
 
 
DPS has received several requests for information regarding the procedures that agencies are 
required to follow when an employee with the Kansas Employee Preference Program (KEPP) 
applies for a job at their agency. I have attached a document that provides information on the 
screens in SHaRP that agencies need to use when a KEPP applicant applies for a position within 
their organization, as well it provides information on what an agency needs to do once they hire 
that individual.  
 
If you have any questions regarding this material please contact me at Danelle.harsin@da.ks.gov 
or at (785)296-6895. 
 
Thank you, 
Danelle Harsin 
Div. of Personnel Services 
 



                        Kansas Employee Preference Program SHARP Screen Guidelines 
 
 

1. Agency sends the Division of Personnel Services a copy of the Employee 
Preference Letter. 

 
2. An Employee with preference applies for a vacancy within your agency.  

Associate the applicant to your job requisition using the Mass Applicants Page 
in Recruit Workforce.  Make sure you turn on (check) the KEPP – Preference 
Flag field when the employee is using their preference.  

 
To access the Mass Applicants Page Go to:  Home > Develop Workforce> 
Recruit Workforce (GBL) > Use > Mass Applicants 

 
 
 
  

 
 
 



 
 
3. Verify the employee’s Preference Request status has been updated to Preference 

Requested for your Job Requisition by viewing their status on the new KEPP – 
Preference page. 

 
To access the KEPP – Preference page Go to: Home > Develop Workforce > Recruit 
Workforce (GBL) > Setup > KEPP – Preference 

 
Type in the Employee ID, SSN or Name of the Employee requesting to use their 
preference. 

 
 
 

 



 
4. The top portion of the page will show the date you associated the employee to 

your requisition and their KEPP Indicator field displays R- Preference 
Requested.

 
 
 
 
 
 
 
5.  Notify the Division of Personnel Services when you complete the appointment of this 
employee to your Job Requisition so their preference can be updated to U – Preference 
Used.  You should also notify the Division of Personnel Services is this Employee is not 
selected for your vacancy. 
 


