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SHARP Message #426

DATE: 01/03/01

AUTHOR: LISA KERWIN

SUBJECT: ON-LINE CHECK CALCULATION
MESSAGE TEXT:

The SHARP pay calendar for calendar year 2001 will be created on Sunday, January 7, 2001. Until the
2001 calendar is created, agencies will not be able to use on the on-line check feature in SHARP. On-
line check functionality will again be available to agencies on Monday, January 8. Remember,
however, that the on-line check functionality is always unavailable during the pay calculation week
after the paysheets are created and until the on-cycle payroll has been confirmed. Therefore, the
functionality will, thus, not be available beginning again on Wednesday, January 10 thru Friday,
January 12, 2000.

If you have any questions call Earl Brynds at 296-5376.
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SHARP Message #427

DATE: 01/03/01

AUTHOR: BRENT SMITH

SUBJECT: 2001 DISCRETIONARY DAY UPDATES
MESSAGE TEXT:

Note: This message does not affect agency 677 nor 349.

As a result of agency requests, we will remove the year 2001 24-hour Discretionary Day balance for
employees hired from 06/28/00 to 12/23/00 (new hires). These employees are not yet eligible for a
Discretionary Day. We will not be removing the hours for rehired employees who are not yet eligible
for the Discretionary Day since the Discretionary Day does not automatically default for rehires
throughout the year.

You should inform these employees of the date they are eligible to use their 2001 Discretionary Day.
Unfortunately, ineligible new hires will see the "DD" on checks to be received 01/05/01, indicating
they have a Discretionary Day balance. You may wish to inform them they are not yet eligible for the
"Day." Our programmers will reduce the balance to zero this week for ineligible new hires (but not
ineligible rehires). As a result, the "DD" won't display on the check received 01/19/01 for the ineligible
new hires. Throughout the year, the Discretionary Day will default for these new hires approximately
one week following the biweekly pay period in which they earn it (once they have completed six
months) and the "DD" will appear on checks at that time.

Future Enhancement: We are also in the process of working with programmers to automate the six-
month Discretionary Day insert for rehired employees. Currently, agencies submit a request to DPS to
have the hours increased to 24. This future programming update will eliminate the need to request the
hours be increased to 24 for rehires.

We will let you know through the SHARP website and Message panel once the rehired employee
update occurs. Expect to see the ineligible (less than six-months employed) "new hires" Discretionary
Day balances reduced to zero this morning (Wed, 01/03/01).
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SHARP Message #428

DATE: 01/05/01

AUTHOR: PATTI PEARCE

SUBJECT: PLAN YEAR 2001 GROUP HEALTH INSURANCE
MESSAGE TEXT:

Employees may question their payroll deductions for Group Health Insurance that appear on the
paycheck received 1-5-2001 (pay period ending 12-23-2000). This deduction is for Plan Year 2000
elections.

Payroll deductions for Plan Year 2001 Group Health Insurance were effective 12-24-2000. Therefore,
deductions will appear in the pay period ending 1-6-2001 (paid on 1-19-2001).

Please note that, unlike Group Health Insurance, payroll deductions for Flexible Spending Accounts for
2001 began with the paycheck received 1-5-2001.
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SHARP Message #429

DATE: 01/05/01
AUTHOR: NANCY RUOFF
SUBJECT: 2000 W2 FORMS/KTXPRS55 LISTING

MESSAGE TEXT:

Please be advised that the 2000 Employee W2 Wage and Tax Statement Forms were mailed 1/5/01. The
final KTXPR55 W2 Listing Report for 2000 is dated 12/30/00 and is available in the agency MVS
report directories.
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SHARP Message #430

DATE: 01/19/01

AUTHOR: CONNIE GUERRERO

SUBJECT: GOVERNOR'S PAY PLAN IMPLEMENTATION INSTRUCTIONS
MESSAGE TEXT:

IMPORTANT: Due to the pay plan changes and the new time-on-step requirements, agencies should
not add any Job Data rows dated greater than February 4, 2001 for any Classified employees until after
February 3, 2001.

On Saturday, February 3, 2001 the Governor's 2001 Pay Plan adjustments will be updated in SHARP
for all eligible Classified employees. Regents Institutions will be updating this information for their
Classified employees.

Job Data Updates:

An effective dated row of February 4, 2001 will insert into job data for all active, Classified employees
on Steps 1, 2 and 3. For the purposes of this update, active employees are those employees whose
current Employee Status is active, leave with pay or suspended. Employees on leave of absence without
pay will not be updated. Agencies will need to handle these employees on a case by case basis as they
return from leave or are terminated. The new job data row will show the action/reason code
combination of PAY/SPM and update the Step field to Step 4 of the corresponding pay grade. The Date
Next Increase field on the Employment panel will populate with August 4, 2001 for all affected
Classified, Regular employees. This field will remain blank for Classified Temporary employees.

An effective dated row of February 4, 2001 will also insert for all Classified, Regular employees on
Steps 4 and 5 with more than 6 months time on step. These employees will move to Steps 5 and 6
respectively. This row will show the action/reason code of PAY/SPM and the Date Next Increase field
will populate with August 4, 2001 for employees moved to step 5 and February 4, 2002 for employees
moved to step 6.

The Date Next Increase field will also update for employees on Steps 4 and 5 with less than six months
service. This date will reflect the difference between the amount of time they have spent on their
existing step and the new six month time-on-step requirement.

In order for this update to occur smoothly we are asking for your cooperation by cleaning up data
problems in the following areas:

1) Employees that do not have a valid step due to an unfinished reallocation of their position need to be
updated no later than February 2, 2001. The Division of Personnel Services will be sending out
spreadsheets of these employees to the affected agencies so that the correct step can be inserted prior to
the update occurring. Also, as you process any new reallocations in the next few weeks please ensure
that you complete both steps of the process in a timely manner.

2) Employees with a blank Date Next Increase field: The Date Next Increase field is used to calculate
the amount of time an employee has spent on Steps 4 and 5. This date must be accurate for all of your
Classified, Regular employees. We will send spreadsheets identifying employees with a blank Date
Next Increase field to affected agencies. These updates need to be made no later than February 2,
2001.
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3) Additionally, if you have any employees that have not received step increases due to untimely
performance evaluations, etc., please process them before Friday, February 2, 2001. If not, the
compensation data for these employees will not update correctly.

4) Please ensure that all Job Data rows dated prior to or equal to February 4, 2001 are added no later
than Friday, February 2, 2001. Do not enter any rows dated greater than February 4, 2001 for
employees affected by the Governor's Pay Plan until after the update loads on February 3, 2001.

Step increases for employees who are eligible during the January 21 to February 3, 2001 pay period will
be added to employees' job data on Monday, February 5, 2001. Staff in the Division of Personnel
Services will monitor the data of all employees affected by this update and automatically correct any of
the February 4, 2001 rows impacted by this step increase.

Position Date Updates:

An effective dated row of February 4, 2001 will be added on Saturday, February 3, 2001 for all active,
Classified positions in SHARP. An action/reason code of POS/UPD will be inserted into this row. This
update is due to the display of the hiring step at the bottom of the Position Data 1 panel. Without this
update it would continue to display Step 1 until an effective dated row of February 4, 2001 or greater
was added to the Position.

Please ensure that all Position Data rows dated prior to or equal to February 4, 2001 are added prior to
Saturday, February 3, 2001. Agencies may enter Position Data rows equal to February 4, 2001. The
update program will not change the action/reason code entered by agencies on this row. The Step field
will display Step 4 correctly on these rows after the job code table has been updated. All rows dated
greater than February 4, 2001 should not be entered until after this update has loaded on February 3,
2001,

If you have any questions regarding the SHARP update please contact Connie Guerrero at

connie.guerrero@da.state.ks.us or Gina Vinyard at gina.vinyard@da.state.ks.us. If you have policy

questions about the Governor's Pay Plan recommendations please contact Rodger Matthews or Lois
Ryan at workforce.planning@da.state.ks.us.
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SHARP Message #431

DATE: 012201

AUTHOR: LISA KERWIN

SUBJECT: COVERAGE CODES ON PAYCHECK STUBS/ADVISES
MESSAGE TEXT:

As a result of a review of the insurance codes printed on the paycheck stubs/advises, the Insurance
Coverage Codes: A: Covered Workers Compensation Insurance, B: Covered Unemployment
Compensation Insurance, and C: Covered Life and Disability Insurance will no longer be printed on
paycheck stubs/advises effective with the on-cycle paychecks dated February 2, 2001. The elimination
of these codes on the paycheck stub/advise is a print change only and does not affect the coverage
provided or data entry into SHARP for these deductions. Elimination of these codes is a result of
programming modifications needed to print accurate data and the continued policy to implement
delivered PeopleSoft software without modifications.
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SHARP Message #432

DATE: 01/22/01

AUTHOR: GINA VINYARD

SUBJECT: 1/31/01 AND 2/7/01 NOTICE OF VACANCY REPORTS
MESSAGE TEXT:

Classified Minimum Pay Rates displayed on the Notice of Vacancy reports on 1/31/01 will reflect the
current beginning step of 1. Applicants may be advised that the minimum pay may change before the
vacancy closes.

Classified Minimum Pay Rates displayed on the Notice of VVacancy reports on 2/7/01 will reflect the
new beginning step of 4.

Questions regarding the Notice of Vacancy Report may be directed to Liz Wong, 296-6895.

SHARP Message #430 details the Governor's Pay Plan to increase the beginning pay for Classified
employees.
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SHARP Message #433

DATE: 02/01/01

AUTHOR: LIZ WONG

SUBJECT: ROFR AND IR RIGHTS BEGIN 3/1/2001 FOR TCF
MESSAGE TEXT:

Effective March 1, 2001, the Topeka Correctional Facility will engage in layoffs due to the transfer of
the reception and diagnostic unit from the Topeka Correctional Facility (TCF) to the El Dorado
Correctional Facility. Senate Substitute for House Bill No. 2624 was established to allow all
Classified/permanent employees laid off from TCF the Right of First Refusal (ROFR) and Interview
Rights (IR). Agencies are required to reserve all classified/permanent vacancies for ROFR candidates
for the first 6 days the vacancy is open (Wednesday through Monday). Until further notice, agencies
will need to post ROFR closing statements (ex: Vacancy open only to ROFR applicants through 3/5/01)
in the job duties description field which is located on the Job Requisition Data 2 panel when
announcing classified vacancies. The Notice of VVacancy Report for the week of February 28, 2001 is
the first week that agencies will need to enter ROFR closing statements. These ROFR statements must
be entered by Tuesday, February 27,2001 at 5:00 p.m. to appear on the February 28, 2001 Notice of
Vacancy Reports. If you have additional questions, please contact Jenifer Lewis at 785/296-4278.

Return to SHARP Message Page

Page last modified on:

file://IC|//USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/433.htm[9/21/2011 4:32:17 PM]



file:///C|/USER.DATA/DA_Static_Content/sharp/documents/messagearchive.htm



		Local Disk

		SHaRP - Message #433






SHaRP - Message #434

SHARP Message #434

DATE: 02/07/01

AUTHOR: TIM GRIFFIN

SUBJECT: SHARP UNAVAILABLE 3-4 & 3-5 FOR SYSTEM MAINT
MESSAGE TEXT:

Access to the SHARP System will be restricted the weekend of March 3 & 4 (Saturday and Sunday)
for maintenance work. New Disk Drives are being installed on the production system. Access can not
be allowed while this work is being completed. SHARP will be available Monday, March 5. Sorry for
any inconvenience this may cause.
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SHARP Message #435

DATE: 02/16/01

AUTHOR: BRENT SMITH

SUBJECT: UPDATE: VACATION LEAVE OVERAGE REMINDER
MESSAGE TEXT:

CLASSIFIED employee leave balances will be reduced to the maximums allowed pursuant to Kansas
Administrative Regulation (K.A.R.) 1-9-4 on June 9, 2001.

This message also applies to UNCLASSIFIED employees who follow Executive Order 98-7. This
Order adopts certain rules and regulations, including the vacation leave maximums listed in K. A.R. 1-
9-4. For those unclassified employees who do not follow Executive Order 98-7, this message doesn't

apply.

NOTE: Vacation Leave Pilot Project agencies (KDOT, KCC, JJA, and DofA) will follow an updated
version of the Vacation Leave Pilot Project guidelines that were established last year, and should
continue to encourage use of vacation leave overages prior to 06/09/01. More information will be given
to Vacation Leave Pilot Project agencies at a later date.

Leave balance are reduced to the maximum according to the following steps: 1) The SHARP system
reduces an employee's vacation leave balance by any hours USED during the 05/27/01-06/09/01 pay
period; 2) the system reduces the vacation leave to the maximum allowed per the Regulation; 3) the
system adds hours accrued to the employee's vacation leave balance; therefore, the number of hours
ACCRUED for the pay period ending 06/09/01 will not be lost.

You may wish to remind your employees now of the vacation leave overage date and that any vacation
hours over the maximum as of 06/09/01 will be lost (excluding the hours accrued for the pay period
ending 06/09/01).

For more specific information on leave balance maximums and overages refer to the following: Kansas
Administrative Regulation 1-9-4, Bulletin 99-01: Vacation Leave Overage, Executive Order 98-7, and
Time and Leave Computer Based Training: Maximum Vacation Leave Policy and Schedule (page 20).
If you are unsure if an unclassified employee is covered under Executive Order 98-7 or if you have

other questions about the maximum vacation policy, consult with your Human Resources office or your
Human Resource Consultant in the Division of Personnel Services.
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SHARP Message #436

DATE: 02/20/01
AUTHOR: BRIAN FRAHM
SUBJECT: SQR UPDATE #19
MESSAGE TEXT:

Attention technical staff:

A new sgr update is available. It contains a report new to agencies, and should be applied as soon as
possible. The instructions for the update are located at:

ftp://165.201.56.7/PSFET7/Instructions/sqrs0019.txt

Functional Information: This update includes sgr and supporting sqc files for:

KBEN347 - Total Compensation Report which will be located under the Reports menu in the
Administer Workforce U.S. window.
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SHARP Message #437

DATE: 02/27/01

AUTHOR: LIZ WONG

SUBJECT: LAYOFFS - TOPEKA CORRECTIONAL FACILITY 3/1/01
MESSAGE TEXT:

The following is a list of classes of Topeka Correctional Facility employees that will be laid off on
March 1, 2001. Please use this information to plan your recruitment. Contact Jenifer Lewis at 785/296-
4278 if you have any questions.

Classes of TCF Employees Being Laid Off Effective March 1, 2001.:

Clinical Chaplain - 1
Corrections Counselor I- 2
Corrections Counselor 11- 1
Corrections Officer IA - 14
Corrections Officer I1- 1
Psychologist I- 6
Psychometric Technician- 1
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SHARP Message #438

DATE: 03/06/01
AUTHOR: LISA KERWIN
SUBJECT: PAYROLL SCHEDULE CHANGE DUE TO WATER PROBLEM

MESSAGE TEXT:

Due to a water main break which resulted in all mainframe computers in the Landon State Office
Building being unavailable on Monday, March 5, 2001, the payroll off-cycle originally scheduled to be
processed on Monday has been delayed until Tuesday, March 6, 2001. Agencies have until 5:00 p.m.
on Tuesday, 3/6 to enter any paycheck adjustment or supplemental requests into SHARP for inclusion
in the off-cycle payroll.

Agencies should note, however, that the first preliminary on-cycle payroll calculation for the period
ending March 3, 2001 is NOT being delayed. The deadline for entering new hires, terminations and
other job changes for the period ending 3/3/2001 remains at 5:00 p.m. on Tuesday, March 3.
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SHARP Message #439

DATE: 03/12/01

AUTHOR: BRENT SMITH

SUBJECT: OFF-CYCLE LEAVE ACCRUAL PROCESSING
MESSAGE TEXT:

A new leave accrual program has been developed and tested by State of Kansas personnel in Bureau of
Department of Administration (BDAS) and the Division of Personnel Services (DPS) for off-cycle
payroll leave accrual processing.

Beginning Monday, March 12, 2001 agencies will no longer need to request DPS to increase
employee's leave accruals because of changes to accrual amounts for off-cycle pay affecting
adjustments and supplementals. Please note, however, that the new off-cycle leave accrual process does
not include manual paycheck adjustments/supplementals entered by the Division of Accounts and
Reports.

When there is a change in the CTLA figure (Counts Toward Leave Accrual/In Pay Status) whether it is
higher (or lower) than the original check, an employee's leave balance may be increased (or decreased)

automatically based on the tables in Kansas Administrative Regulation 1-9-4 and 1-9-5. This will occur
during off-cycle nights through a leave accrual batch program.

Because this is an all-new process, we ask that you pay particular attention to leave accrual balances
when processing these adjustments and supplementals. We recommend you take panel prints of leave
balances before and after entering supplementals and adjustments of checks that have a change from
what was originally recorded under CTLA so that you may properly document the leave accrual
changes that occur to leave balances following the off-cycle processing.
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SHARP Message #440

DATE: 03/15/01

AUTHOR: CONNIE GUERRERO

SUBJECT: WORKERS COMPENSATION TIME AND LEAVE ADJUSTMENTS
MESSAGE TEXT:

The workers compensation time and leave adjustments that are automatically inserted into timesheets
for injured employees for the pay period beginning March 4, 2001 and ending March 17, 2001 are
being delayed due to network issues. The updates to the March 17, 2001 timesheets will occur as soon
as the situation is resolved. Thanks for your patience and understanding.
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SHARP Message #441

DATE: 03/20/01

AUTHOR: CONNIE GUERRERO

SUBJECT: UPDATE: WORKERS COMPENSATION ADJUSTMENTS
MESSAGE TEXT:

The workers compensation time and leave adjustments for the pay period beginning March 4, 2001 and
ending March 17, 2001 were inserted into timesheets for injured employees on Monday, March 19,
2001. Thank you for your patience during this delay.
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SHARP Message #442

DATE: 033101

AUTHOR: BRENT SMITH

SUBJECT: DAYLIGHT SAVING TIME IMPLEMENTED
MESSAGE TEXT:

Clocks are set ahead at 2:00 AM Sunday (April 1, 2001) in observance of Daylight Saving Time.

If you have employees who work during this time, refer to Bulletin No. 96-01 for information on how
to record Daylight Saving Time in SHARP.
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SHARP Message #443

DATE: 04/12/01

AUTHOR: LISA KERWIN

SUBJECT: DUPLICATE ADVICES FOR THE APRIL 13 PAY DATE
MESSAGE TEXT:

Due to a printing problem, approximately 2,000 SHARP paycheck advices for the April 13, 2001 pay
date were erroneously printed and mailed in duplicate. Payroll Services has verified that the direct
deposits to employees’ bank accounts were correct and were not duplicated. Please assure employees
who notify you of the receipt of duplicate advices that this was a printing problem and that their actual

direct deposit is correct.

We apologize for any inconvenience this has caused and appreciate your patience and cooperation.
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SHARP Message #444

DATE: 05/16/01

AUTHOR: CONNIE GUERRERO

SUBJECT: UNCLASSIFIED MERIT INCREASES
MESSAGE TEXT:

Just a reminder that agencies in the Executive Branch with Unclassified Employees whose salaries are
authorized by the Governor should have received a memo from Governor Bill Graves explaining the
deadlines for agencies to get their information entered in SHARP. Agencies have until Tuesday, May
22, 2001 to distribute the 1.5% merit pool among eligible employees. The memo from the Governor
explains which panels in SHARP to use as well as a report that needs to be generated. Please call either
Patti Pearce, Noble Morrell or Connie Guerrero in the Division of Personnel Services if you have any
problems with the SHARP panels, etc. If you have procedural questions, please call your analyst in the
Division of Budget.
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SHARP Message #445

DATE: 05/18/01

AUTHOR: LISA KERWIN

SUBJECT: BATCH PROCESSES SCHEDULED FOR 05/18/2001
MESSAGE TEXT:

Due to a problem with the SHARP production system which was encountered Thursday night
(5/17/2001), no batch processes (including the preliminary pay calculation) were generated.

Agencies are advised that any time and leave updates, deduction or benefit changes that were entered
during the day on Thursday, May 17, 2001 will not be reflected in the paycheck information available
on-line in SHARP on Friday, May 18. The changes will be included in the final payroll calculation and
confirm process scheduled to process tonight (5/18/2001) and should be reflected in the on-line
paychecks available on Monday, May 21.
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SHARP Message #446

DATE: 05/18/01

AUTHOR: CONNIE GUERRERO

SUBJECT: 1.5% GENERAL INCREASE FOR CLASSIFIED EMPLOYEES
MESSAGE TEXT:

In accordance with implementation of the Governor’s Pay plan for FY 2002, on Sunday, June 17, 2001,
a 1.5% general increase will automatically be given to all classified employees in the SHARP system.
All classified employees will have an effective dated row of June 10, 2001, inserted into their job data.
This row will include the action/reason code combination of PAY/COL and the compensation rate for
their current step adjusted by the general increase. This includes those employees who are on steps
above range. This update does not include classified employees at Regents Institutions. These agencies
will process their own employees. In addition, employees who are on an unpaid leave of absence will
not be updated. These employees will be updated on a case by case basis when/if they return to active
status at some point in the future.

Please ensure that all job data rows that are effective dated prior to June 10, 2001 have been added
before Sunday, June 17, 2001. This includes promotions, demotions, transfers, terminations and any
other transactions that require a job data row to be added to an employee’s work history. All rows
dated greater than June 10, 2001 should not be entered until after the general increase has been loaded
on June 17, 2001.

Step increases for employees who are eligible during the May 27, 2001 to June 9, 2001 pay period will
be added to employees' job data on Sunday, June 10, 2001. As a reminder, step movement is frozen
during Fiscal Year 2002 starting with the pay period that begins on June 10, 2001. However, employees
that are due step movement on June 10, 2001 will still be eligible for this step increase since they have
not received a step increase in Fiscal Year 2001. Staff in the Division of Personnel Services will
provide agencies with a list of employees that are due a step increase on this date and upon approval
these employees will be processed manually by the Division of Personnel Services.
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SHARP Message #447

DATE: 06/07/01

AUTHOR: CONNIE GUERRERO

SUBJECT: UNCLASSIFIED MERIT INCREASES
MESSAGE TEXT:

The unclassified merit increases which are effective June 10, 2001 are currently in the process of being
entered into eligible employee's job data by Division of Personnel Services staff. This process should
be finalized by the end of next week. Please contact Patti Pearce at patti.pearce@da.state.ks.us or Noble
Morrell at noble.morrell@da.state.ks.us if you have any questions or if you identify any employees who
did not receive their increase.
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SHARP Message #448

DATE: 06/07/01

AUTHOR: BRENT SMITH

SUBJECT: UPDATE: BOARD MEMBER DAILY PAY INCREASE
MESSAGE TEXT:

Update: Eligible board members (see below) are board members who specifically have their board
salary tied to legislative pay. The board members affected by this increase typically were paid $76.44
per day last fiscal year.

Eligible board members shall receive a daily pay increase to $77.59 effective June 10, 2001.

A second daily pay increase to $78.75 for eligible board members will be effective December 9, 2001.

If your board member is authorized to receive a daily pay rate increase, please note that you should
update the compensation rate field on Job Data 3 with the new effective date and daily pay amount.

You should continue to use the Board Member Daily Pay earnings code (BDM) and corresponding
ones (1) to enter days you want to pay your board members.

Return to SHARP Message Page

Page last modified on:

file://IC|//USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/448.htm[9/21/2011 4:32:19 PM]



file:///C|/USER.DATA/DA_Static_Content/sharp/documents/messagearchive.htm



		Local Disk

		SHaRP - Message #448






SHaRP - Message #449

SHARP Message #449

DATE: 06/18/01

AUTHOR: LISA KERWIN

SUBJECT: FY2002 UPDATES TO DEPARTMENT BUDGET TABLES
MESSAGE TEXT:

The process to insert a new effective dated row of 06/10/2001 in the Department Budget tables in
SHARP has been completed.

Agencies can now enter any FY2002 funding changes that need to be made and should do so using an
effective date of 06/11/2001 or later.

Questions regarding funding in SHARP should be directed to Steve Banning in Payroll Services at
(785) 296-7059.
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SHARP Message #450

DATE: 06/18/01

AUTHOR: CONNIE GUERRERO

SUBJECT: 1.5% GENERAL INCREASE UPDATE COMPLETED
MESSAGE TEXT:

The 1.5% General Increase for Classified Employees in the Executive Branch was completed over the
weekend. Please contact your agency Human Resource Consultant in the Division of Personnel
Services if you find any errors. In addition, if you enter any Hires or Rehires dated prior to June 10,
2001 after today, you will need to manually insert the COLA row yourself or contact the SHARP unit
for assistance with this entry.
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SHARP Message #451

DATE: 06/18/01

AUTHOR: CONNIE GUERRERO

SUBJECT: KHP, JJA AND CORRECTIONS OFFICER UPDATES
MESSAGE TEXT:

Additional in-grade enhancements for the job classes which directly impact public safety and welfare
within the Kansas Highway Patrol, Department of Corrections and the Juvenile Justice Authority were
completed this morning.

Designated employees in the Kansas Highway Patrol received a 5% in-grade enhancement effective
June 10, 2001. Designated employees in the Juvenile Justice Authority and the Department of
Corrections received a 2.5% in-grade enhancement effective June 10, 2001.

All affected employees will have an effective dated row of June 10, 2001 inserted in their Job Data
with the action reason code combination of PAY/ADJ. If you have any questions about which classes
were included in this update please refer to Executive Directive Number 01-310. If you have any
questions about particular employees affected by this update please contact your agency human
resource department or your human resource consultant in the Division of Personnel Services.
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SHARP Message #452

DATE: 06/21/01

AUTHOR: BRENT SMITH

SUBJECT: UPDATE: LEAVE ACCRUAL - EMPLOYEES OVER MAX VACATION
MESSAGE TEXT:

UPDATE: Vacation balances, for employees who were over the maximum allowed, have been
restored. Thank you for your patience.

Employees who were over the vacation maximum did not accrue vacation leave correctly during the
06/09/01 pay period. Programmers are researching this problem and working on updating affected
employee's vacation balances.

The Leave Accrual panel reflects the incorrect leave balances. However, employee paycheck stubs and
the KPAYO019 Leave Accrual report reflect the correct balances.

Note: The only employees affected by this are those employees who are over the maximum as a result
of the 06/09/01 accrual.
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SHARP Message #453

DATE: 06/27/01

AUTHOR: CONNIE GUERRERO

SUBJECT: FOURTH OF JULY, JOB REQUISITIONS & NOV REPORT
MESSAGE TEXT:

Opening and closing dates for Job Requisitions will remain unchanged for the July 4th-13th
recruitment period. Job requisitions must be entered by 5 p.m. on Tuesday, July 3rd for them to appear
on the Notice of Vacancy Reports. The Notice of Vacancy Reports will be placed in agency mailboxes
mid- to-late morning on July 5th (Thursday). Contact Liz Wong at 785-296-6895 if you have any
questions.
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SHARP Message #454

DATE: 07/13/01

AUTHOR: LISA KERWIN
SUBJECT: PAYCHECK INQUIRY
MESSAGE TEXT:

Due to some technical system maintenance which must be performed today, agencies will not be able

to view paycheck data on-line in SHARP beginning at 11:30 a.m. on Friday, July 13. The maintenance
will take approximately 1 to 2 hours. Once complete, on-line access to the paycheck data will again be
available. If necessary, during this maintenance period, agencies can view the July 20, 2001 calculated
paycheck for an employee by accessing the KPAY002 report generated last night.

Thank you for your patience.
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SHARP Message #455

DATE: 07/27/01
AUTHOR: LISA KERWIN
SUBJECT: KSIP BONUSES
MESSAGE TEXT:

KSIP Bonus procedures and spreadsheets are now located on the Division of Accounts and Reports
Payroll Procedures and Forms website at da.state.ks.us/ar/payroll/payforms.htm. Please note that there
are different spreadsheets for the oasdi/medicare coverage that is desired. Since the spreadsheets will be
periodically updated with the new tax rate information, please access the spreadsheets when you are
ready to process the bonuses to ensure that you have the most current version of the spreadsheet.

Questions related to the processing of KSIP bonuses should be directed to Joyce Dickerson in Payroll
Services at telephone no. 785-296-3979, or via e-mail at joyce.dickerson@da.state.ks.us .
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SHARP Message #456

DATE: 08/31/01

AUTHOR: BRENT SMITH

SUBJECT: ENHANCED D-DAY PROCESS FOR REHIRED EMPLOYEES
MESSAGE TEXT:

We have enhanced agency's administration of Discretionary Days for rehired employees by updating
the SHARP Discretionary Day programming.

In the past, once a rehired employee reached the six-month requirement, the agency had to send a
request to the Division of Personnel Services (DPS). This extra step is no longer needed.

Discretionary Day hours now default into an eligible rehired employee's leave balance during the final
pay calculation of the pay period in which the employee reaches the six month requirement.

If you have any questions about this SHARP enhancement, please contact your DPS Human Resource
Consultant.
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SHARP Message #457

DATE: 09/06/01

AUTHOR: PATTI PEARCE

SUBJECT: SHARP ENTRY CUTOFF DATES FOR OPEN ENROLLMENT
MESSAGE TEXT:

Open Enrollment on AKSESS uses SHARP data to populate screens accessed by employees to enroll.
This is a reminder that agencies should enter all employee job data related transactions by 5:00 p.m.,
September 9, 2001. This includes new hires, rehires, terminations, promotions, demotions, etc. Also,
any data that affects an employee's benefits eligibility such as address, name change, etc., that is not
entered by this date will not appear in the AKSESS benefits open enrollment system in October.

For more information, read the August 2001 issue of the SHARPSHOOTER newsletter.
(http://da.state.ks.us/sharp/documents/shooter.htm)
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SHARP Message #458

DATE: 09/12/01
AUTHOR: BRENT SMITH
SUBJECT: WEDNESDAY NIGHT OFF CYCLE

MESSAGE TEXT:

The Wednesday night off-cycle will run tonight (09/12/01) even though SHARP was down earlier in
the day due to a vent system electrical problem.
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SHARP Message #459

DATE: 09/12/01

AUTHOR: GAIL KENNEDY
SUBJECT: MILITARY LEAVE
MESSAGE TEXT:

Some questions have recently come into the Division of Personnel Services (DPS) regarding military
leave. We ask that agency HR offices first review Kansas Administrative Regulations 1-9-7a (Military
leave; voluntary or involuntary service in the armed forces.), 1-9-7b (Military leave; voluntary or
involuntary service with reserve component of the armed forces.), 1-9-7c (Military leave; state duty
with Kansas national guard or state guard when organized), 1-5-30 (Benefits for employees activated to
military duty.), and 1-5-11 (Pay of employee returned from military leave.) . Website:

(http://da.state.ks.us/ps/documents/regs/default.htm).

If your questions are not answered after reviewing the Regulations, agency human resources staff may
contact their respective DPS Human Resource Consultant for clarification or interpretation.
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SHARP Message #460

DATE: 10/02/01

AUTHOR: LISA KERWIN

SUBJECT: UNITED WAY DEDUCTION START AND STOP DATES
MESSAGE TEXT:

The deduction END date on the general deduction panel for 2001 United Way contributions should be
dated between December 09, 2001 and December 22, 2001 in order for the last 2001 deduction to be
taken on the paycheck issued December 21, 2001. Agencies should verify the deduction end date for all
employees enrolled in United Way to ensure deductions are taken correctly.

For calendar year 2002, agencies can enter a new row effective-dated between December 09, 2001 and
December 22, 2001 in order for the first deduction for 2002 to be taken on the January 4, 2002
paycheck. If the deduction is to be taken over 26 pay periods, a deduction end date of December 8,
2002 should be entered.

Questions regarding this message should be directed to Janice Wolfley in Accounts and Reports,
Payroll Services at telephone no. 785-296-3699.
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SHARP Message #461

DATE: 10/02/01

AUTHOR: DIV OF PERSONNEL/ACCOUNTS & REPORTS
SUBJECT: SHARP MILITARY LEAVE PROCEDURES & BULLETIN
MESSAGE TEXT:

The SHARP Procedures for Employees Reporting for Active Military Duty (September 2001) is located
on the SHARP Customer Services Website: http://da.state.ks.us/sharp/. Find the "Military Leave
Procedures™ document in the SHARP Documents section under "Military Leave Procedures.” A copy
of these procedures was mailed to HR Managers recently.

Bulletin No. 01-03 (Provisions for Eligible State Employees Reporting for Active Military Duty) has
been posted to the Division of Personnel Services website.
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SHARP Message #462

DATE: 10/10/01

AUTHOR: PATTI PEARCE

SUBJECT: AKSESS BENEFITS ENROLLMENT AGENCY REPORTS
MESSAGE TEXT:

The Division of Personnel Services is providing agencies with two new benefits reports during
October. These two reports are provided to assist agencies in (1) identifying employees who have not
re-enrolled in Flexible Spending Accounts and (2) which employees have completed group health
insurance elections for Plan Year 2002.

The Division requests that agencies use these reports as a tool to monitor the progress of your
employees completing their Plan Year 2002 benefits open enrollment and encourages you to remind
employees to enroll in October.

The two reports will be distributed to agencies via the MVS mailbox and can be accessed using Rapid
Filer. The reports are in a flat file format and should be pulled up in Excel, etc. The first report is
named KWEBFSA.datetimestamp.out. (For example, KWEBFSA.D1012.T121000.out) This report
contains information on employees in your agency that are currently enrolled in one of the Flexible
Spending Accounts and have not re-enrolled for Plan Year 2002. We suggest that you remind these
employees that they must re-enroll in Flexible Spending Accounts each year.

The second report is named KWEBCHG.datetimestamp.out. (For example,
KWEBCHG.D1012.T121000.out) This report contains a cumulative list of employees in your agency
that have made their Plan Year 2002 group health insurance elections. We suggest that you compare
this list with all of the benefits eligible employees in your agency.

The two reports will be generated twice in October. The reports are scheduled for distribution on
October 12, 2001, and October 26, 2001.

If you have questions related to benefits, please contact Phil Williams at (785) 296-2069. If you have
technical questions about the reports, please contact Patti Pearce at (785) 296-7232 or Connie Guerrero
at (785) 296-0754.
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SHARP Message #463

DATE: 10/16/01

AUTHOR: LISA KERWIN

SUBJECT: PAYROLL CHANGES DUE TO THANKSGIVING HOLIDAYS
MESSAGE TEXT:

This is a reminder to state agencies that Friday, November 23, 2001 is a designated holiday for state
service in 2001; therefore, the pay date for the payroll period ending 11/10/2001 is Wednesday,
November 21, 2001. Direct deposit advises will be mailed on Monday, November 19; paychecks will
be mailed on Tuesday, November 20.

Due to the Thanksgiving schedule the 'normal’ payroll processing schedule does not apply to the payroll
period ending 11/10/01. Agencies should refer to Accounts and Reports Informational Circular No. 02-
P-010 for important information regarding the key payroll processing deadlines which apply for the
payroll period. (Informational Circulars can be obtained from the Accounts and Reports web site at
http://da.state.ks.us/ar.)

It is important to note that the SHARP system will not be available to on-line users on Thursday,
11/15/01 due to the batch processing which must occur to ensure the timely issuance of pay on
Wednesday, 11/21.
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SHARP Message #464

DATE: 10/26/01

AUTHOR: PATTI PEARCE

SUBJECT: AKSESS BENEFITS ENROLLMENT AGENCY REPORTS
MESSAGE TEXT:

Benefits Open Enrollment ends in 5 days and enrollment using AKSESS is going well. Please remind
your employees that Open Enrollment is ending soon. Even if they do not plan to make any changes in
their group health insurance elections, they should use their password to log in, enter an email address,
and view their elections.

Earlier this month the Division of Personnel Services distributed two benefits reports (KWEBCHG and
KWEBFSA) to assist agencies in identifying employees who have not re-enrolled in Flexible Spending
Accounts and which employees have completed group health insurance elections for Plan Year 2002.

An updated set of reports (dated 10-26-01) will arrive in your MVS mailbox sometime today and can
be accessed using Rapid Filer. We will be moving the files out to you throughout the day, so check
again if you cannot locate your agency's report right away.

If you have questions related to benefits, please contact Phil Williams at (785) 296-2069. If you have
technical questions about the reports, please contact Patti Pearce at (785) 296-7232 or Connie Guerrero
at (785) 296-0754.

Following is information about retrieving and using the reports:

The reports are in a flat file format and should be pulled up in Excel. The first report is named
KWEBFSA.your 3-digit agency number.out (For example, KWEBFSA.173.out). It lists employees in
your agency who are currently enrolled in one of the Flexible Spending Accounts and have not re-
enrolled for Plan Year 2002. Please remind these employees that they must re-enroll in Flexible
Spending Accounts each year.

The second part is named KWEBCHG.your 3-digit agency number.out (For example,
KWEBCHG.173.out). This report contains a cumulative list of employees in your agency that have
made their Plan Year 2002 group health insurance elections. We suggest that you compare this list with
all of the benefits eligible employees in your agency.
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SHARP Message #465

DATE: 10/26/01

AUTHOR: BRENT SMITH

SUBJECT: DAYLIGHT SAVINGS TIME ENDED - OCTOBER 2001
MESSAGE TEXT:

The following information is designed to assist timekeepers with entering time for employees whose
shift includes 2:00a.m. on Sunday, 10/28/2001 (the ending of daylight saving time). The information is
set up in Question (Q) and Answer (A) format.

Q. Is there a Bulletin that addresses Daylight Savings Time?

A. Yes, Bulletin No. 96-01; however it addresses the institution of Daylight Savings Time which occurs
in April; it does not cover the ending of Daylight Savings Time.

Q. Should we use the DST (Daylight Savings Time) earnings code to report hours worked on Sunday
10/28/2001?

A. No, this code is used in April when Daylight Savings Time is instituted.
Q. When does the time actually change?
A. Clocks are set back one hour at 2:00a.m. Sunday, 10/28/2001.

Q. Will the hours worked result in Overtime (OTP) or Compensatory Time Earned (CME)? How
should the time worked be reported? The example below assumes an employee's workday includes
2:00a.m. Sunday.

Al. If an employee is on a 12:01a.m.-12:00a.m. workweek, this change will not affect them until the
end of the week beginning 10/28/2001. These hours are recorded at the 1.0 rate of pay (for example
REG 9 hours if the employee worked 9 hours during the specified shift on Sunday). The employee
could adjust his/her work schedule for the rest of the workweek or potentially receive overtime
(OTP)/compensatory time earned (CME) at the end of the 10/28/2001-11/03/2001 workweek.
Remember that overtime is not reported until an employee has met his or her FLSA threshold (usually
40 hours).

A2. If the employee is on a 7:01a.m.-7:00a.m workweek, this change will affect the employee's
workweek that started 10/21/2001. If the employee does not adjust his/her work schedule prior to
7:00a.m. Sunday, 10/28/2001, then the employee could potentially receive OTP/CME for the
10/21/2001 workweek (prior to the beginning of the new workweek). Remember that overtime is not
reported until an employee has met his or her FLSA threshold (usually 40 hours).
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SHARP Message #466

DATE: 10/26/01

AUTHOR: CONNIE GUERRERO

SUBJECT: CONVERSION OF 316 AREA CODE TO 620
MESSAGE TEXT:

Effective November 3, 2001 many area code prefixes in the existing 316 area code are being changed
to 620. This primarily affects cities across the southern tier of Kansas. The Division of Personnel
Services in cooperation with the Division of Information Systems and Communications will do a batch
update of affected prefixes in the SHARP database. Panels that will be updated include: Personal Data,
Employment, Emergency Contacts, Dependent Beneficiary and Prior Work Experience.

The batch update will occur during the weekend of November 3-4, 2001. This will be a one-time
update to the SHARP database. Therefore, agencies should ensure they are entering the correct area
code after November 3, 2001. If you have any questions regarding this update please contact Connie
Guerrero at connie.guerrero@da.state.ks.us
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SHARP Message #467

DATE: 10/30/01

AUTHOR: CONNIE GUERRERO

SUBJECT: IMPORTANT: ADMIN SPPRT/MAINT & TRADES UPDATE
MESSAGE TEXT:

On Saturday, November 3, 2001, classification structure updates for Administrative Support and
Maintenance and Trades classes will be completed in SHARP (PeopleSoft) for all eligible Classified
employees and positions. Regents' Institutions will update their own information.

Job Data Updates for New Classes:

An effective dated row of November 11, 2001, will insert into job data for all active, Classified
employees in selected Administrative Support and Maintenance and Trade job classes. (However, the
SHARP update will not include positions in the Equipment Operator class series. Agencies with
employees and positions in these classes are responsible for entering these updates into SHARP before
November 5, 2001.) For the purposes of this update, active employees are those employees who's
current Employee Status is active, leave with pay or suspended. Employees on leave of absence without
pay will not be updated. Agencies will need to handle these employees on a case by case basis as they
return from leave or are terminated. For a list of the affected classes go to:
http://da.state.ks.us/ps/documents/specs/maint.htm. Job classes with new six-digit job codes state "New
Class" in the Action Column in the table displayed on this web site. The new job data row in SHARP
will show the action/reason code combination of POS/RPJ and update the Job Code, Job Code
Description and Step fields. The Date Next Increase field on the Employment panel will not change for
Regular employees. This field will remain blank for Classified Temporary employees.

Job Data Updates for Title Changes Only:

An effective dated row of November 11, 2001 will insert into job data for all active, Classified
employees in selected Administrative Support and Maintenance and Trades job classes. For the
purposes of this update, active employees are those employees whose current Employee Status is
active, leave with pay or suspended. Employees on leave of absence without pay will not be updated.
Agencies will need to handle these employees on a case by case basis as they return from leave or are
terminated. For a list of the affected classes to: http://da.state.ks.us/ps/documents/specs/maint.htm. Job
classes with only a title change state "Class Title Change™ in the Action Column in the table displayed
on this web site. The new job data row in SHARP will show the action/reason code combination of
POS/TTL and update the Job Code Description field.

In order for the job data update to occur smoothly we ask for your cooperation by cleaning up job data
problems in the following areas:

1) Employees that do not have a valid step due to an unfinished reallocation of their position need to be
updated no later than Friday, November 2, 2001.

2) Please ensure that all Job Data rows dated prior to or equal to November 11, 2001 are added no later
than Friday, November 2, 2001. Do not enter any Job Data rows dated greater than November 11, 2001
for employees affected by the update until after the update loads on November 3, 2001.

Position Data Updates for New Classes:

An effective dated row of November 11, 2001 will be added on Saturday, November 3, 2001 for all
active, Classified positions in SHARP in the affected job classes. An action/reason code of POS/RPJ,
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new job code and job code description will be inserted into this row.

Position Data Updates for Title Changes Only:

An effective dated row of November 11, 2001 will be added on Saturday, November 3, 2001 for all
active, Classified positions in SHARP in the affected job classes. An action/reason code of POS/TTL
and the new job code description will be inserted into this row.

In order for this update to occur smoothly we ask for your cooperation by cleaning up position data
problems in the following areas:

Please ensure that all Position Data rows dated prior to or equal to November 11, 2001 are added prior
to Saturday, November 3, 2001.

Do not enter any Position Data rows dated greater than November 11, 2001 for positions affected by
the update until after the update loads on November 3, 2001.

For additional information on this updates go to http://da.state.ks.us/ps/documents/structur.pdf to see
the memo from Bobbi Mariani, Director of Personnel Services to Agency Human Resource Managers.
If you have any questions regarding the SHARP update please contact Connie Guerrero at

connie.guerrero@da.state.ks.us or Patti Pearce at patti.pearce@da.state.ks.us. If you have policy

questions about the classification structure update please contact Rodger Matthews or Lois Ryan at
workforce.planning@da.state.ks.us.
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SHARP Message #468

DATE: 10/31/01

AUTHOR: LIZ WONG AND CONNIE GUERRERO

SUBJECT: CORRECTION: JOB REQS AFFECTED BY NEW CLASSES
MESSAGE TEXT:

The Classification Structure Implementation Batch Update Run in SHARP (PeopleSoft) for the
Administrative Support and Maintenance and Trades job codes will take place Saturday, November 3,
2001.

Notice of Vacancy Reports that are generated on Wednesday, November 7, 2001 will still reflect the
existing job codes. Notice of VVacancy Reports that are generated on Wednesday, November 14, 2001
should reflect the new job codes. However, agencies will need to enter new requisitions for all job
codes that have been reallocated for this to occur.

* Effective Sunday, November 11th all open requisitions with job codes that are reallocated to a new
job code need to be closed and reopened under the new job code. For a list of the affected classes go to
http://da.state.ks.us/ps/documents/specs/maint.htm. Refer to the November 2001 table. Job classes with
new six-digit job codes will state "New Class" in the Action Column in the table displayed on this web
site. These requisition changes must be made by 5:00 p.m. Tuesday, November 13th, in order for your
agency to advertise these vacancies.

* Open requisitions with job codes that had title changes only do NOT need to be closed. For a list of
classes with title changes go to http://da.state.ks.us/ps/documents/specs/maint.htm. Refer to the
November 2001 table. Job classes with only a title change will state "Class Title Change" in the Action
Column in the table displayed on this web site.

* If you have questions regarding these changes please call Jesse Maddox or Elizabeth Wong at (785)
296-4278.
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SHARP Message #469

DATE: 11/07/01

AUTHOR: Carla Johnston

SUBJECT: Thanksgiving Holiday Payroll Schedule Changes
MESSAGE TEXT:

This is a reminder to state agencies that Friday, November 23, 2001 is a designated holiday for state
service in 2001; therefore, the pay date for the payroll period ending 11/10/2001 is WEDNESDAY,
NOVEMBER 21, 2001. Direct deposit advices will be mailed on Monday, November 19th; paychecks
will be mailed on Tuesday, November 20th.

Due to the Thanksgiving schedule the 'normal’ payroll processing schedule does not apply to the payroll
period ending 11/10/01. Agencies should refer to Accounts and Reports Informational Circular No. 02-
P-010 for important information regarding the key payroll processing deadlines which apply for the
payroll period. It is important to note that the SHaRP system will not be available to on-line users on
Thursday, 11/15/01 due to the batch processing which must occur to ensure the timely issuance of pay
on Wednesday, 11/21. Also, the Run 'A" off cycle for payroll period ending 11/10/01 will be processed
on FRIDAY, NOVEMBER 16, 2001, with checks dated 11/21/2001.

Return to SHARP Message Page
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SHARP Message #470

DATE: 11/14/01

AUTHOR: Brent Smith

SUBJECT: Pay Differential - Certified Asbestos Removal
MESSAGE TEXT:

A $.60 pay differential per hour is available for asbestos removal preformed by employees in approved
Maintenance and Trades job classifications who have attained a Kansas Class | Asbestos Worker
Certification. This pay differential is authorized by Executive Directive No. 01-316 and is effective
November 11, 2001. To record this pay differential in SHARP Time and Leave, enter the SF7 (Shft7-
.60) earnings code.

Please refer to Executive Directive No. 01-316 for specific details regarding the positions that are
approved to receive this pay differential.

You may contact your Division of Personnel Services Human Resource Consultant if you did not
receive a copy of the Executive Directive.
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SHARP Message #471

DATE: 11/15/01
AUTHOR: Brian Frahm
SUBJECT: SQR Update #21
MESSAGE TEXT:

Attention technical staff:

A new sqgr update is available. It contains updates to several sqrs, and should be applied as soon as
possible. The instructions for the update are located at:

ftp://165.201.56.7/PSFT7/Instructions/sqrs0021.txt
Sqr files included in the update are:
* KPER217 - Supervisors With Overdue Employee Reviews

* KPER219 - Supervisors Without Supervisory Training
* KPER247 - Supervisors Needing Continuing Education Training
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SHARP Message #4172

DATE: 11/21/01

AUTHOR: Liz Wong

SUBJECT: Notice of Vacancy Reports Are Now Available
MESSAGE TEXT:

Due to batch job problems last night (Tuesday, November 20, 2001), the Notice of VVacancy reports are
delayed. They will be posted as soon as the jobs are re-run today.

We will update this message as soon as the jobs are posted.

If you have questions regarding this message please call Jesse Maddox or Elizabeth Wong at (785)
296-4278.

UPDATE: The Notice of Vacancy reports are now available
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SHARP Message #473

DATE: 11/29/2001

AUTHOR: Connie Guerrero

SUBJECT: SHARP System Access Restricted on 12-7-01
MESSAGE TEXT:

SHARP system access will be restricted for all on-line users on Friday, 12/07/01 from 2:00 p.m. until
5:00 p.m. to allow the Division of Information Systems and Communications the ability to test a new
backup and restore procedure for the SHARP database. The SHARP system will be available during
normal access hours on Saturday and Sunday. Thank you for your cooperation and we apologize for
any inconvenience this may cause you.
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SHARP Message #474

DATE: 11/30/2001

AUTHOR: Connie Guerrero

SUBJECT: 12-9-01 1.5% General Increases instructions
MESSAGE TEXT:

In accordance with implementation of the Governor's Pay plan for FY 2002, all classified employees
will receive a 1.5% general increase effective December 9, 2001. An effective dated row of December
9, 2001, will automatically be inserted into their job data on Sunday, December 16, 2001. The
December 9, 2001 job data row will include the action/reason code combination of PAY/COL and the
compensation rate for their current step adjusted by the general increase. This includes those employees
who are on steps above range. This update does not include classified employees at Regents
Institutions. These agencies will process their own employees. In addition, employees who are on an
unpaid leave of absence will not be updated. These employees will be updated on a case by case basis
when/if they return to active status at some point in the future.

Please ensure that all job data rows that are effective dated prior to or equal to December 9, 2001 are
added before Sunday, December 16, 2001. This includes promotions, demotions, transfers, terminations
and any other transactions that require a job data row to be inserted to employee work history. Do not
enter rows dated greater than December 9, 2001 until after the general increase has been loaded on
December 16, 2001.
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SHARP Message #475

DATE: 12/4/2001

AUTHOR: Patti Pearce

SUBJECT: 12-9-2001 Open Enrollment Job Data Rows
MESSAGE TEXT:

The 12-09-2001 Open Enrollment rows in Job Data were intentionally deleted yesterday. The
information is no longer needed in Job Data.

Also, Division of Personnel Services staff is in the process of entering unclassified merit increases
which are effective 12-09-2001 into eligible employees' job data. Please contact Patti Pearce at
patti.pearce@da.state.ks.us or call at (785) 296-7232 if you have any questions.

See SHARP message 474 for information on the 1.5% general increase effective 12-09-2001.
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SHARP Message #476

DATE: 12/10/2001

AUTHOR: Patti Pearce

SUBJECT: Additional State Holiday- Dec. 24, 2001.
MESSAGE TEXT:

The Governor has granted an additional state holiday on Monday, Dec. 24, 2001. Following is the text
of a December 7, 2001 memo the Governor sent to state agencies.

"In accordance with K.A.R. 1-9-2, | hereby announce that | have designated Monday, December 24,
2001 as an additional state holiday for calendar year 2001. Declaring Monday, December 24, 2001 as a
state holiday is a way to allow our state employees valuable time with family and friends, and
flexibility for their holiday plans. Traditionally Christmas Eve has not been a paid holiday for state
employees, but this year December 24 falls between a weekend and a Tuesday Christmas.

It is the intention of the holiday regulation that all full-time employees who are entitled to holidays
receive credit for a holiday, and that partial credit be given to part-time employees who are entitled to
holidays in accordance with K.A.R. 1-9-2."

Return to SHARP Message Page
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SHARP Message #4177

DATE: 12/10/2001

AUTHOR: Lisa Kerwin

SUBJECT: Payroll Schedule Changes Due to 12/24 Holiday
MESSAGE TEXT:

As a result of Governor Graves declaring Monday, December 24, 2001 as an additional state holiday
for 2001, the following changes are being made to the December payroll processing schedule:

- the check date for the 'B' off-cycle for the payroll period ending 12/08/2001 scheduled to be generated
on Wednesday, 12/19 will be changed from 12/24 to 12/26;

- the 'C’ off-cycle for the period ending 12/08/2001 will continue to be scheduled for processing on
Monday, 12/24; however, the creation of paysheets and the first preliminary payroll calculation for the
on-cycle payroll for the period ending 12/22/2001 will be delayed until Wednesday, 12/26. This delay
will allow agencies to continue to have one working day after the end of the payroll period to enter job
actions effective for the period ending 12/22 and have the job changes reflected in the paysheets. The
final calculation and confirm for the on-cycle payroll for the period ending 12/22/2001 is not changing
and will still occur on Friday, 12/28.

The December 24th holiday credit earnings code (HDC or HDE) and hours will automatically default
into employee's 12/23/01-01/05/02 timesheets for employees attached to all of the holiday schedules,
except PSTV.

The Division of Accounts and Reports will be issuing an informational circular to advise all state
agencies of these changes to the SHaRP processing calendar for December.

Questions regarding the payroll processing changes should be directed to Payroll Services.

Return to SHARP Message Page
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SHARP Message #4178

DATE: 12/11/2001

AUTHOR: Liz Wong

SUBJECT: Christmas Holiday, Job Requisitions and NOV's
MESSAGE TEXT:

Opening and closing dates for Job Requisitions will remain unchanged for the December 26 to January
4th recruitment period. However, due to Monday, December 24th and Tuesday, December 25th being
official State Holiday's, all job requisitions must be entered into SHARP by noon on Friday, December
21st for them to appear on the Notice of Vacancy Reports. The Notice of Vacancy Reports will be
placed in agency mailboxes mid- to-late morning on Wednesday, December 26th. If you have
additional questions, please contact Liz Wong at 785-296-6895.
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SHARP Message #479

DATE: 12/19/2001

AUTHOR: Nancy Ruoff

SUBJECT: US Savings Bond Spec - Delete Cache Files
MESSAGE TEXT:

Changes have recently been made to the PeopleCode that processes behind the U.S. Savings Bond Spec
panel in PeopleSoft. In order for these changes to take effect, all users who have access to the U.S.
Savings Bond Spec panel should delete their cache files at this time.

To delete cache files, a user should exit out of SHaRP, open the SHaRP signon screen, and click on
Delete Cache Files in the upper left-hand corner of the signon screen. After completing this task, the

user may log back into SHaRP. A slight delay in processing time will occur during the first session of
use as the system accesses the updated panels.

Thank you!
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SHARP Message #480

DATE: 12/19/2001

AUTHOR: Brent Smith

SUBJECT: Time and Leave - Inclement Weather Policy
MESSAGE TEXT:

Governor Bill Graves issued a new Inclement Weather Policy that is effective 12/23/2001. The
following information addresses how that policy relates to SHARP Time and Leave.

Record leave for benefits eligible non-essential employees who are scheduled to report to work while
the Inclement Weather Policy is invoked with IWN (Inclement Weather - Non-exempt) or IWE
(Inclement Weather - Exempt). Both non-exempt and exempt employees record this leave in .25
increments. Classified temporary employees do not receive Inclement Weather pay.

Employees who work during the period of Declared Inclement Weather shall record hours worked as
they normally would had there not been a Declaration of Inclement Weather.

Employees who received prior approval for authorized leave during the period covered by the
Declaration of Inclement Weather shall record the leave they originally requested instead of IWN or
IWE.

The Memorandum and Policy were e-mailed to Cabinet Secretaries and Agency Heads Monday,
December 17, 2001.
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SHARP Message #4381

DATE: 12/26/2001

AUTHOR: Brent Smith

SUBJECT: 2002 Discretionary Day
MESSAGE TEXT:

A SHARP batch program will update the year 2002 Discretionary Day balances the evening of
12/28/01.

Eligible employees may use the year 2002 Discretionary Day on any day from 12/23/01-12/21/02.

Employee's check stubs will display a "DD" if the employee has a Discretionary Day balance. Once the
"day" has been used, the "DD" is removed from the checkstub and the balance in SHARP is reduced to

Zero.

NOTE: During the year, the system is programmed to insert a Discretionary Day for eligible hired and
rehired employees once they reach their six-month anniversary. This insert generally occurs one week
following the end of the pay period in which the employee was eligible. If the employee wishes to use
the discretionary day during the pay period it is earned, it is necessary to send a request to

request.sharp@da.state.ks.us to increase the balance.
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SHARP Message #482

DATE: 12/27/2001

AUTHOR: LIZ WONG

SUBJECT: New Year Holiday, Job Requisitions And NOV'S
MESSAGE TEXT:

Opening and closing dates for Job Requisitions will remain unchanged for the January 2nd to January
11th recruitment period. However, due to Tuesday, January 1st being an official State Holiday, all job
requisitions must be entered into SHARP by 5:00 PM on Monday, December 31st for them to appear
on the Notice of Vacancy Reports. The Notice of Vacancy Reports will be placed in agency mailboxes
mid- to-late morning on Wednesday, January 2nd. If you have additional questions, please contact Liz
Wong at 785-296-6895.
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