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CAPPS TIME & LABOR EMPLOYEE SELF-SERVICE DESK AID 
The purpose of the CAPPS Time & Labor (T&L) – Employee Self Service (ESS) Desk Aid is to 
guide users with T&L functions under the ESS module in CAPPS. Employee Self Service is the 
default page in CAPPS after login. 

MY TIME AND LEAVE TILE 
 

o The My Time and Leave tile on the CAPPS Employee Self Service dashboard provides 
access to all employee components of T&L, including the timesheet, time certification, 
leave balances, reports and more.  

o Clicking the My Time and Leave tile opens a navigation menu on the left side of the 
page with the following options: Report Time, Time Summary, Payable Time, Leave 
Balances, Time Certification, Employee Monthly Time Report, Leave Balance Detail 
Report, and TX FMLA Balance Inquiry.  

Clicking the 
blue icon 

will 
collapse 

the menu.   
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REPORT TIME 
Clicking the My Time and Leave tile will automatically open the first menu option, Report Time. 
All time entered on the timesheet is considered reported time.   

EMPLOYEE TIMESHEET 

Report Time is the employee timesheet.  

EMPLOYEE INFORMATION 
 

o The employee’s information will display at the top of the timesheet. Information in this 
section may include: 

• Name 
• Empl ID 
• Job Title 
• Company/Paygroup 
• Department  
• State Service Effective 

date 
• Manager 

LEAVE BALANCE SUMMARY 
 

o The employee’s leave balance summary is displayed under the information section. The 
leave balance summary displays balance information for all leave plans: 

• Current – total current balance (does not reflect pending entries) 
• Pending – balance of pending entries that have not been approved  
• Available – balance of available leave (reflects pending entries)  

Employee information 
displayed at the top of the 

timesheet is customizable 
by the agency.  
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o The timesheet reflects real-time leave balances based on work and leave hours entered 
on the timesheet. The timesheet always reflects current leave balances; they do not 
adjust if a different time period is opened on the timesheet.  

TIMESHEET COMPONENTS 
 

o The timesheet defaults to the current workweek. The current week displayed on the 
timesheet is based on the FLSA workweek used by the agency.   

 

 

 

 

 

Current, real-time leave balances that do not adjust to the time 
period reflected on the timesheet.    

Current Week 

Timesheet automatically 
opens to current 

workweek. 
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o Employees can navigate to different weeks by either clicking the previous and next 
arrows or clicking the date range to access the calendar pop-up. 

o *Note* Screenshots depict the date range as “current week.” 

 

Month 

2

Year 

Current Week 

Click the date range to open 
the calendar pop-up. 

Current Week 

Click arrows to navigate to 
previous or next week. 
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o A weekly total of scheduled hours and reported hours will display under the date range. 
o Scheduled Hours = the employee’s assigned schedule in CAPPS 
o Reported Hours = ALL time recorded on the timesheet, both work hours and leave hours  
o *NOTE* Reported hours DO NOT reflect hours to be paid  
o The assigned schedule is displayed under each day for salaried employees. Hourly 

employees do not have an assigned schedule in CAPPS.   
o Reported hours for each day will display under the scheduled hours.  

 

o Status icons will display on the lower right-hand corner of each day with reported hours. 

 

 

 

 

 

Current Week 

No reported 
hours = no 
status icon  

Reported 
hours = 

status icon  
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o A legend for status icons is located to the left of the date range. 

TIMESHEET ENTRY 

Timesheet entry is an important aspect of CAPPS HR/Payroll processing functionality. Only 
approved timesheet entries are processed by CAPPS.  

BASICS OF TIMESHEET ENTRY 
 

o The Time Reporting Code (TRC) identifies the type of time being entered. Only one TRC 
is used per line.  

o Click Submit to save timesheet entries and send to management for approval. 
o The status column displays the status of the reported time. Possible status codes on the 

status line include:  
• NA – needs approval 
• AP – approved  
• SB – processed by CAPPS 

Current Week 

Click View Legend to 
open the status icon / 

time entry legend  
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o A View Leave Balances link is in the lower left corner of the Report Time page. Clicking 
the link will open the same Leave Balances page displayed as an option in the left 
navigation menu. 

o Scroll to the right to view additional timesheet features such as Override Reason (ORC), 
Task, Labor Account Code (LAC), FMLA/Parental/Mlty ID, Comments and the + and -
symbols used to add/delete rows. 

o ORC, Task, and LAC are agency-specific codes used in combination with TRCs, on the 
same line, to add more detail to basic time entry. Like TRCs, clicking the magnifying 
glass icon will provide a list of codes used by the agency.  

o FMLA/Parental/Mlty ID is used in combination with TRCs to code a leave entry with the 
appropriate event ID provided by the agency FMLA administrator. 

o Comments is a free-form field which allows notes to be entered on a timesheet entry.  
o The + symbol adds a new row to the timesheet when additional entries are needed.    
o The - symbol deletes the selected row and all related entries from the timesheet.  

TIMESHEET ENTRY FOR HOURS WORKED OVER SCHEDULED HOURS 
 

o Select REGHR – Regular Hours Worked – as the TRC. 
o Enter the TOTAL hours worked on the date hours were worked. 
o REGHR hours can be entered on day the employee is scheduled OFF.  
o Click Submit to save the entry and submit for management approval.  
o The status line at the top of the date will reflect hours reported over scheduled hours.  

 

REGHR hours entered are 
greater than scheduled hours, 

confirmed by the status line.   
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TIMESHEET ENTRY FOR FULL/PARTIAL DAY OF LEAVE 
 

o Select the leave TRC. 
o Enter the number of hours on the date leave was taken.  
o Leave can be entered for a partial day. The remaining scheduled hours are considered 

work hours.  

TIMESHEET ENTRY ON A FEDERAL/STATE HOLIDAY 
 

o Federal/state holidays will be red on the timesheet. 
o If hours are worked on a federal/state holiday: 
o Select REGHW – Reg Hrs Worked on a Holiday – and enter the number of hours 

worked, up to the number of eligible holiday hours (8 hours for full-time employees, 4 
hours for part-time (50%), etc.)   

o For hours worked over eligible holiday hours, select REGHR and record additional 
hours.  

o If hours are worked on a federal/state holiday which falls on a Saturday or Sunday, 
select REGHR to record all hours. 

o If scheduled hours are greater than eligible holiday hours, CAPPS will automatically 
insert a leave entry to account for the extra hours. 

o The leave entry will be in NA status until approved. 
o While in NA status, the leave entry can be changed to a different leave type.  
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TIMESHEET ENTRY ON AGENCY HOLIDAYS 
 

o Agency holidays are designated by the administrative head of the agency. 
o Agency holidays will NOT be highlighted in red on the timesheet. 
o If the agency holiday is on a day with scheduled hours: 
o Select AGYHW – Hrs Worked on Agency Holiday – and enter the number of hours 

worked, up to the number of eligible holiday hours (8 hours, Part Time (50%) – 4 hours, 
etc.,). 

o For hours worked over eligible holiday hours, select REGHR and record additional 
hours.  

TIMESHEET ENTRY ON OPTIONAL HOLIDAYS 
 

o If an optional holiday is observed: 
• Select OHCPT – Optional Holiday Comp Taken – as the TRC and record the 

number of hours NOT worked in observance of the holiday. 
• Select REGOH – RegHol Work in lieu of Opt Hol – as the TRC and record the 

number of hours worked on a federal/state holiday in place of the optional 
holiday. 

• REGOH adds hours to the optional holiday balance 
• OHCPT subtracts hours from the optional holiday balance  
• The optional holiday balance can be negative until a federal/state skeleton 

holiday is worked in its place. 
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TIMESHEET ENTRY FOR FLEXED SCHEDULE 
 

o Select FLEXS – Flexing Schedule – as the TRC and enter the number of scheduled 
hours NOT worked. 

o All hours recorded with FLEXS must be made up in the same FLSA workweek. If hours 
are not made up, a pay dock will occur.  

o In the example below, 2 scheduled hours were flexed, or NOT worked, on Monday. The 
hours were made up the next day by working 2 additional hours over scheduled hours.  

TIMESHEET ENTRY FOR FMLA EVENTS 
 

o The FMLA ID is provided by the agency’s FMLA administrator.  
o Select the leave type as the TRC, enter FMLA hours, and scroll the timesheet to the 

right to enter the FMLA ID under FMLA/Parental/Mlty ID on the same line as the FMLA 
leave TRC entry.  

o If continuous FMLA leave is taken for the entire week during a week with a holiday, 
select FMLAH – FMLA Taken on Holiday – as the TRC and enter hours covered by 
FMLA for the date of the holiday. FMLAH is not needed if FMLA leave is intermittent.  

APPROVED TIME 
 

o When timesheet entries are approved, the status changes to AP and the approved icon 
appears on the lower right corner of the date.  

o The entry can no longer be edited through Employee Self Service.  
o If a correction is needed, a Manager/Time Administrator/SuperUser can make the 

correction on behalf of the employee.  

Approved icon is in right corner and 
timesheet entry is grayed out. 
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EXCEPTION ON TIMESHEET 
 

o Exceptions are errors with the reported time.  
o Exceptions lock the timesheet until the SuperUser corrects the error.  
o An exception icon appears on the lower right corner of the date when there’s an error. 
o Clicking the icon will provide a link to view the exception. 
o A description of the exception is provided, but no action can be taken because the 

timesheet is locked.   
 

 

 

TIME SUMMARY 
 

o The Time Summary page displays one entire month, always beginning on the first of the 
month. 

o The calendar defaults to the current month. To access a different month from the default 
view: 

• click the previous and next arrows to navigate month-by-month 
                                          or 

• click on the date range to access the calendar pop-up. 
o Clicking a date on the calendar will summarize timesheet entries for the selected date at 

the bottom of the page.  
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o From the daily summary, clicking Actions will provide access to edit time or view 

exceptions if the selected date has an exception.  
 

 

 

 

Entire month is displayed with a summary of the 
selected date on the bottom.  
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o Different Time Summary views Bi-Weekly, Monthly, Period, or Weekly – can be selected 

by clicking the drop-down menu. 

 

PAYABLE TIME 
The Payable Time page is used to monitor time entered and leave used or awarded. Only 
approved timesheet entries will appear in Payable Time.  

 

LEAVE BALANCES 
 

o The Leave Balances page is updated daily, but only approved leave entries that have 
been processed by CAPPS are reflected. Each individual tile shows a summary for the 
leave type.  

Timesheet 
entries 

processed by 
CAPPS, plus 

scheduled 
hours and 

leave 
accruals.  

Enter date range to view 
Payable Time for that 

week.   
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o There is a link on the timesheet to the Leave Balances page.  
o Clicking a leave type will show details of the leave plan:  

• Today’s Date – current date 
• Last Update – date of last system update 
• Last Accrual Date – date last accrual was posted, only for Annual Leave and Sick 

Leave  
• Leave Time Off Plan – leave type  
• Beginning Fiscal Year Balance – balance at beginning of the fiscal year 
• Earned Fiscal Year to Date Balance – total hours earned since the beginning of 

the fiscal year 
• Taken Fiscal Year to Date Balance – total hours taken since the beginning of the 

fiscal year 
• Adjusted Fiscal Year to Date Balance – total hours adjusted since the beginning 

of the fiscal year 
• Pending Approval – total hours entered on the timesheet that have not been 

approved 
• Available Balance – available hours that can be taken as of the current date  

o For leave types that expire, the expiration date and number of expiring hours is listed in 
the Leave Information section. The leave must be used by the day before the expiration  

o date. If the leave type does not expire, 0.000000 will display. 
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TIME CERTIFICATION 
 

o The Time Certification page becomes available after a month has ended, on the first day 
of the next month.   

o Not all agencies require Time Certification.  
o Time Certification due dates are agency specific. 

 

 

EMPLOYEE MONTHLY TIME REPORT 
 

o The Employee Monthly Time Report displays timesheet entries and various leave plan 
information for the selected time period. It also provides a breakdown by day for ORCs, 
FMLA and LAC entries and includes a Time Certification form which can be signed.  

o To select the month for the report, enter the last day of the month as the As Of Date.  
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LEAVE BALANCE DETAIL REPORT 
 

o The Leave Balance Detail Report shows all leave activity by leave type within a specified 
period.  

 

TX FMLA BALANCE INQUIRY 
 

o The TX FMLA Balance Inquiry page displays the FMLA balance for each FMLA event. If 
there are no FMLA events, the page will display no results. 
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