paychecks
— ¥ o ]
(& W4 Tax Information _

Check Date Company Pay Begin Date / Pay End Date Net Pay
2 W-2/W-2c Consent

100172013 Texas Baseline A 052 OV $11374 61
101/ exas Baseline Agenc ,
I 093012013 !

il View Form 1095-C

* CAPPS keeps a digital record of the earnings statements generated through the system.

e To view an earnings statement, click on ‘Paychecks’ in the left menu if it is not selected
already. There will be a list of recent paychecks including the check date and payment
amount.

 To filter by a specific date range, click on the funnel icon and input the desired dates.

e Click on the row of the desired check to view more details.
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View Earnings Statement (Paycheck) Continued

View Paycheck

* The View Paycheck page
Company Texas Baseline Agency 052 Net Pay $11,374.61 Wi” Open. This is a

Address 600 S Maple St Pay Begin Date 09/01/2013

Austin, TX 78701 Pay End Date 09/3012013 d eta i I e d e a r n i n gs

Check Date 10/01/2013

statement for the

Test BRP2

Name TestBRP2 Business Unit 52100 Se I eCte d rOW
Employee ID 00000000194 Pay Group T52 Monthly Pay Group *
Address 7892 Pay Ave Department 1003 - Executive Admin - 1.3

Austin, TX 78722 Location 5003 - 789 Turte Bivd ] T h e p ayC h eC k can b e

Job Title Administrative Assistant V

Pay Rate §3,020.91 Monthly p ri nte d by rig ht C I i C ki n g
Fed Tax Status Married TX Tax Status Not applicable a n d S e I e Ct i n g ‘ P ri nt .’

Fed Allowances 5 W/HAllows 0

Tax Data

Fed Addl Percent 0.000 TX Addl Percent 0.000

Fed Addl Amount $52.25 TX Addl Amount $0.00 ° Creat'”g the PDF
poheck S Earnings Statements is a

Period Gross Earnings Fed Taxable Gross Qasdi Taxable Gross Med Taxable Gross Total Taxes Total Deductions Net Pay

Curent 1502980 1402980 000 15029 80 265519 100000 137461 ste p p e rfo rme d by t h e

YD 1574573 1474573 0.0 1574573 285099 1,000.00 189474 Pay rOI I Ofﬂ cer d u r| N g t h e
Earnings Taxes

Description Hours Amount YTD Amount = Description Amount YTD Amount p a y ro I I p ro C e S S .

Base Pay 366.00 594182 14.904.55 ' Fed Withholdng 230199 248097
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View Compensation History

{ Employee SeffSenice My Pay

B Paychecks

& V4 Tax Information

112 W-2W-2c Consent

ﬁ View Form 1085-C

F

i Form 1095-G Consent

112 View W-2W-2c Formg

E},‘ Voluntary Deductions

| ViewEdit Direct Deposit

1. View Compensation History

|ﬁ Chartty Deductions

Compensation History

Replacement Manager Change!

From: ‘01.’01;’1900

To Date: ‘DE.QMQOZZ

mployee Job Information

Employee ID: (0000000238
Department; Operations Admin
Job Title: Director

Payrell Status: Active

Salary History

Date of Change  Job Title

090172021 Director

090122020 Director I

09012019 Director

09012018 Director

09012017 Direcor

09012016 Director I

Company

1]

1]

2

™

3

2

Refresh Data

/

Empl Status ~ Department  Action

Active

Active

Active

Active

Active

Active

Operafions Admin Data Chg

Operafions Admin Data Chg

Operafions Admin Data Chg

Operations Admin Data Chy

Operafions Admin - Data Chg

Operations Admin Data Chg

Reason

FY2?
Conversion

FY 21
Conversion

FY20
Conversion

FY 19
Conversion

FY18
Conversion

FY 17
Conversion

Annual Salary

112,362.280

112362280

112,362.280

112362280

112,362.280

112,362.280

Compensation per
Frequency

9,365.150000 Monthly

9,365.150000 Monthly

9365.150000 Montly

9,365.190000 Montly

9,365.150000 Monthly

9365.150000 Montly

The Compensation History page allows
employees to view promotion, data, and
pay rate changes.

Click the View Compensation History link.

Compensation History is displayed
according to the entries in the From and
To Date fields.

Enter the desired date range by typing in
the ‘From’ and ‘To Date’ fields or by
clicking on the calendar icons.

Click the ‘Refresh Data’ button. This will
retrieve any new information for the

selected dates.
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View Compensation History Continued

Salary History

Date of Chan% Title Company Empl Status Department Action Reason Annual Salary Compen;:etémrf:;
09/01/2021 Director Il T32 Active Operaions Admin DataChg = 22 112 382 280 9365190000 Monthly

Conversion

09/01/2020 Director |f T32 Active Operations Admin  Data Chg glwzxjersiﬂn 112,382 280 9 365.190000 Monthly
09/01/2019 Director | K7 Active Operations Admin | Data Chg ;Iimm 112.382.280 9,365.190000 Monthly
09/01/2018 Director If T32 Active Operations Admin  Data Chg E\;ngersiﬂn 112,382.280 9 365.190000 Monthly
09/01/2017 Director |f T32 Active Operations Admin  Data Chg glﬁersiﬁn 112,382 280 9 365.190000 Monthly
09/01/2016 Director | T2 Active Operations Admin  Data Chg gljvzrsm 112,382,280 9.365.190000 Monthly

» To view details of a specific action, click on the ‘Date of Change’ link for the transaction.
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View Compensation History Continued

TX Compensation History

Name:
Test Employee MMM

Date of Change:

Current Salary:
Change:
Change Percent:

New Salary:

Job Information

Salary Plan:
Salary Grade:
Step:

Salary Components

Component

Base Salary

Compensation History
Salary Change Details

12/01/20132

Salary Change Summary

Description
0.000 USD
0.000 USD
5.076

18,629.993 USD

09

New Amount

2,069.995200 UsSD

Retumn to Compensation History

Short Description
0.000 UsSD
0.000 UsSD
5076
0.000 USD

Change
Amount

Monthly 100.000000 USD

T e e e E e P Aeeas D VmES T TR

Change Percent

5.076

AN CFEECIUTY T L e

* |f the selected action is pay
impacting, the Salary
Change Details page will
calculate the change
percentage and new salary
as well as display the new
job information.

* This example shows details
about a Merit Increase
including the effective
date, change percentage,
and new salary.
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View/Edit Direct Deposit

ER Paychecks Direct Deposit
® -4 Tax Information Accounti

-

[
[ W-2/W-2c Consent o

Payment Method Routing Number Account Number Account Type
il View Form 1095-C Direct Deposit 011000015 987654 | Checking |
iiti Form 1095-C Consent Direct Deposit Exempt
Direct Deposit Exempt | No
2 View W-2/(W-2c Forms
Exempt Reason v

@ Voluntary Deductions

i1 View/Edit Direct Deposit

* To view/edit direct deposit information, click on the ‘View/Edit Direct Deposit’ tab. Current
direct deposit information will display.

* To view details, click on the account type listed. Account type will either be savings or
checking.
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View/Edit Direct Deposit Continued

(corcel] Edit Account / I[ER) + The ‘Edit Account’ screen will pop-up. This

| Ban . page allows employees to modify their
Routing Number 011000015 al o . routing number, account number, and

L Account Number 967654 /) account type if necessary.

t Retype Account Number

* Please note that in CAPPS there can only be
one account set up for direct deposit.

Pay Distribution

*Account Type | Checking v
e Users should NEVER select ‘Yes’ for the
International ACH Bank Account International Bank Account Option. If ‘Yes’
e s is selected, Direct Deposit is inactivated,
gutonie e s pge) i ssuee e of T payneris v e Toes ool ot - f - and wiill lock the user out.
No )| payments deposited in error to my account will be reversed by the agency that issues my state of

Texas payments via the Texas Comptroller of Public Accounts. | further understand that the agency

oot et 55085 Ty st ofTexas payments an e Tevas Cometoler of Pl Accounts il oy sl | e Change slider to ‘Yes' to authorize the
deposit of payments into the account.

contact your financial institution.)

* Click the ‘Save’ button to submit changes.
58




Voluntary Deductions

 Employees can opt to deduct a flat amount from a paycheck to be direct deposited at a
Credit Union.

* These deductions can begin or end whenever the employee chooses.

* Deductions can be automatically stopped by setting a total maximum amount to be
deducted.

* There is no limit to the number of voluntary deductions however there can be no more
than three (3) deductions per deduction type.
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Charitable Deductions

* Employees elect a charitable institution from a predetermined list in the program.

Charitable Deductions can only be established during open enrollment.

» After open enrollment has closed, charitable deductions cannot be added until the
next election period. However, employees can edit the dollar amount elected to give.

 Employees can have up to three (3) deductions.
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Update Voluntary Deductions

£ Employee Self Service My Pay

ER Paychecks

Voluntary Deductions
& W-4 Tax Information

Replacement Manager Change1

L2l W2AW-2¢ Consent Texas Baseline Agency T32
iiii View Form 1095-C Review, add or update your voluntary deductions information.
il Form 1095-C Consent Voluntary Deductions
Deduction Type Start Date Stop Date Status Deduction Goal Amount Goal Balance

Lzl View W-2/W-2c Forms
$0.00

| % Voluntary Deductions /

Add Deduction

0 View/Edit Direct Deposit

* To view/add/edit voluntary deductions, click on the ‘Voluntary Deductions’ tab.

* |In this example, the employee has not yet added any voluntary deductions. To add a new
deduction, click the ‘Add Deduction’ button.
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Update Voluntary Deductions Continued

Voluntary Deductions * Use the magnifying glass icon in the ‘Type of
Add Volunfary Dediiction Deduction’ field to search for the desired
Replacement Manager Change? .
Texas Baseline Agency T32 dedUCtlon type.
I *Type of Deduction ‘CrUn-AccessCU QI ¢ Enter the dESIred amount tO be dedUCted per pay
. cycle.
I *Enter Amount to be deducted. ‘100.00 I‘
Option1:TakedeductionuntilIreachthisGoa\Amount‘ ‘ ¢ Opt|on 1 ShOUId be Used |f an employee WantS

deductions to stop based on a “goal amount” or
the total amount to be deducted.

Option 2: Enter Deduction Stop Date (MMIDD/YYYY) ‘DS.’21.I’2025 (example: 12/31/2000)

/ Current Balance 0,00

o ] e Option 2 should be used if an employee wants
deductions to continue until a specified date.

* Required Field
| ‘ e Click ‘Submit’ to save the deduction.
A deduction will be taken from your next payment, is this carrect? (32000,72)
S N\ — * A message will pop up to make sure the changes
1 —J are correct. Click ‘OK’ to save.
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Update Voluntary Deductions Continued

Voluntary Deductions
Replacement Manager Change1

Texas Baseline Agency T32

Rewview, add or update your voluntary deductions information.

Voluntary Deductions
Deduction Type Start Date Stop Date Status Deduction Geoal Amount Geoal Balance

Crin-Access CLE 03/21/2022 03/21/2025 Curren thy $100.00 0.00 Edit

[ Addd Deduction l

* Changes are now saved and will appear on the Voluntary Deductions page.
* This page updates after each pay cycle when deductions are made.

* The Deduction field identifies the amount being deducted per pay cycle.

* The Goal Amount represents the total amount to be deducted.

* The Goal Balance field represents the total amount deducted to date. When the Goal

Balance matches the Goal Amount the deductions will stop.
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Update Charitable Deductions

< Employee Self Service My Pay

ES Paychecks

B s Tax Information Charitable Deductions

Replacameaent Manager Change1

ezl W_2NW-2c Consaent Texas Baseline Agency T332
Tn.i_ V|ew Fgrm _1 OQS—C Mofe. Oy fhree chaniable gdegdwciicons can be adoed. Fleasse Mesep fiirs i maund = youwu are adaimg chanbies below

Charitable Deductions
il
i Form 10895-C Consent 5 Deduction Flat/Adddl 5
— Charity T Edit Delete
ezl Wieww WWV-20W-2c Forms Edit ] [ Delete
[ woluntary Deductions

The annual State Employese Charitable Campaign (SECC) baegins on September 1 and ends Oct. 31. During the SECC,

state employees may elect to have contributions to participating charities deducted from their paychecks in the new

I WiewEdit Direct Deposit calendar year. After the campaign closes you may edit or delete youwr elected charitable deductions throughout the year.

Tl Wiew Compensation History
If wou are a new hire. rehire or transfer and were not an active employees at the agency during the Charitable Campaigmn,

and would like to enroll in a charitable deduction youw will need to contact the SECC coordinator at your agency to assist
@ Charity Deductions yvou. Wou will not be able to add or make changes to your charitable deductions through Employes Self Service if you were
not an active employese during the Charitable Campaign.

e Charitable Deductions can only be established during open enrollment. Employees can elect
a charitable institution from a predetermined list in the program.

* After the enrollment period is over, employees have the option to edit or delete existing
charitable deductions throughout the year from the ‘Charity Deductions’ tab.
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Update W-4 Tax Information

 Employe Seff Senvice WA « The ‘W-4 Tax Information’ tab allows

B Paychecks , , -
W-4 Withholding Certificate

Replacement Manager Change?
Texas Baseling Agency T32

% W-4 Tax Information

g W-2/W-2¢ Consent

Your withholding is subject fo review by the RS Wunw.irs.qov.

iill View Form 1095-C |
Step 1: Personal Information
i Form 1095-C Consent Does your name match the name on your social security card? If not, to ensure you get credit for your eamings, confact
- 554 8t 800-772-1213 or go to Www.553.008
w2 View W-2W-2c Forms Address
6001 Baseline Drive SW
. 1212
@ Voluntary Deductions ,
Austin TX 78731
o o . Filing Status
27 View/Edt Direct Deposit

® single or Married filing separately

. S O Married filing jointly (or Qualifying widowi(er))
v, View Compensation History

(O Head of Household (Check only if you are unmarried and pay more than half the cost of keeping up & home for

yourself and & qualifying individual).
@ Charity Deductions
about your privacy, see instructions for Form W-4 on the RS website.

Social Security Number 304-83-0152

Complete Form 'W-4 5o that your employer can withhold the correct federal income tax from your pay.

Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempt from withholding or you have concerns

employees to update W-4 information
through the system.

Before entering W-4 tax information
employees should validate that their
name, social security number, and
address are correct.

When employees are hired within the
agency, their filing status will be Single
or Married filing separately. To change
this status, go to this page and follow
the IRS instructions for entry.
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Update W-4 Tax Information Continued

Step Z2: Multiple Jobs or Spouse Works

Complete this step it vouw (1) hold morne than one job at a time, or (2) are marmmied filing jointlhy and your spouse also works.

* Steps 2-4 only need to
Diew insuucions - - be filled out if

I multiple Jobs or Spouse Works

.
Complete Steps 3 through 4{b) o Formm W-4 for only one of these jobs. Leave those steps blank for the other jobs. appllca ble-
Crour withholding will be most acourate it you complete Steps 2 through 4(b) on the Form W

Wi Tor the highest paying jolo_)
Step 3: Claim Dependents ° I. k { .
Click ‘View

i view Instructions

IT yvour income will be 3200, 000 or less (400,000 or less i married filing joimtly - I ° ] °
nstructions’ to view

Miultiply the number of qualimying children under aae 17 by 322,000

MUty t T ot 1 o s by 5500 . .
ulltip e number of other ec:--:;r:q::n__z:’: s o0 IRS Instructlons
Total . .
Step 4: Other Adjustments InCIUdEd Wlth eaCh
i view Instructions Step.

(a) Other Ilncome

(b)) Deductions

{c) Extra wvithholdi 1
o e * Once entries are
Claim Exemption from Withholding .
I claim exemption from withholding for the year 2022 | and | certify that | meet Completed’ CI ICk the

BOTH of the following conditions for exxemption from withholdimng:

e Last year | ovwed no federal imcome tac. ISU bmit’ button to

= This year | expect to owe no Tederal iIncorme tax.

[ check this box if yvou meet both conditions to claim exemption from tax withholding Save,

Under penalties of perjury, declare that | have examined this certiicate and to the bhest of my
knowledge and beliet, it is true, correct, and complete._

Subrmit
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Update W-4 Tax Information Continued

Warning (30100,10)

You are about to make changes to your Withholding Instructions. Depending on when your agency processes payroll, this change may not be reflected in your next pay. Please contact your agency payroll officer with any questions or concerns.

OK Cancel

3 Help
0 Verify ldentity
To protect vour privacy, verify yvour identity by typing yvour password. If yvou are not this user, click Cancel

User ID: TXTESTFMNCZ32
4 Password:

Continue Cancel

* A warning message will appear upon submitting the changes. This warning indicates that
due to the timing of the payroll processes, this change may not be reflected until the next
pay period. Click the ‘OK’ button.

* CAPPS needs to confirm the identity of the employee requesting these changes so

employees will be asked to enter their password on the ‘Verify Identity’ pop-up message.
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Provide W-2 and W-2c Consent

< Employee Self Service My Pay

ES Paychecks W-2/W-2c Consent

B A Tax Information e You currently receive W-2 or W-2c paper forms by mail

This is a notification that your W-2 form is now awvailable for viewing and printing though the Employee Self Service section of the CAPPS website.

2zl W-2/W-2c Consent Log on to CAPPS using your Employee |ID and password at:
https://hrportal .cpa.texas. gov/psp/EPHRPRD/?cmd=login&languageCd=ENG

Lock for the Employee Self Service section (on the left side of the screen)

i View Form 1095-C Click on MY Pay
Click on View W-2/\W-2C Forms
Click ogpthe box that says Year End Form and print
iiii Form 1095-C Consent Click Filing Instructions and print |
Once mplete you should have your W-2 form and the filing instructions for 2012_ | Verify |dentity e
Feel Wiew W-20W-2c Forms
| To protect your privacy, venfy your identity by typing your

[ I consent to receive W-2 or W-2c forms electronically password. If you are not this user, click Cancel.

[E# Voluntary Deductions
T User ID TXTESTFMNC32

= View/Edit Direct Deposit
Pasaword | |

L=l View Compensation History
[ Continue H Cancel l

@ Charity Deductions

* The ‘W-2/W-2c Consent’ tab allows employees to consent to receiving their W-2 in electronic
format only. W-2c forms will still be provided in a paper format only regardless of this consent.

e Select the ‘I Consent’ checkbox and click the ‘Submit’ button.

* The system will ask for a password to verify the employee’s identity. o



View/Print W-2 and W-2c Information

{ Employee Seff Service

B Paychecks View W-2/W-2¢ Forms

B \W-4 Tax Information ‘ Tax Year ‘ 2014 V“

w2 W-2/W-2c Consent Texas Baseline Agency 052

il View Form 1095-C
Tax Form Issue Date Year End Form Filing Instructions
ii..

fill Form 1095-C Consent W2 09102014 ‘?‘

2 View W-2/W-2c Forms

]

* |f an employee has consented to receiving their W-2 form electronically, they will receive an
email when it is ready for them to view in the system.

e Click on ‘View W-2/W-2c Forms’ in the left menu to view the available forms.

* The Tax Year can be changed by clicking on the drop-down menu at the top of the page.

* To view the W-2 form, click on the ‘View Form’ button.

69



View/Print W-2 and W-2c Information Continued

A Read aloud

7 Social security tips

1 Wages, tips, other compensation

2 Federal income tax withheld

rom W-2 Wage and Tax Statement c01c 1468.80 261,25
€ Employer's name, address, and ZIP code 8 Allocated tips 3 Social security wages 4 Social security tax withheld
TEXAS BASELINE AGENCY (52 15784.99 978.67
600 S MAPLE ST 9 5 Medicare wages and tips 6 Medicare tax withheld
15784.99 228.88
AUSTIN TX 78701 10 Dependent care benefits 11 Nonqualified plans L12?1 See instructions for box 12
ip | 13486.99
€ Employee's name, address, and ZIP code 13 Sas B Qw114 Other Ja2b |
[ x| :
TEST BRE2 b Employer identification number (EIN) L12(:
7892 PAY AVE 15-2525252 f
AUSTIN TX 78722 a Employee’s social security number L12d
304-99-0155 P

15 State Employer's state 1D number

16 State wages, tips, efc.

17 State income tax

18 Local wages, tips, etc.

19 Local income tax

20 Locality name

Copy B-To Be Filed With Employee’s FEDERAL Tax Return

This information is being fumnished to the Intemal Revenue Service.

OME No. 1545-0008

Dept. of the Treasury - IRS

Visit the IRS website at www.irs.gov/efile.

This information is being fumished to the Internal Revenue Service. If you are required o file a tax refum, a

negligence penalty or other sanction may be imposed on you if this income is taxable and you fail o report it.

7 Social security tips

1 Wages, tips, other compensation

2 Federal income tax withheld

rom W-2 Wage and Tax Statement c£01c 1468.80 261.25
€ Employer's name, address, and ZIP code 8 Allocated tips 3 Social security wages 4 Social security tax withheld
TEXAS BASELINE AGENCY 052 15784.99 978.67
9 5 Medicare wages and tips 6 Medicare tax withheld
600 S MAPLE ST 15784,99 228,88
AUSTIN TX 78701 10 Dependent care benefits 11 Nonqualified plans 12a See instructions for box 12
:D | 1348699

=

g

* The W-2 will
open in a new
tab.

* This form can be
printed or saved
by selecting the
appropriate icon
from the top
menu bar.
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Provide 1095-C Consent

{ Employee Seff Service

E& Paychecks Form 1095-C Consent

ﬁ You currently receive Form 1095-C paper statements by mail
b‘ W-4 Tax Information

Lz W-2/W-2c Consent

i View Form 1095-C

Verify Identity x b

To protect your privacy, verfy your identity by typing your
password. If you are not this user, click Cancel. —'

User ID TXTESTFNC34

Password ||

‘ U I consent to receive Form 1095-C electronically

il Form 1095-C Consent

vl View W-2/W-2¢ Forms

* The ‘Form 1095-C Consent’ tab allows employees to
consent to receiving their 1095-C electronically.

Continue H Cancel

e Select the ‘I Consent’ checkbox and click the ‘Submit’
button.

* The system will ask for a password to verify the

employee’s identity.
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Thank You!

CAPPS.Training@cpa.Texas.gov
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