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OVERVIEW

PURPOSE

This document will demonstrate the new CAPPS landing page and new dashboard tiles as they will
appear when users log in to the Centralized Accounting Payroll and Personnel System (CAPPS). It will
assist users with understanding the new Unified Fluid Homepage and enabled Unified Navigator. The
color of the Fluid Navigation Bar was also updated between production (PRD) and non-production (MNT,
UAT, etc.) environments which allows the various CAPPS environments to be visually distinguishable.

BACKGROUND

The new landing page configuration was modified to make the CAPPS application the default landing
page for all Self-Service functionality and be the one location all users can access CAPPS applications
via Single Sign-On.

Each dashboard will be driven by the security a user has and each tile displayed within the dashboard will
be driven by what pages/components a user has access to in CAPPS. The default display will be the
Employee Self-Service dashboard, which provides the common Employee Self-Service options for all.
From this dashboard, access to core CAPPS applications will be determined by the user's CAPPS
access.
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NEW DASHBOARD APPEARANCE

CAPPS USER LOGIN AND DASHBOARD

Users logging into CAPPS will see the following screen. Click “| Agree” to continue, then enter your User
ID and password. Notice that the background has been updated and looks different than the previous
portal login page.

(cTiA)

Infe
(Rev 1014)

This system is for authorized users ONLY. Uneuthorized use of confidential of federal tax information may give rise |
10 cil and crimnal by and penallies. Anyone using ts system expressly cansents fa monionng and shoud
have o expectation of prvacy

I hava read and understand the Comptroller's Summary Public Information Disclosura Manual, a copy of which has

to me at hifps imcpa. adf (Rev 0519) |
understand thal cenfidential information made available to me by the Complrcler's office may nclude the
Complroller's own information and information heid by the Compiraller's office from other entibes. | understand thet
confidential nformation is ta be held in strictes! confidence, and | wil act in accordance with applicable federal and
state laws. requiations, and Compiroller policy with regard to the safekeeping and disclosure of confidential
information. | understand that | am not fo-use such information to the detriment of tha Comptrollers offica or the
State of Texas

By my selection of e *| Agree” bullon herean, | acknowledge my understanding of the contents of this fom and the
contued applicabilty of these provisions afler my access to confidential information and computer systems has
been terminated.

| understand that it is my respansibilty to consult with the Comptroliers offica and abtain approval to disclose

confidential information made available to me, and to ensure that any and all disclosures | make are made to people
or enllies aulhorzed (o receive such nformation x

lagss

Once successfully logged in, the Landing Page will default to the Employee Self-Service dashboard, as
shown below. This will appear for all CAPPS Users, and will display the usual Employee Self-Service
options. Users can access each option by clicking on the tile. When important information needs to be
dispersed to all CAPPS users, it will be displayed in the CAPPS News & Articles section.

Note: The page will display according to the user’s security access.

* Employee Self Service

CAPPS News & Aricles My Time and Leave

‘There are o amicles curmently posted

—
-0-]

Last Pzy Date 08/01/2019
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NAVIGATION BAR

FLUID NAVIGATION BAR APPEARANCE

On the brightly colored navigation bar at the top of the screen, users will see a drop-down arrow. Click on
“Employee Self-Service.” The drop-down options that appear will depend on users’ access. If users
have access to Maintenance (MNT), User Acceptance Testing (UAT), and/or Business Objects (BOBJ),
they will see a “Core Applications” option. If users have Financials access, they will see the “CAPPS
Financials” option.

¥ Employee Self Service

CAPPS News & Articles

Employee Self Service

There are no articles currently pa
Manager Self Service

CAPPS Financials

Core Applications

Take note of the top right corner of the page. There are various options to choose from, as shown in the
icon list below.
Information for each of these options will be described later in this section.

¥ Employee Self Service

My Time and Leave

Home
Global Search
Notifications

Actions List (Add to Favorites / My Preferences / Sign Out)

@]-]e]~]»

NavBar (Recent Places / My Favorites [ Navigator)
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NAVIGATION BAR FOR DIFFERENT CAPPS ENVIRONMENTS

The color of the Fluid Navigation Bar was updated between production (PRD) and non-production
environments. The Navigation Bar will be a different color depending on the CAPPS environment the user
is logged into. Below are samples of what the production and non-production navigation bars color will look

like.

Note: The red header at the top indicates that the user is in the production environment. The blue header
at the top indicates that the user is in a non-production environment.

Click on the UAT environment tile.

A new window will open to a log in page. After logging into the UAT environment, the landing page
will display as shown below. Notice the color of the navigation bar:

~Ei

NAVIGATOR

The CAPPS Navigator enables users to see workflow maps according to their hierarchical relationships.
Users can browse the maps and navigate to individual pages by clicking the elements representing the
pages.

ACCESSING NAVIGATOR IN CAPPS

After logging into CAPPS, click the NavBar icon at the top right corner of page.
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¥ Employee Self Service

Click the Navigator button to view all the folders as shown below. Click the folders and sub folders to
navigate to any pages. Note that the folders and sub folders displayed are dependent on user’s security
access.

N Navigtor (]

| CAPPS s » 8

FeseFlos Finangialy 3

Financials Reporting y

HRPayol Repoting )
E Self Senvice )
Nargaor

Manager Self Senice 3

Tine Adnin Sff ervice

For our example, we will navigate to the Manage Requisitions page via the following path:
NavBar Icon > Navigator > Financials > eProcurement > Manage Requisitions

& Financials

‘Caﬂlownauml
ResrtPaoss
ems

P Suppliers )

E Procurement Coniracts )

. sy )

Jercummem )

Services Procurement )

YBar: Navigatr (]
T

A

Supply Planning )
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Manage Requisitons
j illanage Requisiton Approvals

~ Administer Procurement

The system will navigate the user to the Manage Requisitions page.

( ora Rt Wenige Requsifons
i e

Harae Requstors

" S i

Tl e, . ke bk e Serc

bl gstole |
I e R
T whim w0

Fepete A ety d mo |

o S

! et gt R
Gl ReDuplas  PeGnplon Wphess Gl

OTHER FUNCTIONALITIES

The i button will take users back to the root of navigation.

The : button will take users back one level.
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RECENT PLACES

The Recent Places button displays recently viewed pages.

CREATING FAVORITES

1. Click the actions Iistn button as shown in the screenshot below.

¢ Manage Requisitions. Manage Requisitions

Manage Requisifons
¥ Seatch Reisions
Toloese reguisibons, e e crieia below and cick he Searchibution.
Business i 41100 aQ Hequisiion Nane a
fegisin Q R sulbi O v e
DefemiO & DaeTo 25200 ] oign 0,
- q EsizredBy a D Q
= B St Aoz Searh
The et spciedhas o Feqisiors.

2. Click Add to Favorites.

< Manage Requisitions Manage Requisifions

Manage Requisifions
' Search Requisifions
Businzss Uit 0110 a Fequisifon Kame: a
oisiars R — P —
Dsie From 1132020 el Bake To 252400 £l ogn
Requestr| a Enred By a FOID| a
=) ‘Show dhasce Search
The Reesierspeckied s o eisiors.
i3 L Naroge Rzcegts Reuson Azport
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3. Change the Description if needed and click the OK button.

e

Manage Requiitions T Faortes
repes— Hy Peesnces
Tl s, e e o ke e
s Lot Fgicnton Mot a Sign Ol
[l L — [ e — Ly I—
L - [ —1 Y
P T L —
[ - - 5o A Search
[T —————
[P ——

Add to Favorites

Pieas £ 3 s Desrption o s Fate
“Daacighon Pesece Aeassn

*® Camel.

4. View the confirmation that the favorite has been saved, then click OK.

Manage Requisitions

Manage Requisitions
[ seareni ] My Preferences
Toleca rqustn, ot e etk s cck e e .
Pusinss bun 100 a Ja Sign Out
el 1 a Request St b Comgige | Eudget St
[T e Togacsm ] ongn|__ 1,
e a Erer By Q 0| a
om o] o oot s
1] The Requester specifid has 1 Requisiions
(Credle Hiow Requstn Foraess Change Recues! Fleview: Changs Trackng Wanage Recents. Reguston Aem
The e s e
-

5. View favorites by clicking Navbar > My Favorites as shown below.

NavBar: My Favorites

Accounts Payable WorkCenter
Add or Lookup Voucher
Manage Requisiions

Monitor Approvals

Recastaoss
iy Favores.
Navgae

GLOBAL SEARCH

Click the ﬂ search button at the top right of the page as shown below. The Global Search feature
allows the user to search and drill down to specific CAPPS modules from the search results, without

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 9
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navigating through a menu list structure. The default setting on the Global Search is “All,” which includes
reports for both Financials and HR/Payroll. To search only HR/Payroll reports, select “Navigator” from the
dropdown menu; to search only Financials reports, select “Financials Navigator.”

¥ Employee Self Service

" CAPPS News & Articles

/ There are no articles currently posted.

A

For our example, we will demonstrate searching for “exception report” in CAPPS Financials.
Click on “>>" after entering search criteria.

¥ Employee Self Service

" CAPPS News & Articles Financials Navigator * | exception repor{

There are no articles currently posted.

The following search results will be displayed. The user can click on any of the results to be directed to
that module page.

< Employee Self Service Search Results

» New Search View Search Results

- Folder 14 results for keyword: "exception report™

Accounts Receivable (2)

¢

Pegging Exception Report
Application: Financials

Voucher Exceptions Report h

Voucher Exceptions Report
Customers (1) Application: Financials

CAPPS Reports (2)

IT Asset Management (2)

/

Accounts Payable (1)

/

Financial Gateway (1) Interface Exception Report

Interface Exception Report
Application: Financials

Inventory (1)

kroduction-contol (1) Compliance & Exception Report

Set Up Financials/Supply Chain (1) Compliance & Exception Report
Application: Financials

|
i)

Staffing (1)

Bank Remit Exception Report

More ! Generate the Bank Remit Exception report.
Application: Financials

I
/

/

Bank Remit Exception Report
Generate the Bank Remit Exception report.
Application: Financials

For our example, we clicked on Voucher Exceptions Report, which takes the user to that page. Notice
the “Search Results” at the top left corner which includes the option to return to the previous search
results page.

< earch Results Voucher Exception Report a Q W H @
New Window Help | B
Voucher Exception Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

‘ Find an Existing Value I | Add a New Value ‘
~ Search Criteria

Search by: Run Control ID begins with

Also, on the search results page, notice the left-hand column. There are “New Search,” “More Options,”
and “Folder” options that can be used to expand the global search.
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< Employee Self Service Search Results

- New Search View Search Results

Category 14 resulis for keyword: "exception report
Financials Navigator ~

Pegging Exception Report

Keywords Fegging Exception Report

Application: Financials

I
¥

exception report
“oucher Exceptions Report

. Woucher Exceptions Report
More Options Application: Financials

[
4

Clear Interface Exception Report
Interface Exception Report

Application: Financials

I
r

« Folder
. Compliance & Exception Report
Accounts Receivable (2) Compliance & Exception Report

CAPPS Reports (2) Application: Financials

|
I

When a user clicks on “More Options,” the following additional fields will be available to expand the
search.

Search Results

~

- New Search View Search Results

category 14 results for keyword: "exception report

Financials Navigator ~
I—‘| Pegging Exception Report

Keywords “— Pegging Exception Report
= Application: Financials
exception report

I— Voucher Exceptions Report

Voucher Exceptions Report
| Application: Financials

With this Exact Phrase

|_ Interface Exception Report

. Interface Exception Report
Application: Financials

Exclude n |—=7 Compliance & Exception Report

With any of these Words

Compliance & Exception Report
Application: Financials

I—‘I Bank Remit Exception Report

Portal Label (contains phrase) —— Generate the Bank Remit Exception report.
Application: Financials

|— Bank Remit Exception Report

Generate the Bank Remit Exception report.
Application: Financials

Long Description (contains phras

) ij Genealogy Exception Report
Folder (contains phrase) ' Request a genealogy exception report.
Application: Financials

|—7 Financial Term Exceptions

Real Estate - Financial Term Exception Report
Application: Financials

Source Application (contains phre

T b e W P,

The Folder search feature allows a user to click on any of the folder results and see a list of all the
related module pages. For our example, we clicked on “CAPPS Reports (2),” and below are the results
that were displayed. Clicking on one of the results will automatically take the user to that page.

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 11



CapPs

Centralized Accounting and Payroll/Personnel System

< Search Results Search Results

» New Search View Search Results

« Folder 2 results for keyword: "exception report”
CAPPS Reports (2) CAPPS Reports ()]

I—:T Voucher Exceptions Report

— Voucher Exceptions Report
Application: Financials

[—=7 Interface Exception Report

— Interface Exception Report
Application: Financials

HOME BUTTON

The Home button navigates the user to the Employee Self-Service landing

* Employee Self Service

CAPPS News & Articles
Theea are no articies cumently posted

EMPLOYEE SELF-SERVICE NAVIGATION BAR

Using the internet browser, log in to CAPPS. After successful login, the system will default to the new
CAPPS HR/Payroll landing page. For users with additional access and/or roles, those landing pages are
explained in other sections of this document.

v Employee Seif Senvice
CAPPS News & Arikes:

There are o aricles cumenly posed

Lst Pay Date 03/02/2020

NAVIGATING ESS TILES

The Employee Self-Service tiles will allow employees to quickly access the most commonly used pages.
The tiles are displayed according to TMD’s current configuration of the HR/Payroll core

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 12
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modules and the optional modules.
The tiles provide access into the appropriate module:

e CAPPS News & Articles - provides system updates and security related issues.

e My Time & Leave - defaults employees to their time sheet and associated Time and Labor
features.

o My Pay - defaults employees to their paycheck and associated Payroll features.

¢ My Profile - defaults employees to their personnel file and associated HR features.

¢ My Performance (optional module) - defaults employees to their current
performance management documents and associated Performance Management
features.

¢ HCM Common Links - directs employees to the HR/Payroll common links page.

v Employee Self Service

CAPPS News & Articles.

Thereare s camenl osted

LastPay Date 03/0212020

MY TIME AND LEAVE
The My Time & Leave tile navigates to:

Report Time

Payable Time

Leave Balances

Time Certification
Monthly Time Report

TX FMLA Balance Inquiry

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 13
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LartPay Date 030212020

 Empiyee e ervice —
- Repot Tme:
- Emplogee Tneshet
) PaptieTre e o
Fid m Eising Ve
Leaye Bdlanes B
¢ e =T 3
- ool Time Report - ‘
T
THPMLA Bz iy

The My Pay tile navigates to:

Paychecks

W-4 Tax Information
W-2/W-2c Consent

View Form 1095-C

Form 1095-C Consent

View W-2/W-2¢c Forms
View/Edit Direct Deposit
Voluntary Deductions

View Compensation History
Charity Deductions

CAPPS News & Articles My Time and Leave

There e o aies oty posed

LastPay Date: 03/02/2020

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 14
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< Employse Self Sarvice

Paychecks
S W4 Tax Information
= W-2/W-2c Consent
T View Form 1085.C
Form 1095-C Cansent
53] View W-2/W-2c Forms
i View/Edit Direct Deposit
|% Voluntary Deductions

® View Compensation History

|’ Charity Deductions

Paychecks

Check Date

Company

Pay Begin Date / Pay End Date

Net Pay

View Check

MY PROFILE

The My Profile tile navigates to and allows employees to view and make changes to the following:

Name

| =B

5 Emergency Conacs
® Aiona nomsaion
E Relase nicaursiCPO
" Change Pasurd

1) Naintain Password Hits

New CAPPS Landing Page and Dashboards

Home Address
Contact Details

Emergency Contacts
Additional Information
Release Indicators/CPO
Change Password
Maintain Password Hints

CAPPS Nows & Aticlos

Home Address

These ar o aricles curey posted

My Time and Losw

S
©

Last Pay ate 031022020

My Profile

04/06/2020
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MY PERFORMANCE
The My Performance Management tile navigates to:

My Current Documents

My Historical Documents
Evaluations of Others

Historical Evaluations of Others

Note: This is an optional module.

(CAPPS News & Articles

There ar o aides carery psied.

LestPay Date (0310212020

< Employee Self Service My Performance

i Cutell DocMienie ® My Current Documents

My Historical Documents
No dala exisis

Evaluations of Others 0

Historical Evaluations of Others.

HCM COMMON LINKS

The former Common Links section was changed to the new HCM Common Links tile. This new tile
includes links to:

e CAPPSon FMX
e CAPPS HR/Payroll Training
e ERS Homepage

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 16
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The following former Common Links were either removed or relocated:

Change Password - moved to My Profile tile

Maintain password Hints — moved to My Profile tile

Set Portal Accessibility Flag - removed

Business Objects - moved within the new Core Applications dropdown landing page

LastPay Date 0300212020

HCM Commeon Links

CAPPS HR/Payroll Training

ERS Homepage

MANAGER SELF-SERVICE LANDING PAGE

Using the internet browser, log in to CAPPS. After a successful login, the system will default to the new
Employee Self-Service landing page. Select the dashboard drop-down menu. Then select the Manager
Self-Service option.
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The Manager Self-Service landing page will be displayed.

NAVIGATING MSS TILES

The Manager Self-Service tiles will allow managers to quickly access the most commonly used pages.
The tiles are displayed according to TMD’s current configuration of the HR/Payroll core modules and  the
optional modules.

The tiles provide access into the appropriate module:

e Personal and job Information - View/Edit employees personal and job information.
e Time Management - Access employees Time and Leave related features.
¢ HR Reports - Access to defaults reports.

You may also utilize CAPPS Navigator to view the Manager Self-Service folder and sub folders.

NavBar: Navigator

n "
HRPayrol Reporting 5
RerantPloces
Self Service )

* Manager Self Service: 3

My Fauerites

E Time Admin Self Service >

avigutor Workforce Administration >

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 18
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| Monager Self Service 7

(mm.m

Rncwat isce:
Job andl Perscnal Information

oy Lot Compensstion and Stock N

E Portomance Managumost

Narigatn
CAPPS Reports

Review Transactions

Note: Review pages 5 to 7 for additional information on CAPPS Navigator.

The following features or buttons were relocated:
¢ Hire Candidate - moved to the Recruit tile
¢ Reporting - moved to the dropdown navigation Core Applications & HR Reports tile
e Time and Leave Management - moved to the Time Management tile

PERSONAL AND JOB INFORMATION
The Personal and Job Information tile navigates to:

View Employee Personal Info
Name Changes Approvals
Maintain Work Information
Request Leave of Absence

Return Leave of Absence
Separations (includes retirements)
Track Agency Property

Designate Workflow Alternate

» Manager Self Service

New CAPPS Landing Page and Dashboards  04/06/2020 Page | 19
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< Manager Self Service

v, View Employee Personal Info
=1 Name Change Approvals
&, Maintain Work Information

[] Request Leave of Absence

Personal and Job Information

View Employee Personal Information

Employee Selection Criteria

Select the employee whose Job and personal Informatien you want to review. You wil be able to process enly those employees that report to you as of the date entered on this page.

As Of Date  12/232019

=] Retum Leave of Absence employees
5
& Separations ot vame
) Track Agency Property Select £l
Designate Warkflow Alternate Select #
select l
Select
select E

Empl ID

700

700

700

700

700

Job

HR Status

Active

Active

Active

Active

Active

Fosition

00007

00014

00006

00007

00007/

Dept D

NOO30

NOO30

NoO31

V0030

NOO30

TIME MANAGEMENT

The new Time Management tile navigates to:

Shift Pay

Manager Timesheets
Time Certification

Time and Leave Setup
Manager Summary Approval
Payable Time

Leave Balances

Schedule Override

Manage Exception

TX FMLA Balance Inquiry

New CAPPS Landing Page and Dashboards

04/06/2020

Page | 20



CappPs

Centralized Accountingand Payroll/Personnel System

< Manager Self Service

Team Time

New Window | Personalize Page

) Manager Timesheet

Manager Timesheet
15 Time Certfication Select Employee
@ shittPay Transaction Effective Date: | 120012019 )
J1W) Time and Leave Setup Direct Reports For
5 Q 1-50f5 7
© Manager Summary Approval
Name Empl 1D Job Titla Department
2 Payable Time
D HR Manager HRO L)

1§ Leave Balances

Major HR HRO L
13 Schedule Override
" Director, VESS HRO H
(@ Manage Exceptions
8| Executlve Assistant, HR  HRO
] TX FMLA Balance Inguiry
T HR Manager HRO @

Note: A Manager is also able to view indirect employees:

¢ Manager Self Sarvice. Team Time

New Windaw | Personaiize Pagel

() Manager Timesheet

Manager Timesheet
75 Tms Cerieation Select Employee
@ shiftPay Transaction Effective Date: 12/01/2019
1) Tims and Leave Selup Direct Reports For,
B Q 15015 v
& Manager Summery Approval
Name Empl 1D Job Title Department

@ Payable Tme
[ HR Manager HRO il .

1 Loave Balances

[ Major HR HRO a

53 Soheduie Overmds
ur Director, VESS HRO a

(P Menage Exceptions

1 Executive Assistant, R HRO

] TX FMLA Balance Inguiry

HR Manager HRO -
< Manager self Service Team Time Q™ : 0
7cj e gar: Thmeaiee Select Employee
[} Time Gertification
Diract Reports For
(@ shilt Pay 5 Q 180f8 v
Bk eva St Name Employee D Job Titie Department
@ Manager Summary Approvel
mpensation .-
() Payable Tme
wplancs oo

]! Leave Balances.
T} Schecule Override n pliance HRO
(P Manage Exceptions T - :

] TX FMLA Balance Inguiry
o
o0%EmS HRo &

mpensation o

mpensalion e
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HR REPORTS
The new HR Reports tile navigates to:

¢ RunReports
e View Reports

Note: These features remained the same for managers.

" Nenager Sef Service
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FINANCIALS SELF-SERVICE NAVIGATION BAR

Using the internet browser, log into CAPPS. Once logged in, the system will default to the new
Employee Self-Service landing page. On the navigation bar, select the drop-down arrow. Select the
CAPPS Financials option.

| CAPPS News & Articles Employee Self Service
There are no articles currently pe g i )

Manager Self Service

CAPPS Financials

Core Applications

NAVIGATING FIN TILES

The CAPPS Financials landing page will appear. The tiles shown below will allow the user to
quickly access the most commonly used pages. The number of tiles displayed depends on a user’'s

access.

The tiles provide access into the Financials WorkCenter modules and Worklist links:

GL WorkCenter - provides access to General Ledger related transactions and links.
Asset Management WorkCenter - provides access to AM related transactions and links.
Accounts Payable WorkCenter - provides access to AP related transactions and links.
Worklist - defaults to the user’s current worklist items page.

Purchasing WorkCenter - provides access to PO related transactions and links.
Financial Common Links - directs the user to the FIN common links page.

FIN WORKCENTERS

The WorkCenter tiles, highlighted below, allow quick access to the four main Financials modules:
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* Financials Common Links

For an example, see the General Ledger WorkCenter page as shown below. This page allows quick
access to the following GL and KK pages and links:

e Create/Update Journal Entries page
e Approvals link
¢ Exceptions page/links
¢ Processing page/links
¢ Commitment Control page/link
e Common GL and KK Links
< CAPPS Financials General Ledger WorkCenter
General Ledger WorkCenter [ - I Mew Window | Help | &
;ﬁ::v;zgpmmm — Create/Update Journal Entries
S— = Endan Exiting Value || Adda Rew Value

7 Journals Pending My Approval *

Business Unit: (32300 i

Journal ID: NEXT

= Processing
& Resent Joumals =

Journal Date: | 01/08/2020 )
B incompiete Journals
o

~Required fiter Beid ualus not defined

. Find an Existing Value | Add a Mew Value
B Links 2 o~

= General Ledger

= Create/Update Journal Entries.
© Mark Journsls for Posting
7 Mark dournais for Ungasting
= HX Recycle Browser

7 HX Archive Browser

= USAS Archive IN Srowssr
= Commitment Control

® Enter Budger Joumals

£ Enter Budget Transfer

T Budgets Overview

FIN WORKLIST

The Worklist tile navigates to a user’s worklist page. It allows user to view all work items waiting
action required by employee:
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Worklist

Detal View

[Worklist Htems.
g Q
From Date From

03E2020

I31e2020

13162020

11020

13092020

13042020

03042020

D300

[T

13042020

Viorlet o (. O

Work hem

Approvsl Routing

Agprol Rt

Agproval Routing

Transacion Approved

Transaction Approved

Approvsl Routing

Approvs| Routing

Approvs| Routing

AoproiaRoutog

Worklst Filters

Warked By Actvity

AggeovalWorkdow

Aggeoral Worklow

Agoraval Worklow

Agpruval Worklow

Agoraval Worklow

Agprural Worklow

Aggeoval Workdow

AggeovalWorkdow

ApgeovalWorkdow

Worklist

Req View Options
few Prinble Reg
Select Al lo View [Max 10) ~ Clear Al

v £ oot

Total Amount

dsdium V]

2idadin [¥]

Lddedium ||
24dediom [v]
2ddedium ||
24dediom [v]
2dedium ||
2dedium ||
Zledim [v]

2ddedium ||

Wew'iindow | Help | Personalas Page

Link Inclue Reg

Rquistion, 546274, $0100, 2017-1105, K0
(o P BUSIRESS UNT AT

PRequistion, 543273, 40100, 2017.014 Ilﬁ LN
H‘Em_mﬁmmﬂm‘_‘p C
Rouistion, 548258, 80100, 2017-0105, W0 a
TJ_WUMFE W
Pequistion, 548256, £0100, 2017-1105, 1.0

e Extersion, HUSHESS UNIT 40 a
RO REGH597E ORIGRFR
Puquistion, 543422, 80100, 20170105 N, 0, o
r—“—mnmmnm—‘p W
Roquistion 41872540100 207-04.05. W

i S N1

R usnun 548062, 40100, 2017-114 ll!l N
Henuistion, Q554 80100 7140510
‘_g 0ension a
Soution 177164010, A0S M0

15 A Gllides ORICIEN.

FIN REPORTING

To access Financials Reporting, complete the following steps:

¢ Click on the NavBar symbol &l at the top right corner of page (for more information on

Navigation Bar, see Content 3 of this document)

e Click on Navigator E symbol

¢ Click on “Financials Reporting.” The display of this folder and its subfolders is dependent on
user’s security access.
o To view query results, navigate to:
NavBar Icon > Navigator > Financials Reporting > Reporting Tools > Query > Query Viewer
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HRPayl
Servioes Procurement )
Real Time Batiom Line: ¥
SetUp FiancilsSapply Chain
Enierpise Components )
Wiorklst )
Reporting Tools H
{WUWWB H

Change My Password

FIN COMMON LINKS

The Financials Common Links tile navigates to a common links page consisting of:

e CAPPS on FMX
e CAPPS Financials Training
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v CAPPS Fnancials

< CAPPS Financials

CAPPS Financials Training

Once users click on one of the available links, they will be taken to a New Window for that link. For
example, to access CAPPS Financials Training, click on the CAPPS Financials Training link. The
following new window page will appear:
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CAPPS Financial (FIN)

Home ‘ HR/Payroll ‘ Financials ‘ Agency Parinership Program Materials

APPS Rescu

materials and print job aids from this page.

CAPPS Financials training was created fo support the agencies’ implementing the CAPPS Financials baseline. CAPPS agency users can browse the course catalog, review fraining

Courses & Training Material

CAPPS Financials Course Catalog 1

Courses for All Employees:
+ 999 — CAPPS Financial Fundamentals
+ 999 — CAPPS Financial Fundamentals UAT Prep

Agency Financial Courses:
+ 200 - Accounts Payable
+ 205 — General Ledger
+ 220 - Cash Receipts

Agency Supply Chain Courses:

* 300 - Asset Management

+ 305 - Requisitioning & Receiving

+ 306 - Purchase Order Processing

+ 307 - Purchase Order Processing (Without Requisitions
+ 310 - Requisitioning Approval

+ 315 Financials Inventory

Supplemental Materials:

* FY2016 Leqislative Changes
+ CAPPS LBB Reporting &)

Agency Partnership
Training

To supplement CAPPS Financials (FIN)
module training, agencies may create
training materials to address a specific
business need. Access supplemental on the
Adgency Parnership Program Materials
page.

Training Support

Please direct your questions regarding
CAPPS Courses or Training materials to the
CAPPS Governance and Training Team
Capps.Training@cpa.texas.gov).

To go back, click on “CAPPS Financials” at the top left corner of page.

{ CAPPS Financials

Financials Common Links

CAPPS on FMX

CAPPS Financials Training
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NAVIGATION TO FIN MODULES

To bring up the new navigation options, click on the NavBar ®© symbol that can be found at the top right
corner of the CAPPS Financials page. Click on the “Navigator” to view the FIN module options users

have access to.

The following page will appear showing the various FIN modules the user has access to. When a user
clicks on one of the FIN module options additional options will display. The user will continue navigating
through the list of module options until the appropriate module page is displayed.

For example, to navigate to the Add/Update POs page, the user would click on “Purchasing,” then on
“Purchase Orders,” and finally on “Add/Update POs” as shown below.

NavBar: Navigator ]
4 Purchase Orders 7
y A
Rt Recuocie POS N
* Review PO nformation y
My Favories
Reports N

E Budget Year End Processing
AddlUpdate POS

e -i

Approve POs
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To bring up the new global search feature, click on the Search E symbol that can be found at the top
right corner of the CAPPS Financials page. Enter the FIN module criteria in the Search box and click the
“>>” jcon. The Search Results will be listed. To proceed to any of the listed results, click on that result to
be automatically taken to that FIN module page. See the Global Search section of this document for
more information on searching in CAPPS.

v CAPPS Financials

¥ Employee Self Service

. Employee Self Service

Manager Self Service

CAPPS Financials

Core Applications

The Core Applications landing page will appear. The tiles shown below will allow user to quickly
access Recruit, Business Objects (BOBJ), and test environments. The number of tiles displayed
depends on the user’'s access. Upon clicking on the tile, the user will be taken to the appropriate related

page.

v Core Applications
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RECRUIT

To access CAPPS Recruit features, click on the Recruit tile.

Note: There is no change to the features for managers.

Legal Agreement

‘You must agree to this legal agresment to continue

Language

English v | | Remesn

WARNING - RESTRICTED GOVERNMENT SYSTEM

This system is restricted to authorized users only. Unauthorized access. use. misuse or modification of this system. the data
tained herein, or in transit to/from this system. may consiitute a violation of federal, state and local laws and subject
individual(s) to criminal and/or civil prosecution and penalties. This system and associated usage is subject to monitonn
security testing by authorized personnel. There is no expectation of privacy except as otherwise provided by applicable privacy
aws

g and

Remember my selection

ORACLE

| 1agree | | 1 Disagree |

BUSINESS OBJECTS

with BOBJ reporting as normal.

To navigate to Business Objects reporting, click on the Business Objects tile. The user will then be
taken to a new window and the following page will be displayed. From this page, the user can proceed
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#% craBusiness Intailigence Welcome: 7 Applications = Preferences Help menu~ | Log off

T o | OB < 0 4|+ [ e —

mll |Tithe = [Type Mo recently viewed docunsents
[ |57 | universe Data source Beports Bl workspace “’

Ho recently run docurmsents

Mo unresd messages

TEST ENVIRONMENTS

To navigate to User Acceptance Testing (UAT) or Maintenance (MNT), click on the respective tile. A new
window will open to a log in page. After logging in to UAT or MNT, the landing page will display as shown
below.

b Laspayome 01102/2020

= T el
B HRPayroll News & Articles:

These e 0 arices cuently posted
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