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CAPPS Combined HR/Payroll and Financials User Group Meeting 
Thursday, Feb. 26, 2026 

9–11 a.m. 
(Webinar Only) 

I. Announcements & Reminders 

• Remaining key dates for calendar year-end (CYE) processing: 
o March 2, 2026 – 1095-C forms must be postmarked by this date. 

Note: Be mindful of the U.S. Postal Service postmark policy change and plan activities accordingly. 

o March 31, 2026 – E-File 1095 transmittal. 
• Important dates for the second-quarter Military Workforce Summary Report: 

o March 13, 2026 – Maintenance/Correction Deadline. 
o March 17, 2026 – Acknowledgment and Reporting forms are available. 
o March 26, 2026 – Acknowledgment and Reporting forms are due. 

• Upcoming Instructor-Led Training courses: 
o March 12 – CAPPS Service Desk(registration is open). 
o March 24 – Statewide Government Salary Administration (registration is open).  
o March 25 – Asset Management (registration is open). 
o Registration Reminders: 

▪ Course sizes are limited. Registrations are accepted on a first-come, first-served basis. Continuing 
Professional Education (CPE) credits are not offered for CAPPS Training courses. Attendees are 
advised to confirm their manager's approval before registering for any course. 

▪ Registration for the Statewide Government Salary Administration course is subject to CAPPS Training 
approval. 

▪ Check the Instructor-Led Training page often for updates and new course listings. 

II. CAPPS Production Updates 

• Financials Updates 

o The Financials SR Data for January 2026 included 520 new tickets opened and 474 tickets closed. There 
were 305 tickets carried forward from January into February.  

o The Financials release for February contains six requests consisting of one break-fix, four improvements 
and one new feature. Highlights include: 
▪ SR-70430 – A break fix to the GL Journal File Import to properly display the descriptive/legal text (DLT).  
▪ SR-70921 – An improvement that removes the copy voucher icon from the voucher search page. 
▪ SR-68155 – A new feature that prevents cash receipt users from approving their own transactions. 

o The Financials release for March contains four requests consisting of zero break fixes, two improvements 
and two new features.  

o For the new Financials functionality being implemented in the March releases, two changes are 
highlighted for user testing during user acceptance testing (UAT). Functionality and acceptance criteria: 

▪ SR-69772 
□ User Story: As a purchasing supervisor, I want the Last Budget Checked Date added to the 

Requisitions to be Sourced report, so that the purchaser knows when the requisition was budget 
checked, has entered a purchaser's work queue to be sourced, and knows the number of days since 
it has been available for sourcing.  

□ UAT (March 2–6): The Requisitions to be Sourced report (TXCPO017) was modified with the 
addition of the LAST BUDGET CHECKED DATE field and using it to calculate the number of days 
the requisition has been available for sourcing. Testers should validate that:  
 The report runs successfully after entering the report variables and running the report. 
 The latest budget check date for the requisition is listed on the report.  
 The number of days the requisition was available for sourcing is calculated using the LAST 
BUDGET CHECKED DATE. 

 If the report does not retrieve any requisitions for the given parameters, the agency name and 
the report parameters are printed in the header section of the report and the No Data Found 
message is printed in the report’s detail section. 

□ Migrates to Production: March 12, 2026 

https://cappstraining.cpa.texas.gov/courses/instructor-led/index.php
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• HR/Payroll Updates 

o The HR/Payroll SR Data for January 2026 included 780 new tickets opened and 800 tickets closed. There 
were 675 tickets carried forward from January into February. There was a slight increase in open and 
closed tickets due to inquiries regarding W-2 access. 

o The HR/Payroll release for February contains 14 requests consisting of nine break-fixes, four 
improvements and one new feature. Highlights include: 

▪ SR-73035 – A break-fix that excludes time served in job codes ineligible for service credit from FMLA 
eligible service week calculation. 

▪ SR-73285 – An improvement that shows the AGENCY SERVICE DATE and STATE SERVICE DATE as 
null for employees in job codes ineligible for service time. 

▪ SR-74039 – A new feature that adds a Texas Commission on Law Enforcement (TCOLE) accredited 
checkbox to the CAPPS Employee profile page. 

o The HR/Payroll release for March contains nine requests consisting of six break fixes, three 
improvements and zero new features. 

o For the new HR/Payroll functionality being implemented in the March releases, four changes are 
highlighted for UAT. Functionality and acceptance criteria: 

▪ SR-61260 
□ User Story: As a manager, I want edits to validate that a merit submitted in Manager Self Service 

(MSS) falls within our agency’s established merit limits, so that merits are not denied if the request 
amount is outside of agency-established limits. 

□ UAT (March 2–6): Testers should validate that: 
 An error displays when an MSS regular merit is entered with an amount that exceeds the 

agency’s established amount/percentage. 
 An error displays when an MSS regular merit is entered with an amount that falls below the 

agency’s established amount/percentage. 
 No error displays when an MSS regular merit is entered with an amount that falls within the 

agency’s established amount/percentage limits. 
 No error displays when an MSS regular merit is entered and no agency amount/percentage 

limits have been established. 
□  Migrates to Production: March 12, 2026. 

▪ SR-67543 
□ User Story: As a TL superuser, I want the DOCKP hours to be appropriately calculated in all 

scenarios, so that correct hours are paid. 
□ UAT (March 2–6): Testers should validate that when multiple rows of time with different LWOP 

TRCs are reported on: 
 The same day and Time Admin is run, DOCKP hours are created appropriately. 
 Different days within the same week and Time Admin is run, DOCKP hours are created 

appropriately.  
□ Migrates to Production: March 12, 2026 

▪ SR-70058 
□ User Story: As a manager, TL superuser, TL time administrator or TL decentralized superuser, I 

want to generate the Employee Monthly Time Report (EMTR) without a blank result, so that I can 
accurately see employee leave activity for the requested month. 

□ UAT (March 2–6): Testers should validate that:  
 EMTR generates non-blank report output. 
 Report data is accurate. 

□ Migrates to Production: March 12, 2026 

▪ SR-73754 
□ User Story: As a core Human Resources (HR) user, I want to successfully process transactions in 

Manage Job for a contingent worker that resides within the acceptable keying window so that 
information in CAPPS is accurate. 

□ UAT (March 2–6): Testers should validate that: 
 Processing is successful when adding, deleting or correcting transactions dated within the 

acceptable keying window for both employees and contingent workers. 
 Errors are returned and processing fails when adding, deleting or correcting transactions 

dated outside the acceptable keying window for both employees and contingent workers. 
□ Migrates to Production: March 12, 2026 
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III. CAPPS Project Updates 

• The Fiscal 2025-26 Financials deployment for the Employees Retirement System (ERS) agency is currently sixty-
five percent complete, with all metrics on track for implementation on Sept. 1, 2026. Key activities include:  
o Continue Image Upgrade/People Tools Upgrade review: 

▪ FIN Image Upgrade — Image 48 to Image 54 
▪ People Tools — 8.61.07 to 8.62.06 

o Continue review of CAPPS reports (agency critical reports using ADDA, conversion files and interfaces). 
o Started Mock Conversions: In Progress Feb. 23–27. 
o Start UAT Phase 2: March 9–June 12. 

• The Talent Acquisition Manager/Candidate Gateway (TAM/CG) for current CAPPS Recruit production agencies 
and Texas Department of Criminal Justice (TDCJ) is currently 57 percent complete, with all metrics on track for 
implementation on June 29, 2026. Key activities include: 
o Building customizations in progress.  
o Preparing for system test activities. 
o Extracting sample files of historical Taleo data.  
o Designing storage location in the data warehouse. 
o Conducting security work sessions. 
o Preparing for Conference Room Pilots. 
o Creating desk aids and UAT scenarios. 

• The Human Capital Management (HCM) agency deployment for TDCJ is currently 55 percent complete, with 
all metrics on track for implementation on July 13, 2026. Key activities include: 
o Mock 2 conversion data validations in TST2. 
o Phase 1 System testing. 
o Train-the-Trainer sessions. 
o Conference Room Pilots. 
o Complete Reports, Interfaces, Conversions, Enhancements, Forms and Workflows by Jan. 30. 
o Begin UAT: March 9. 

IV. On the Horizon 

• The HX and IN records matching and comparison processing in CAPPS helps keep: 
o CAPPS and USAS in balance  
o Identifies differences that may require corrective actions to reconcile. 

• Outbound processing and records added to the IN Browser in CAPPS are determined by the T-codes 
assigned on CAPPS documents. 

• Inbound processing and records added to the HX Recycle Browser are controlled by the configurations on 
the DOC_TYPE systems code table. 

• Both the matching and compare processes validate against specific field values between USAS and CAPPS 
during each process. 

• When transactions complete the match and compare process successfully:  
o CAPPS USAS processing field values are updated. 
o Records are dropped from the HX Recycle Browser and the IN Browser.  
o Payment information is added (when applicable). 
o Liquidation entries are created in CAPPS (when applicable). 

• When transactions fail the match and compare processes, users have different avenues: 
o Batch Info Report. 
o Auto-populate function on the HX Recycle Browser. 
o Manually archiving the records in the IN Browser to assist in resolving the errors. 

• This topic will be presented in greater detail as a Deep Dive topic during the CAPPS Financials user group 
meeting on March 26. 

V. Features and Spotlights 

• The CAPPS Team will upgrade the PeopleSoft applications and PeopleTools in summer 2026. 
o PeopleSoft Application Image (Financials) Upgrade — Image 48 to Image 54 
o PeopleSoft Application Image (HR/Payroll) Upgrade — Image 47 to Image 53 
o Target PeopleTools Version Upgrade — 8.61.07 to 8.62.06 
o UAT key dates: 

▪ Financials: March 9–June 12 
▪ HR/Payroll: April 20–June 12 
▪ TDCJ HR/Payroll Deployment: March 9–June 12 

o Go-Live for the new features: June 29. 
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• Agency Level 1s are asked to use the CAPPS Service Desk (CSD) in managing their agency’s testing.  
o If unexpected behavior or errors are encountered during the course of testing, submit an Upgrade & 

Expansion Project Assistance ticket in CSD-FIN or CSD-HR. 
o The Comptroller’s office reviews and addresses any issues and follow up within the ticket. 

• PeopleSoft Image Upgrade Testing – Accessing UAT3 
o All testing activity for the image upgrade occurs in the CAPPS UAT3 environment. 

▪ If accessing UAT3 via the TDIS Stage portal, locate CAPPS Onboarding – UAT3 under My Services and 
select Launch. 

▪ Use a separate browser application to access UAT3.  
For example: if you typically use Chrome for CAPPS Production, use Microsoft Edge for UAT. This 
reduces the incidence of credential clashing. 

▪ Ensure that the URL path includes uat3 before proceeding with testing. 
o Identity and Access Management occurs through the Texas.gov Digital Identity Solution (TDIS) Stage login. 

▪ Direct Link (FIN): https://erpfinonbuat.cpa.texas.gov/ 
▪ Direct Link (HR/PY): https://erphcmonbuat.cpa.texas.gov/ 

o Use your stage (non-production) credentials. Select Forgot Password to reset your password if needed. 

• Image and Tools upgrade notes for CAPPS Financials: 
o Ten features require system modifications. Refer to the meeting presentation for the list of Service 

Requests (SRs). 
▪ A Functional Design Document (FDD) document and a CSD ticket were created for each 

enhancement. 
▪ A Desk Aid document was created for some enhancements. 

o Enhancements that don’t require system modifications are listed collectively in SR-69507. 
o Testing Approach: 

▪ The CPA team attached the following documents to each CSD ticket: 
□ Redacted FDD document, where applicable. 
□ Redacted system test scenarios. 
□ Desk Aid document, where applicable.  

▪ Access each CSD ticket and review the attached documents. 
▪ Access UAT3 and review the new features. Use the attached system test scenarios as a reference to 

create your own scenarios.  
▪ Report all errors or unintended behaviors by opening an Upgrade & Expansion Project Assistance 

ticket as noted previously. Be sure to reference the affected SR. 
• Image and Tools upgrade notes for CAPPS HR/Payroll: Refer to the meeting presentation for the list of SRs. 

VI. Open Forum Q&A 
• We received one question from the input survey for February: 

o Question: As a Form 1099 preparer, I would like to know how other CAPPS agencies run CAPPS queries or 
reports for tracking reportable vendor payments for the annual IRS 1099 filing season. I would also like to 
know if CAPPS is limited to only three types of 1099 forms (NEC, MISC, Interest). 

o Answer: USAS/TINS (not CAPPS) tracks 1099 reportable expenses. For additional information, see USAS 
Procedures for 1099 Reporting for Calendar Year 2025 (FPP E001). 

• Each month, we release an Ask Us Anything survey where user group members may submit questions or 
suggestions for discussion topics. Members can find the survey link in the calendar invitation for the meeting 
as well as on FMX’s CAPPS User Group Meetings pages. We encourage all members to submit questions and 
suggestions. 

VII. Deep Dive Topics 

• A Letter of Authorization (LOA) is a written request from an authorized agency representative to request the 
CAPPS Agency Services team to:  
o Complete transactions that agencies are unable to process. 
o Correct existing entries or enters transactions that are beyond the agency’s entry and correction 

window, which is the current month plus one month prior. 

• LOA requests must be submitted using the current Letter of Authorization for Data Changes (Form 73-313), 
which is available on FMX’s Forms page. Always use a newly downloaded (blank) form to ensure you are 
using the most current version. 

• Form 73-313 can only be signed by authorized agency representatives, who should complete all the form 
fields and verify that the data is accurate before submitting.  
Note: An SSN is not required on the LOA form for a contingent worker, but please include the employee ID 
number. 

https://stage.myaccess.texas.gov/
https://erpfinonbuat.cpa.texas.gov/
https://erphcmonbuat.cpa.texas.gov/
https://fmx.cpa.texas.gov/fmx/tins/mc/1099/
https://fmx.cpa.texas.gov/fmx/tins/mc/1099/
https://fmx.cpa.texas.gov/fmx/forms/
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• Once signed, the LOA form is the source document authorizing CAPPS Agency Services to process or correct 
the transaction on the agency’s behalf. 

• The transactions processed on an agency’s behalf are subject to audit. The data required to process or 
correct the transaction is needed on the LOA form and the Service Request (SR) ticket.  

• If the employee’s records are incorrect, the LOA should specify which records are incorrect, why they are 
incorrect, and what specific transaction(s) the agency is requesting to change. 

• Beginning March 2, 2026, agencies will have a new catalog item in CAPPS Service Desk (CSD): Submit a Letter 
of Authorization (LOA). This catalog item is ONLY available to Level 1s. 

o For additional information on the LOA process, see Authorization and Request Process for Data Changes 
to Statewide Payroll/Personnel Systems (FPP M.009). 

o Once the LOA service request ticket is submitted, the: 
▪ HR/Payroll CAPPS staff screens the service ticket. 
▪ Service ticket is routed according to the nature of the LOA request. 

• Best practices for completing LOA forms: 
o Authorized agency representatives should fill out the LOA form completely and verify that the data on 

the LOA form is accurate before submitting it.  
o Do not mask the SSN or provide only the last four digits. The full SSN is required to ensure the change is 

processed on the correct record. 
o Provide the POSITION NUMBER (desired or current, if applicable). 
o Enter the field name, current value and desired value. Please specify the fields that should be changed 

(as applicable). 
o If there is nothing to change (as a new transaction), enter the data in the desired fields, such as: 

▪ EFFECTIVE DATE 
▪ SPECIFIC REASON CODE 
▪ SALARY RATE 
▪ POSITION NUMBER 

o For Dual Hires, include the: 
▪ SSN 

▪ DATE OF HIRE 
▪ SALARY RATE 
▪ POSITION NUMBER 
▪ JOB CODE 
▪ CLASSIFICATION TITLE 

o Ensure the employee’s position data is corrected or updated in Manage Position on or before submitting 
the LOA request (if applicable).  

o Attach all supporting documentation for the LOA to your CSD SR ticket along with the completed LOA 
form. Many transactions (particularly those impacting pay) require Payroll Policy to review the request 
to ensure the transaction is permissible before the LOA can be approved and processed. 

o Identify the specific transaction(s) needed on the LOA form. Include the action/reason code and the 
order in which the transactions should be processed (if multiple transactions are necessary). 

• Procurement contracts in CAPPS provide: 
o Documentation of contracts that are typically executed outside CAPPS. This includes vendors as well as 

other state agencies or non-state entities. 
o A limit on the timespan and dollar amounts for processing POs and Receipt Vouchers against those 

contracts. 
o A method to interface contracts, POs and contract changes (amendments) to the Legislative Budget 

Board (LBB). 

• Entering contracts in CAPPS and interfacing contract activity with LBB ensures the two systems remain in 
sync and compliant with laws and regulations. 
Note: Of the approved/unexpired contracts in CAPPS, 88 percent use the Purchase Order (PO) contract 
type, whereas only 12 percent use the General (GN) contract type. Therefore, our focus is on PO contracts. 

• The contract is uniquely identified by:  
o Contract ID — can be auto-numbered or manually entered upon creation.  
o Status — defaults as Open to allow entry/change of contract fields. 
o Version — new contracts are always Version 1. 
o Administrator/Buyer — (optional) populated with a buyer who will create the purchase orders and/or 

manage the contract. 

• The Header section of the contract contains numerous fields that are either required (marked with an 
asterisk) or provide processing controls. 

https://fmx.cpa.texas.gov/fmx/payper/auth/request.php
https://fmx.cpa.texas.gov/fmx/payper/auth/request.php
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• Key fields of the Amount Summary section include: 
o  MAXIMUM AMOUNT 
o ALLOW OPEN ITEM REFERENCE 
o PRICE CAN BE CHANGED ON ORDER 
o SERVICE DATE INDICATOR 

• Key fields of the TEXAS Data tab include: 
o CONTRACT CATEGORY 
o CONTRACT AUDITOR 
o LBB CONTRACT REPORTING 

• The LBB Reporting Code(s) page enables the selection of one or more codes to be interfaced with LBB. 

o These values are used at the agency’s discretion.  

o The LBB interface: 
▪ Will not report a contract with a maximum amount below these thresholds.  
▪ Will report contracts with the maximum amount equal to the lowest threshold if more than one is 

selected. 
Note: When a new LBB reportable contract is entered, there is a five-day delay in sending it to LBB 
after it is set to Approved (to allow for review and edits). 

Note: Selecting None prevents the interface from reporting this contract. 

• Optional functions include adding Contract Lines and Contract Categories.  

• Amendments are made to the contract when: 
o Changes are made to fields on the contract itself and the contract status is Amendment. 
o New POs are added or changes are made to existing POs that affect released amounts. 
o A newer contract version is generated (normally for a vendor ID change). 
o The total number of current or previous PO lines is less than the number of contract lines.*  
o The NIGP ITEM on a PO line doesn’t match the contract line NIGP ITEM.*  
o There are unchanged fields from prior amendments.*  

Note: The three conditions marked with an asterisk (*) will be fixed via SR-71213, which is planned for 
migration to CAPPS Production in April 2026. 

• The Account Summary section contains calculations informed by actions taken on the associated POs for:  
o Line Item Released Amount  
o Category Released Amount  
o Open Item Released Amount 
o Total Released Amount (sum of line item, category, and open item released amounts) 
o Remaining Amount (maximum amount minus total released amount) 

Note: Released amounts only increase or decrease based on PO line amounts upon saving the PO. They 
are not changed by the budget check or dispatch. 

Note: Voucher and requisition activity does not impact released amounts. 

• To generate new contract versions: 

1. Navigate to an existing contract. 
Before creating a new version of a contract, ensure that any in-progress changes were saved. 

Tip: Deselect the Service/Receipt Date Indicator. This prevents voucher-related problems. 

2. Select New Version. A Contract must be saved message displays.  
a. Select Yes to start a draft of the next version — this ensures that the latest values are copied over 

into the new contract version. 
–or– 

b. Select No to cancel the New Version operation.  

CAPPS creates a new version, increments the version and sets the STATUS to Draft. 

3. Make necessary changes to the new version of the contract. 

4. Change the STATUS (from Open) to Approved. 

5. Save the contract. A warning message displays informing that the STATUS will become Current and the 
earlier version will become a History version.  

6. Select OK. 
The STATUS of the new version is now Current. 
The status of the previous version becomes History and can no longer be modified. 
Note: Creating a new version should only be used when there is a change in vendor or vendor ID. All 
other changes can be made to the current version to avoid issues with PO, receipt and voucher. 
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VIII. Wrap-up/Close Meeting 

• The meeting presentation and SRs for Governance documents will be emailed later this afternoon.  

• In March, individual user group meetings will be held for each tower: 

o HR/Payroll User Group Meeting — Tuesday, March 24. 

o Financials User Group Meeting — Thursday, March 26. 

• Submit ideas or suggestions for future user group discussion to: capps.product.team@cpa.texas.gov 

• To be added to the distribution list for the user group meetings, email: capps.cgc.ba@cpa.texas.gov 

mailto:capps.product.team@cpa.texas.gov
mailto:capps.cgc.ba@cpa.texas.gov
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