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SHaRP - Message #514

SHARP Message #514

DATE: 1/8/03

AUTHOR: NANCY RUOFF

SUBJECT: 2002 W2 FORMS/KTXPR55 REPORT
MESSAGE TEXT:

Please be advised that the final KTXPR55 W2 Listing Report for 2002 is dated 12/27/02 and is available in the
agency MVS report directories. At this time it is anticipated that the 2002 Employee W2 Wage and Tax Statement
Forms will be mailed following the Martin Luther King Holiday. Please be assured everything possible is being done
to secure the earliest mailing date for these forms prior to the January 31st IRS deadline. When the official mail date
is determined, a new message will be posted to advise agencies of that date.
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SHaRP - Message #515

SHARP Message #515

DATE: 1/13/03

AUTHOR: DEPT OF ADMIN SHARP TEAM

SUBJECT: SHARP SYSTEM ACCESS RESTRICTED JAN 18-19,2003
MESSAGE TEXT:

The SHARP system will be unavailable starting at 6:00 p.m. on Friday, January 17, 2003 until 7:00 a.m. on Monday,
January 20, 2003. The Department of Administration is completing the second phase of an initiative to archive
historical data in the SHARP system to improve overall system performance and in preparation of the SHARP 8.0
upgrade. SHARP system tables being archived include employee time and leave information, W-2 data, paycheck
data and employee payroll balances.

SHARRP data in the selected tables for 1996 will be archived during the weekend of January 18-19, 2003. After the
archive process is completed this data will no longer be available in the SHARP database. Additional archives will
occur during the next four

months until all data prior to calendar year 2000 in the tables mentioned above have been archived from the SHARP
system. Please note the KPAY318 report uses data stored in the balance tables affected by the archive process.
Therefore, you will no longer be able to generate this report for calendar years included in the archiving initiative. If
the agency needs a record of an employee's earnings, taxes and deductions for a particular year, it will be necessary
for the agency to generate and print the KPAY318 report prior to the archive date for that year.

Additional information regarding the schedule the next three archives will be included in the January issue of the
SHARPSHOOTER and in subsequent SHARP messages.
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SHaRP - Message #516

SHARP Message #516

DATE: 1/17/03

AUTHOR: LISA KERWIN

SUBJECT: MAILING OF FORMS W-2 FOR 2002
MESSAGE TEXT:

Forms W-2 for for all employees who received wages in calendar year 2002 were sent to the United States Postal
Service for mailing on Friday, January 17, 2003.

As outlined in Informational Circular No. 03-P-032, issued January 6, 2003, all W-2 forms which are considered
undeliverable by the Postal Service will be returned to the agency. Please refer to this circular for instructions on

handling undeliverable W-2's. The circular also contains information regarding the procedures to be followed for
requesting and receiving duplicate forms W-2 for calendar year 2002.
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SHaRP - Message #517

SHARP Message #517

DATE: 1/22/03

AUTHOR: ROGER BASINGER

SUBJECT: SAVINGS BONDS HOLDING PERIODS
MESSAGE TEXT:

The Federal Reserve Bank of Kansas City has notified Payroll Services that effective February 1, 2003 the holding
period for newly issued Series EE and | U.S. Savings Bonds will be extended from six months to 12 months. Series
EE and | Savings Bonds issued with a February 2003 or later date cannot be redeemed until they are at least 12
months old. In addition, Series EE Savings Bonds with a February 2003 or later issue date cannot be exchanged for
Series HH Savings Bonds until they are 12 months old.

Although the extension of the holding period pertains to both Series EE and | Savings Bonds, agencies are reminded
that only Series EE Savings Bonds are available through payroll deduction for State of Kansas employees. The
information concerning the | Bonds is being shared for those employees who purchase | Bonds through some other
mechanism.

Employee who have questions concerning this change are encouraged to visit the www.savingsbonds.gov web site or
to contact the Kansas City Savings Bond Department at (800) 333-2919.

Return to SHARP Message Page

Page last modified on:

file://IC|//USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/517.htm[9/21/2011 4:29:59 PM]



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

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

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



		Local Disk

		SHaRP - Message #517






SHaRP - Message #518

SHARP Message #518

DATE: 2/11/03

AUTHOR: DEPT OF ADMINISTRATION SHARP TEAM
SUBJECT: SHARP SYSTEM ACCESS RESTRICTED FEB 15,2003
MESSAGE TEXT:

The SHARP system will be unavailable starting at 6:00 p.m. on Friday, February 14, 2003 until 1:00 p.m. on Sunday,
February 16, 2003. The Department of Administration is completing the third phase of an initiative to archive
historical data in the SHARP system to improve overall system performance and in preparation of the SHARP 8.0
upgrade. SHARP system tables being archived include employee time and leave information, W-2 data, paycheck
data and employee payroll balances.

SHARRP data in the selected tables for 1997 will be archived on Saturday, February 15, 2003. After the archive process
is completed this data will no longer be available in the SHARP database. Additional archives will occur during the
next three months until all data prior to calendar year 2000 in the tables mentioned above have been archived from
the SHARP system. Please note the KPAY 318 report uses data stored in the balance tables affected by the archive
process. Therefore, you will no longer be able to generate this report for calendar years included in the archiving
initiative. If the agency needs a record of an employee's earnings, taxes and deductions for a particular year, it will be
necessary for the agency to generate and print the KPAY318 report prior to the archive date for that year.

Additional information regarding the schedule of the next three archives is included in the January issue of the
SHARPSHOOTER and in subsequent SHARP messages.
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SHaRP - Message #519

SHARP Message #519

DATE: 2/11/03

AUTHOR: LIZ WONG

SUBJECT: ROFR/IR RIGHTS END ON MARCH 1, 2003
MESSAGE TEXT:

The existing ROFR/IR layoff rights for Topeka Correctional Facility will end on March 1st, 2003. The Notice of
Vacancy Report for the week of February 19th, 2003 will be the last week agencies will need to enter ROFR
statements in the Job Requisition Data 2 panel. The last day to enter ROFR statements will be Tuesday, February
18th, 2003 by 5:00pm. If you have further questions, please contact Elizabeth Wong at 296-6895.
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SHaRP - Message #520

SHARP Message #520

DATE: 2/21/03

AUTHOR: LISA KERWIN

SUBJECT: STARS TRANSACTIONS FOR THE 2/28/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending February 15, 2003 will not be processed into STARS until Wednesday
night, February 26, 2003.
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SHaRP - Message #521

SHARP Message #521

DATE: 3/6/03

AUTHOR: LISA KERWIN

SUBJECT: STARS TRANSACTIONS FOR THE 3/14/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending March 1, 2003 will not be processed into STARS until Wednesday night,
March 12, 2003.
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SHaRP - Message #522

SHARP Message #522

DATE: 3/10/03

AUTHOR: DEPT OF ADMINISTRATION SHARP TEAM

SUBJECT: SHARP SYSTEM ACCESS RESTRICTED MARCH 15, 2003
MESSAGE TEXT:

The SHARP system will be unavailable starting at 6:00 p.m. on Friday, March 14, 2003 until 1:00 p.m. on Sunday,
March 16, 2003. The Department of Administration is completing the fourth phase of an initiative to archive historical
data in the SHARP system to improve overall system performance and in preparation of the SHARP 8.0 upgrade.
SHARP system tables being archived include employee time and leave information, W-2 data, paycheck data, and
employee payroll balances.

SHARRP data in the selected tables for 1998 will be archived on Saturday, March 15, 2003. After the archive process is
completed this data will no longer be available in the SHARP database. An archive of 1999 data is tentatively
scheduled for April 25 and 26.

Please note the KPAY 318 report uses data stored in the balance tables affected by the archive process. Therefore, you
will no longer be able to generate this report for calendar years included in the archiving initiative. If the agency
needs a record of an employee's earnings, taxes and deductions for a particular year, it will be necessary for the
agency to generate and print the KPAY318 report prior to the archive date for that year.

Additional information regarding the schedule of the next archive is included in the January issue of the
SHARPSHOOTER http://da.state.ks.us/sharp/documents/ssjan03.pdf and in subsequent SHARP messages

http://da.state.ks.us/sharp/documents/message.htm.
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SHaRP - Message #523

SHARP Message #523

DATE: 3/14/03

AUTHOR: CONNIE GUERRERO

SUBJECT: EEO CLASS FIELD UPDATE ON MARCH 19
MESSAGE TEXT:

In order to ensure all data in the SHARP system is accurate prior to the conversion to PeopleSoft 8.0 this June, the
Department of Administration is constantly reviewing data to look for data integrity issues. We identified that the
EEO Class field, located in Position Data and Job Data, was not correct in all cases. The Division of Personnel
Services in coordination with the Division of Information Systems and Communications has developed a batch
program to update the EEO Class field on the most current effective dated row in Position Data and Job Data to
match the value on the Job Code table.

The batch update will occur during the morning of Wednesday, March 19, 2003. This will be a one-time update to the
SHARP database. 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 #524

SHARP Message #524

DATE: 3/20/03

AUTHOR: LISA KERWIN

SUBJECT: STARS TRANSACTIONS FOR THE 3/28/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending March 15, 2003 will not be processed into STARS until Wednesday night,
March 26, 2003.
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SHaRP - Message #525

SHARP Message #525

DATE: 3/31/03

AUTHOR: BRENT SMITH

SUBJECT: DAYLIGHT SAVING TIME IMPLEMENTED
MESSAGE TEXT:

Clocks are set ahead at 2:00 AM Sunday (April 6, 2003) 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.

You can access Bulletin No. 96-01 at http://da.state.ks.us/ps/documents/bulletins/9601.htm

Return to SHARP Message Page

Page last modified on:

file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/525.htm[9/21/2011 4:30:00 PM]



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

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

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



		Local Disk

		SHaRP - Message #525






SHaRP - Message #526

SHARP Message #526

DATE: 4/7/03

AUTHOR: CARLA JOHNSTON

SUBJECT: STARS TRANSACTIONS FOR THE 4/11/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending March 29, 2003 will not be processed into STARS until Wednesday night,

April 9, 2003.
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SHaRP - Message #527

SHARP Message #527

DATE: 4/17/03

AUTHOR: LISA KERWIN

SUBJECT: STARS TRANSACTIONS FOR THE 4/25/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending April 12, 2003 will not be processed into STARS until Wednesday night,

April 23, 2003.
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SHaRP - Message #528

SHARP Message #528

DATE: 4/25/03

AUTHOR: Department of Administration SHARP Team

SUBJECT: SHARP SYSTEM ACCESS RESTRICTED APRIL 26, 2003
MESSAGE TEXT:

The SHARP system will be unavailable starting at 6:00 p.m. on Friday, April 25, 2003 until 1:00 p.m. on Sunday,
April 27, 2003. The Department of Administration is completing the fifth and final phase of an initiative to archive
historical data in the SHARP system to improve overall system performance and in preparation of the SHARP 8.0
upgrade. SHARP system tables being archived include employee time and leave information, W-2 data, paycheck
data, and employee payroll balances.

SHARRP data in the selected tables for 1999 will be archived on Saturday, April 26, 2003. After the archive process is
completed this data will no longer be available in the SHARP database.

Please note the KPAY318 report uses data stored in the balance tables affected by the archive process. Therefore, you
will no longer be able to generate this report for calendar years included in the archiving initiative. If the agency
needs a record of an employee's earnings, taxes and deductions for a particular year, it will be necessary for the
agency to generate and print the KPAY318 report prior to the archive date for that year.

Additional information regarding the schedule of the archive process was included in the January issue of the
SHARPSHOOTER http://da.state.ks.us/sharp/documents/ssjan03.pdf and in previous SHARP messages

http://da.state.ks.us/sharp/documents/message.htm.
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SHaRP - Message #529

SHARP Message #529

DATE: 5/01/03

AUTHOR: LISA KERWIN

SUBJECT: STARS TRANSACTIONS FOR THE 5/9/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending April 26, 2003 will not be processed into STARS until Wednesday night,
May 7, 2003.
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SHaRP - Message #530

SHARP Message #530

DATE: 5/16/03

AUTHOR: LISA KERWIN

SUBJECT: STARS TRANSACTIONS FOR THE 5/23/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending May 10, 2003 will not be processed into STARS until Wednesday night,
May 21, 2003.
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SHaRP - Message #531

SHARP Message #531

DATE: 5/29/03

AUTHOR: LISA KERWIN

SUBJECT: STARS TRANSACTIONS FOR THE 6/06/03 PAYCHECKS
MESSAGE TEXT:

In order to better manage the State General fund balance, Regents payroll expenditures and SHARP encumbrances for
the on-cycle payroll for the period ending May 24, 2003 will not be processed into STARS until Wednesday night,

June 4, 2003.
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SHaRP - Message #532

SHARP Message #532

DATE: 6/03/03

AUTHOR: BRENT SMITH

SUBJECT: VACATION TRANSFER TO SICK LEAVE INSTRUCTIONS
MESSAGE TEXT:

Vacation Leave Overage Transfer Instructions are available at the SHARP Customer Service Website, Documents
page: http://da.state.ks.us/sharp/documents/

You will find three documents there that will aid you in determining how to transfer up to 20 hours of vacation leave
overage to sick leave for eligible employees using the SLA earnings code on the 06/07/03 timesheets for those
employees who are eligible for vacation leave transfer. These documents are: Fiscal Year End Pay Periods, VVacation
Overage Detailed Instructions, and Vacation Overage General Instructions.

This procedure is a result of a change to Kansas Administrative Regulation 1-9-4 that was effective in June 2002. It
affects all classified employees and unclassified employees who follow Executive Order 98-7 and whose vacation
leave balance is over the maximum allowed.

Questions regarding how to enter the transfer codes may be directed to brent.smith@da.state.ks.us. Questions
regarding the regulation may be directed to kraig.knowlton@da.state.ks.us.
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SHaRP - Message #533

SHARP Message #533

DATE: 6/06/03

AUTHOR: LISA KERWIN

SUBJECT: ON-CYCLE PAYROLL FOR THE PERIOD ENDING 6/7/03
MESSAGE TEXT:

REMINDER - Due to the SHaRP conversion to PeopleSoft version 8.0 which will begin on June 14th, 2003 the final
calculation and confirm for the on-cycle payroll for the period ending June 7th will occur on Wednesday, June 11th.
Please review your KPAY010, Employees Not Processed report to ensure that all employees are processed in this
shortened calc week.

Once the conversion has occurred, agencies will not be able to enter on-line adjustment requests for any paychecks
created in v7.02. After Friday, June 13th, any adjustments needed to v7.02 paychecks must be submitted to the
Division of Accounts and Reports, Payroll Services using Form DA-180.

Agencies should refer to Informational Circulars 03-P-040 and 03-P-043 for more detailed information regarding
payroll processing guidelines during the month of June and for the remainder of calendar year 2003.
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SHaRP - Message #534

SHARP Message #534

DATE: 6/09/03

AUTHOR: BRENT SMITH

SUBJECT: VAC OVERAGE SICK LVE CONVERSION DUE WED 06/11
MESSAGE TEXT:

NOTICE: Because final pay calculation for the 06/07/03 pay period is Wednesday, June 11th, vacation overage hours
being converted to sick leave (SLA earnings code with up to 20 hours) must be entered on the 06/07/03 timesheet by
6 PM Wednesday, June 11, 2003. See SHARP message 532 for more information.
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SHARP Message #535

DATE: 6/10/03

AUTHOR: BRENT SMITH

SUBJECT: SHARP 7.02 TO SHARP 8.0 RECRUITMENT KEY DATES
MESSAGE TEXT:

7.02 Employment Registration Process Key Dates

Last Day SHARP 7.02 Employment Registration Booklets (seven booklets) will be processed via the web and scanner
is Thursday, June 12th.

Friday, June 13th will be the last day to run certified eligible candidate pool reports in 7.02. NOTE: Certified Eligible
Candidate Pool Reports will NOT be available in 8.0.

Applicant Summary Reports will continue to be available in SHARP 8.0.

8.0 Employment Registration Process Key Dates
New SHARP 8.0 Employment Registration web form will be available on Wednesday, June 18th. Agencies may also
key personal information for new applicants directly into SHARP.

Job Requisition Process Key Dates
Last Day for entry of SHARP 7.02 Job Requisition data for the Notice of VVacancy reports will be Tuesday, June 10th
by 5:00pm.

The Last Notice of Vacancy Report from SHARP 7.02 will be Wednesday, June 11th.

NOTE: The First Day to begin Job Requisition data entry for the Notice of VVacancy reports in SHARP 8.0 will be
Wednesday, June 25th. You may begin entering requisitions in SHARP 8.0 on or after June 18th but they will NOT
post until June 25th.

? All requisitions that remain open in SHARP 7.02 will migrate to SHARP 8.0

NOTE: You need to follow the below steps in order for your SHARP 7.02 requisition to post correctly in SHARP 8.0
on JUNE 25th .

1) Select job description type : Select Posting

2) Select position information posting type: Select only ONE choice, External, Internal, or Agency. Please delete any
additional rows of data.

3) You can modify or expand the text listed in the position information box that migrated from SHARP 7.02. SHARP
8.0 allows unlimited text entry.

4) If you want your requisition to be posted statewide in lieu of an individual county, click on the statewide box.

5) Review the open and close dates of the requisition as the requisition will not post until June 25th, please adjust the
close date to account for minimum or maximum recruitment periods.

6) You will need to click on the OK to Post box for requisitions to

appear on the Job Posting Page for Wednesday, June 25th.

7) FINAL STEP: Save your changes to the requisition, once saved the requisition will be live on the Internet.

? NOTE: SHARP 8.0 allows requisitions to be posted daily in lieu of weekly.
Conversion of Applicant Personal Data

All Applicant Personal Data information including highest level of education and veteran's preference will be
available in SHARP 8.0 on Wednesday, June 18th.
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? All applicant skills including license and certifications will be purged and will NOT be available in 8.0.
? Confirmation letters will continue to be mailed for notification of applicant and employee 1D numbers.

Please refer to the Recruit Workforce Computer Based Training. How Do I's.. For step by step instructions on the
SHARP 8.0 recruitment processes. http://da.state.ks.us/sharp/CBT-intro.htm

Return to SHARP Message Page
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SHARP Message #536

DATE: 6/13/03

AUTHOR: EARL BRYNDS

SUBJECT: FY 2004 UPDATES TO DEPARTMENT BUDGET TABLES
MESSAGE TEXT:

The process to insert a new effective dated row of 06/08/2003 in the Department Budget tables in SHaRP v7.0 has
been completed.

Agencies can now enter any FY2004 funding changes that need to be made and should do so using an effective date
of 06/09/2003 or later. Agencies can wait until after the conversion to SHaRP v8.0 to do this task. In SHaRP v8.0,
agencies will be able to use the new functionality where the funding used on the Department Budget Earns table can
default to the Department Budget Deduction and Tax tables using the Default Funding Source Option field on the
Dept Budget Date page. Please see the CBT Commitment Accounting Book for more information about using this
new functionality. Agencies are scheduled to have access to SHaRP v8.0 by 7:00 a.m. on Wednesday, June 18.

Questions regarding funding in SHaRP should be directed to Steve Banning in Payroll Services at (785) 296-7059 or
Sunni Zentner at (785) 296-7058.

Return to SHARP Message Page
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SHARP Message #537

DATE: 7/20/03

AUTHOR: Connie Guerrero

SUBJECT: 1.5% General Increase Instructions
MESSAGE TEXT:

All classified employees will receive a 1.5% general increase effective July 20, 2003. An effective dated row of July
20, 2003, will automatically be inserted into their job data on Sunday, July 27, 2003. The July 20, 2003 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 July 20, 2003 are added before Sunday,
July 27, 2003. 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 July 20, 2003 until after
the general increase has been loaded on Sunday, July 27, 2003.

Return to SHARP Message Page
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SHARP Message #538

DATE: 7/29/03

AUTHOR: Liz Wong

SUBJECT: Applicant Process Enhancements
MESSAGE TEXT:

We are pleased to announce two new enhancements to the recruitment process
in SHARP.

The Applicant Summary Report located in Recruit Workforce has been updated
to remove the Disabled Veteran's column from the report. Since the

elimination of the skills registration and point process all applicants

certified as veterans will be offered an interview for any vacancy for

which they meet the minimum requirements. Therefore, a separate

distinction for disabled veteran no longer exists.

The second change relates to the Job Requisition Data screens. Two
existing fields on the Job Details page are now enterable. Agencies now
have the ability to enter the 'From Grade' and 'From Step' when
establishing job requisitions in SHARP. This gives agencies the flexibilty
to indicate a higher beginning rate of pay when needed for recruiting
purposes. The current pay grade assigned to the Job Code will
automatically default into the job requisition.

If you have additional questions or concerns regarding these changes,
please contact: Connie Guerrero at connie.guerrero@da.state.ks.us or
Elizabeth Wong at elizabeth.wong@da.state.ks.us.

Return to SHARP Message Page
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SHARP Message #539

DATE: 7/31/03

AUTHOR: Liz Wong

SUBJECT: SHARP 8.0 Recruitment Tips
MESSAGE TEXT:

How To Avoid Duplicate ID Numbers

To avoid creating duplicate Applicant ID numbers please check Applicant Data records in Recruit Workforce and
Personal Data records in Administer Workforce before entering an applicant’s Personal Data information and
assigning a new Applicant ID number

Listed below are several options for finding existing applicants and employees:

Home > Develop Workforce > Recruit Workforce (GBL) > Use > Applicant Data

Home > Administer Workforce > Administer Workforce (GBL) > Use > Personal Data

Home > Administer Workforce > Administer Workforce (GBL) > Use > Name Search

Home > Administer Workforce > Administer Workforce (GBL) > Inquire > Search by National ID

Applicant Data in Recruit Workforce and Personal Data in Administer Workforce are now stored on two separate
tables

AN Employee ID number will ONLY show up in the Recruit Workforce pages in SHARP 8.0 if that individual has
previously applied and been associated to a requisition.

If you locate an Employee 1D number that does not appear in any of the Recruit Workforce pages you must add it to
the Applicant Data information to create an applicant record.

To do this go to:

Home > Develop Workforce > Recruit Workforce (GBL) > Use > Applicant Data

Choose: ADD A NEW VALUE

Enter the Applicant ID: Use their existing employee 1D number

Enter the Employee ID: Use their existing employee ID number

NOTE: It is very important that you enter the Employee ID number in the Applicant ID field or this employee will be
assigned an Applicant ID in addition to their Employee ID.

How to Select Correct Job Requisition Posting Dates
Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job Requisition Data
Remember: SHARP 8.0 allows you to future date your job requisitions. If you want your requisition to POST to the
Notice of Vacancy report that is updated daily at approximately 8:00 PM (Monday through Friday) please use the

calendar date of the day that you are entering your requisition in SHARP. Also, please remember to click on ‘OK to
POST".

How to select Correct Posting Type
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Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job Requisition Data

The posting type that you select first (Example: External) in Sharp 8.0 will be the posting type that is posted to the
Notice of Vacancy Report

You only need to select one Posting Type.

Hiring a Temporary 999 hour position or Unclassified Position when no job requisition number has been assigned

If the individual you are hiring does not have an Applicant or Employee ID number
Choose Hire and then ADD A NEW VALUE in Administer Workforce
The system will assign an Employee 1D number

Home > Administer Workforce > Administer Workforce (GBL) > Use > Hire

Entering Offer Accepted in Applicant Activity
This is a crucial step that you will need to follow that allows your requisition to reflect "Filled" status
Home > Develop Workforce > Recruit Workforce (GBL) > Use > Applicant Activity

Click on "OFFERS TAB" in Applicant Activity then scroll down to Offers, click on RESPONSE TAB under
*Response scroll and Click on Accepted. Then click on Save

Applicant Process Enhancements

Changes to Applicant Summary Report
The Applicant Summary Report located in Recruit Workforce has been updated
To remove the Disabled Veteran's column from the report. Since the elimination of the skills registration and point
process all applicants certified as veterans will be offered an interview for any vacancy for which they meet the
minimum requirements. Therefore, a separate
distinction for disabled veteran no longer exists.

Home > Develop Workforce > Recruit Workforce (GBL) > Report > Applicant Summary

Changes to Job Requisition Data Screens
The second change relates to the Job Requisition Data screens. Two existing fields on the Job Details page are now
enterable. Agencies now have the ability to enter the 'From Grade' and 'From Step' when establishing job requisitions
in SHARP. This gives agencies the flexibility to indicate a higher beginning rate of pay when needed for recruiting
purposes. The current pay grade assigned to the Job Code will automatically default into the job requisition.

Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job Requisition Data
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Please refer to the CBT Training information on Recruit Workforce located at: http://da.state.ks.us/sharp/

Return to SHARP Message Page
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SHARP Message #540

DATE: 8/14/03

AUTHOR: SHARP Team

SUBJECT: Final Issue (August) of the SHARP-SHOOTER is now Available!!
MESSAGE TEXT:

This is the final issue of the SHaRP-SHOOTER. You can read it on the
Department of Administration's SHaRP web page at
http://da.state.ks.us/sharp/.

This final issue features:

* Tips on printing employee self-service paychecks.

* Payroll funding notices.

* How to avoid duplicate Applicant IDs, correcting recruitment posting
dates, and other Recruitment Tips.

* Employee Earnings and Deduction Balances

*and more.....

You can also view the archives, which includes all the SHARP-SHOOTER

newsletters since March 1998.

Return to SHARP Message Page
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SHARP Message #541

DATE: 8/14/03

AUTHOR: SHARP Team

SUBJECT: SHARP & SHARP Employee Self-Service Unavailable 6AM-1PM Sunday, August 17th
MESSAGE TEXT:

SHARP and SHARP Employee Self-Service Unavailable 6AM-1PM Sunday, August
17th

As part of an ongoing effort to upgrade the environmental equipment in the

DISC data center, a Power Distribution Unit (PDU) will be replaced this

Sunday. The work involves shutting down power to certain pieces of

equipment while the electrical cables are moved from the old PDU to the

new PDU. The storage device housing SHARP data is one piece of equipment
affected by this work. For this reason, the SHARP application (both SHARP

and SHARP Self-Service) will not be available this Sunday, August 17th,

from 6:00 AM until 1:00 PM. We are sorry for any inconvenience this may

cause.

Return to SHARP Message Page
Page last modified on:
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SHARP Message #542

DATE: 8/25/03

AUTHOR: Connie Guerrero & Liz Wong

SUBJECT: SHARP 8.0 Recruitment Tips - Job Posting Type Selection
MESSAGE TEXT:

Sharp 8.0 Recruitment Tips ( also available in Word format at http://www.da.state.ks.us/sharp )

The guidelines listed below are to assist agencies in determining how to select a Posting Type when advertising for
job vacancies.

Selection of Job Posting Type

Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job Requisition Data
Job Posting Tab

Posting Information

Example:
Posting Type, Date Opened, Date Closed
External, 8/22/2003, 8/29/2003

When selecting the posting type for the announced vacancy, choose only one posting type that best serves your
agencies recruitment needs.

Posting Type Definitions: External: Available to any person Internal: Limited to current employees and persons with
reinstatement or reemployment rights Agency: Limited to current employees within the agency and reemployment
eligible persons

Sharp 8.0 will only post one posting type definition at a time. You do not need to list multiple posting types, as they
will not post to the daily Notice of Vacancy Report.

Example of a Re-Posted Requisition:
Posting Type, Date Opened, Date Closed
Internal, 6/26/2003, 07/07/2003

External, 8/21/2003, 8/30/2003

When re-posting a vacancy, Sharp 8.0 will look at the dates first then the highest Alpha letter, since the Internal
Requisition opened on 6/26/2003 and closed on 07/07/2003, the highest date will post, in this case External

Posting Type Definitions:
External: Available to any person

nternal: Limited to current employees and persons with reinstatement or reemployment rights Agency: Limited to
current employees within the agency and reemployment eligible persons

Example of different recruitment Types and Dates:
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Posting Type Date Opened Date Closed
Internal, 6/26/2003, 07/07/2003
External, 07/08/2003, 07/15/2003

When selecting different recruitment types and dates, Sharp 8.0 will look at the dates first, then the highest Alpha
letter, since Internal Opened on 6/26/2003 and closed on 07/07/2003, then the highest date would post, in this case
External.

Posting Type Definitions:

External: Available to any person

Internal: Limited to current employees and persons with reinstatement or reemployment rights Agency: Limited to
current employees within the agency and reemployment eligible persons

Example of different recruitment Types with the Same Dates:
Posting Type Date Opened Date Closed

Internal, 07/08/2003, 07/15/2003

External, 07/08/2003, 07/15/2003

When selecting different recruitment types with the same dates, Sharp 8.0 will look at the dates first, then the highest
Alpha letter, since Internal Opened on 07/08/2003 and External also Opened on 07/08/2003, the highest Alpha letter
would post, in this case Internal.

Posting Type Definitions:

External: Available to any person

Internal: Limited to current employees and persons with reinstatement or reemployment rights Agency: Limited to
current employees within the agency and reemployment eligible persons

If you have questions regarding how to establish Job Requisitions, please contact Liz Wong at

elizabeth.wong@da.state.ks.us or 785-296-6895 or Connie Guerrero at connie.guerrero@da.state.ks.us or 785-296-
0754.

Return to SHARP Message Page
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SHARP Message #543

DATE: 8/26/03
AUTHOR: Lisa Kerwin

ADDING THE ‘PAY’ CODES IN ADDITIONAL PAY DATA FOR FACTOR BASED SHIFT

SUBJECT: " b|EFERENTIAL EARNINGS

MESSAGE
TEXT:

As outlined in Informational Circular No. 03-P-048 issued June 12, 2003, the processing for shift differential paid as a
percentage of the employee’s hourly rate has changed effective with the implementation of SHARP v8.0. The change
results in the use of new earnings codes to record the shift differential hours worked (P1H, P2H, P3H and S3H) and
also now requires the establishment of corresponding shift pay codes (P1P, P2P, P3P, and S3P) on the Additional Pay
Data record for the factor based shift differential. The hours codes are entered each pay cycle on the employee’s
timesheet at the time of other time and leave entry. The pay codes are established one-time on the Additional Pay
Data record and should be established prior to the creation of paysheets for the first pay period in which the employee
is to be paid the factor based shift differential.

When establishing the pay codes for the P1P, P2P, P3P or S3P earnings on the Additional Pay Data record in SHARP
(under Compensate Employees, Maintain Payroll Data, Use, Additional Pay), agency personnel need to ensure that
the following check boxes are clicked ‘on’: “‘Prorate Additional Pay’, ‘OK to Pay’ and the “First’, ‘Second’ and
“Third’ check boxes corresponding to ‘Applies to Pay Periods:’. By selecting the *Prorate Additional Pay’ check box,
the system will correctly create pay lines for the additional pay earnings if the employee has a mid-period, effective-
dated change on their job record or if the hire action is mid-period. The system does not prorate the additional pay
based on the effective date of the additional pay record. If the ‘Prorate Additional Pay’ check box is not selected, pay
lines are created for the entire payroll period - even if the employee was not active for the entire period. This results
in payroll error messages being created during the payroll calculation process.

Because agencies were not previously instructed to select the ‘Prorate Additional Pay’ check box, a one-time update
process has been generated in SHARP on the morning of August 26, 2003 to turn the ‘Prorate Additional Pay’ check
box ‘on’ for all employees with an existing Additional Pay Data record where the earnings code is P1P, P2P, P3P or
S3P. However, this update process will not be generated on an on-going basis so it is important that agencies
remember to select the ‘Prorate Additional Pay’ check box when establishing future Additional Pay Data records for
the factor based shift codes.

Return to SHARP Message Page
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SHARP Message #544

DATE: 8/28/03

AUTHOR: Lisa Kerwin

SUBJECT: Change to Self-Service W-4 Tax Information update page
MESSAGE TEXT:

Because of a change to the Form W-4 for 2003, the self-service W-4 Tax Information update page has also been
changed. The page now displays a check box with the instructions:

If your last name differs from that shown on your social security card,
check here. You must call 1-800-772-1213 for a new card.

Checking this box does not affect processing. This change merely provides
the employee with the Social Security Administration's general information
and services number (the 800 number shown) so they may request a new card.
It is important for employees to obtain a corrected social security card

in order for social security taxes to be correctly applied to their
account by the Social Security Administration.

Return to SHARP Message Page
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SHARP Message #544

DATE: 9/12/03

AUTHOR: Brent Smith

SUBJECT: Adjusting Length of Service When Hiring School District Employees
MESSAGE TEXT:

Adjusting Length of Service When Hiring School District Employees

When entering the Hire information in SHARP for a former School District
employee who was participating in the State Group Health Insurance plan,
remember to adjust the employee’s Length of Service (LOS) field so time
spent working for a school district is not reflected in the State LOS.

These employees will most likely have a SHARP Employee ID that begins with
the letter “U” and their Department ID starts with "150".

One way to adjust the LOS for these employees is to enter the hire date

into the Service Date field of the Employment Dates page of the Employment
Data component if the employee does not have any other valid State

service. This will automatically populate the Length of Service Years,

Months, and Days fields. If the employee has other state service you will

need to adjust the LOS by using the Length of Service Adjustment fields on
the Kansas Employment page (Administer Workforce > Administer Workforce
(GBL) > Use > Job Data).

Return to SHARP Message Page
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SHARP Message #546

DATE: 10/01/03

AUTHOR:

SUBJECT: Open Enrollment is October 1-31
MESSAGE TEXT:

Open Enrollment is October 1-31 for the state employee Health Plan and
Flexible Spending Accounts for Plan Year 2004.
You must log in to the online Self-Service Center in order to:

1. Change, add or drop your health plan election for 2004, change your
coverage elections or add or drop dependents from coverage;

2. Register for Health Risk Appraisal participation (and $5 credit per pay
period);

3. Change pretax payment status or enroll in Flexible Spending Accounts
(FSA);

4. Review current elections for accuracy (even if not making a change).

Open Enrollment elections will become effective on January 1, 2004.

Problems signing in? Call the Self Service Help Desk at:
296-1900 (Topeka area)
1-866-999-3001 (toll free outside of the Topeka area)

Return to SHARP Message Page

Page last modified on:

file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/546.htm[9/21/2011 4:30:03 PM]



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

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

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



		Local Disk

		SHaRP - Message #546






SHaRP - Message #547

SHARP Message #547

DATE: 10/01/03

AUTHOR:

SUBJECT: LEAVE ACCRUAL INFORMATION TO BE ARCHIVED ON MONDAY, OCTOBER 20, 2003
MESSAGE TEXT:

NOTICE: LEAVE ACCRUAL INFORMATION TO BE ARCHIVED ON MONDAY, OCTOBER 20,
2003

As was discussed at the September 25th SHARP breakout of the Human
Resource Meeting, leave accrual information that is older than 5 years
will be purged from the SHARP Leave Accrual - Work History page.

The purging of this data is due to table space limitations and to improve
response time when pulling up employee leave information on the Leave
Accrual - Work History page.

Technical staff in the Bureau of Department of Administration Services
plan to purge data that is older than 5 years old on Monday, October 20,
2003. This could take several days to accomplish.

After the first purge of data, a biweekly batch job will be run that will
remove leave accrual data that is greater than 5 years old. Be assured, at

any given time, 5 years worth of leave accrual data from the current date
will remain in SHARP.

Return to SHARP Message Page
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SHARP Message #548

DATE: 10/07/03
AUTHOR:

Unavailability of SHARP System and Limited Availability of Employee Self-Service on Saturday,

SUBJECT:  5ctober 11, 2003

MESSAGE
TEXT:

SHARP system access will be restricted for all on-line users on Saturday, October 11, 2003 to allow the Department
of Administration to perform scheduled system updates. In addition, Employee Self-Service users will be restricted to
using the Benefits Open Enrollment and My Profile links while the updates are occurring.

The updates are scheduled to be completed by 7:00 p.m. Saturday evening at which time all system user access will be
returned. The SHaRP system will be available during normal access hours on Sunday, October 12, 2003.

Additional messages will be added to the Employee Self-Service Center to advise employee's of this change but we
would appreciate any assistance you can provide in letting your employee's know about the access changes this
Saturday.

Thank you for your cooperation and we apologize for any inconvenience this may cause you.
Sincerely,

The Department of Administration SHARP Team

Return to SHARP Message Page
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SHARP Message #549

DATE: 10/08/03

AUTHOR:

SUBJECT: Job Class Changes and Job Title Changes
MESSAGE TEXT:

The Division of Personnel Services has completed implementation of class changes and title changes affecting
positions and employees in SHARP.

A batch program recently inserted new 9-28-2003 effective dated rows into SHARP position and job data to reflect
title changes for certain classified job classes. The batch program inserted the title changes for all affected classes
statewide (excepting Regents institutions).

The following job codes were affected:

Jobcode Old Title New Title
8224A3 Funeral Home Inspector Funeral Home Crematory Inspector
7018F1 Mental Health Trainee Mental Health Aide Trainee

7016F2 Mental Retardation Technician | Developmental Disability Technician I

7022F2 Mental Retardation Technician Il Developmental Disability Technician Il

7017F2 Mental Retardation Specialist Developmental Disability Specialist

7015F1 Mental Retardation Trainee Developmental Disability Technician Trainee

2028F2 Mental Retardation Unit Director Developmental Disability Unit Director

8315R1 Nutritionist Il Nutritionist
8316R1 Nutritionist 111 Nutritionist Senior
7298F2 Occupational Therapist 11 Occupational Therapist

8318F1 Orthotic/Prosthetic Technician 1l Assistive Technology Specialist
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7281F2 Physical Therapy Il Physical Therapist

7113F2 Registered Nurse 11 Registered Nurse

7114F2 Registered Nurse 111 Registered Nurse Senior
7115F2 Registered Nurse 1V Registered Nurse Specialist
7116F2 Registered Nurse V Registered Nurse Administrator

8234A3 Safety and Health Inspector Il Safety and Health Specialist

If you have questions regarding the SHARP updates, please contact Patti Pearce at 785-296-7232 or email her at
patti.pearce@da.state.ks.us

Also effective 9-28-2003, Executive Directive 03-345 established the following new job classes:

8160D2 Human Service Assistant Pay Grade 15

8161D2 Human Service Specialist Pay Grade 21

8162D2 Human Service Consultant Pay Grade 24

8163D2 Human Service Counselor Pay Grade 26

8164D2 Human Service Supervisor Pay Grade 27

The Executive Directive also abolished 54 job classes in the Human Service, Museum, Social Service and Health
areas. Agencies should be aware of any position and job data changes they need to enter into SHARP. If you have
questions concerning the new or abolished job classes please contact Gail Kennedy at 785-291-3123 or email her at
gail.kennedy@da.state.ks.us.
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SHARP Message #550

DATE: 10/09/03

AUTHOR:

SUBJECT: Payroll Commitment Accounting CBT has been updated
MESSAGE TEXT:

"The Payroll Commitment Accounting CBT has been updated as of October 8, 2003. The following changes were
made:

1. When changing a position pool's funding, after an Account Code is added/updated, it is necessary to then add a
new effective dated row in the Department Budget Table. The effective date should be the same as that used to update
the Account Code Table. If this isn't done, payroll charges may not be correct.

2. When adding a new position pool, be sure to enter the Fiscal Year in a four digit format (YYYY) even though the
system allows a one-digit fiscal year on the Add a New Value page. A one-digit fiscal year causes general ledger
errors.

3. Currently changes to an existing position pool will NOT default from earnings to deductions and taxes. The
changes must be made separately on the Dept Budget Earnings, Dept Budget Deductions, and Dept Budget Taxes
pages. "
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SHARP Message #551

DATE: 10/15/03

AUTHOR:

SUBJECT: Benefits Open Enrollment Information
MESSAGE TEXT:

The following message is only for agency staff who are involved with
benefits open enroliment for agency employees, such as monitoring
enrollment activities.

HEALTH RISK APPRAISAL/HEALTH SCREENING

Be sure to remind employees about the payroll deduction credit if they

choose to participate in the Health Risk Appraisal/Health screening. To
participate in this program they must sign up each year during open
enrollment. (Employees are not eligible to participate in 2004 if they

signed up during Open Enrollment 2002 but did not complete both components
of the program in 2003.)

PREMIER BLUE ADDS ST. FRANCIS IN TOPEKA

For those agencies in the Topeka area, Premier Blue announced on September
19th (after the HR personnel staff training sessions) that two hospitals

are now in the network: Stormont-Vail and St. Francis. Individuals need

to check with their doctor to make sure they are also participating in the
network under the St. Francis system. This information was presented at

the 95 open enrollment meetings, but we wanted to make sure everyone
received the notice.

AGENCY BENEFITS ENROLLMENT REPORTS AVAILABLE SOON
The Division of Personnel Services is providing two important benefits
reports during October. These two reports list:

(1) agency employees who have not re-enrolled in Flexible Spending
Accounts (FSA) and

(2) agency employees who have completed group health insurance
elections for Plan Year 2004.

Agencies can use these reports to monitor their employees' progress in
completing Plan Year 2004 benefits open enroliment. We encourage 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 WS_FTP. The reports are in a flat file format and
should be opened in Excel, etc. We will be moving the files out to you
throughout the day so check again if you cannot locate your agency's
reports right away.

The first report is name KWEBFSA.your 3-digit agency number.out (for
example, KWEBFSA.173.out). This report lists employees in your agency who
are currently enrolled in an FSA for Plan Year 2003 but have not yet

enrolled in an FSA for Plan Year 2004. Please remind employees that they
must enroll in an FSA each year even if they are enrolled for the current

year.

file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/551.htm[9/21/2011 4:30:03 PM]





SHaRP - Message #551

The second report is named KWEBCHG.your 3-digit agency number.out (for
example, KWEBCHG.173.out). This report lists employees in your agency who
have made their Plan Year 2004 group health insurance elections. This

report also identifies if employees have elected to participate in the

Health Risk Appraisal/Health Screening for Plan Year 2004. We suggest

that you compare this report with all of the benefits eligible employees

in your agency.

We will distribute both reports twice during open enrollment -- October
16, 2003, and again later in the month. We will send another message when
we send the reports again later in the month.

If you have technical questions about the reports, please contact Patti

Pearce at (785) 296-7232; email patti.pearce@da.state.ks.us or Connie
Guerrero at (785) 296-0754; email connie.guerrero@da.state.ks.us
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SHARP Message #552

DATE: 10/16/03

AUTHOR:

SUBJECT: United Way Deduction Start and Stop Dates
MESSAGE TEXT:

The deduction END date on the general deduction panel for 2003 United Way contributions should be dated between
December 7, 2003 and December 20, 2003 in order for the last 2003 deduction to be taken on the paycheck issued
December 19, 2003. Agencies should verify the deduction end date for all employees enrolled in United Way to
ensure deductions are taken correctly.

For calendar year 2004, agencies can enter a new row effective-dated between December 7, 2003 and December 20,
2003 in order for the first deduction for 2004 to be taken on the January 2, 2004 paycheck. If the deduction is to be
taken over 27 pay periods, a deduction end date of December 19, 2004 should be entered. If the deduction is to be
taken over 26 pay periods, a deduction end date of December 5, 2004 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 or via e-mail to: janice.wolfley@da.state.ks.us.
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SHARP Message #553

DATE: 10/16/03

AUTHOR:

SUBJECT: AGENCY BENEFITS ENROLLMENT REPORTS
MESSAGE TEXT:

The following message is for agency staff who are involved with benefits
open enrollment for agency employees, such as monitoring enroliment
activities.

AGENCY BENEFITS ENROLLMENT REPORTS

The Division of Personnel Services has started moving the two benefits

reports out to agency MV'S mailboxes. These two reports are:

agency employees who have not re-enrolled in Flexible Spending Accounts

(KWEBFSA) and (2) agency employees who have completed group health insurance elections for Plan Year 2004
(KWEBCHG)

Important Note: A KWEBFSA report for your agency was not created if none
of your employees enrolled in a Flexible Spending Account for the current
plan year (2003). Also, a KWEBCHG report was not created if none of your
agency employees have completed group health insurance elections for Plan
Year 2003.

Please see yesterday's listserv message for information on the report
names and how to access the reports. We will be moving the files out to
you throughout the day so check again if you cannot locate your agency
reports right away.

We will distribute updated reports later in the month. We will send
another message at that time.

If you have technical questions about the reports, please contact Patti
Pearce at (785) 296-7232; email patti.pearce@da.state.ks.us or Connie

Guerrero at (785) 296-0754; email connie.guerrero@da.state.ks.us.
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SHARP Message #554

DATE: 10/17/03
AUTHOR:

REMINDER: LEAVE ACCRUAL HISTORY INFORMATION TO BE DELETED THIS

SUBJECT: MONDAY, OCTOBER 20, 2003

MESSAGE
TEXT:

REMINDER: LEAVE ACCRUAL HISTORY INFORMATION TO BE DELETED THIS MONDAY,
OCTOBER 20, 2003

Leave accrual information that is 5 years and older will be purged from
the SHARP Leave Accrual - Work History page Monday, October 20th.

This process will take several days to complete.

We ask that users refrain from accessing the Leave Accrual — Work History
page on Monday and Tuesday, unless it is absolutely necessary.

If you have questions about this process, you may direct your questions to

brent.smith@da.state.ks.us.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #555

DATE: 10/23/03

AUTHOR:

SUBJECT: DAYLIGHT SAVINGS TIME ENDED - OCTOBER 2003
MESSAGE TEXT:

DAYLIGHT SAVINGS TIME ENDED - OCTOBER 2003

The following information is designed to assist timekeepers with entering
time for employees whose shift includes 2:00a.m. on Sunday, 10/26/2003
(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 10/26/2003?

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, 10/26/2003.

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 10/26/2003. 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 10/26/2003-11/01/2003 workweek. Remember that overtime is
not reported until an employee has met his or her FLSA threshold (40 hours
for a regular non-exempt employee).

A2. If the employee is on a 7:01a.m.-7:00a.m workweek, this change will
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affect the employee's workweek that started 10/19/2003. If the employee

does not adjust his/her work schedule prior to 7:00a.m. Sunday,

10/26/2003, then the employee could potentially receive OTP/CME for the
10/19/2003 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 (40 hours for a regular non-exempt employee).

If you have questions regarding how to record Daylight Savings Time, you
may contact Brent Smith at brent.smith@da.state.ks.us.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #556

DATE: 10/24/03
AUTHOR:
SUBJECT:
SHARP Related Accounts and Reports Information Circulars

MESSAGE TEXT:

SHARP Related Accounts and Reports Information Circulars

The following are recently added informational circulars and/or updated
policy and procedure manual filings from Accounts and Reports which can be
obtained from the Accounts and Reports web site at

http://da.state.ks.us/ar

Informational Circular 04-p-010 - Deferred Compensation Loan Program
(October 24, 2003);

Informational Circular 04-p-011 - SHARP Bi-Weekly Payroll Schedule for
2004 (October 22, 2003);

Informational Circular 04-p-012 - Addition of Parking Deduction Codes
(October 23, 2003); and

Informational Circular 04-p-013 - Name Change for Organizational Dues
Deduction for the Kansas Chapter of the International Association of
Personnel in Employment Security (IAPES) (October 23, 2003).
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #557

DATE: 10/27/03
AUTHOR:
SUBJECT:
AGENCY BENEFITS ENROLLMENT REPORTS AVAILABLE

MESSAGE TEXT:

The following message is for agency staff who are involved with benefits
open enrollment for agency employees, such as monitoring enrollment
activities.

AGENCY BENEFITS ENROLLMENT REPORTS AVAILABLE

The Division of Personnel Services distributes two important benefits

reports twice during October. These reports are:

(1) KWEBFSA - agency employees who have not re-enrolled in Flexible
Spending Accounts

(2) KWEBCHG - agency employees who have completed group health insurance
elections for Plan Year 2004

The first set of reports were distributed earlier this month. The second

set of reports are now available. We have started moving the reports out

to agency MV'S mailboxes where you can access them using WS_FTP. The
reports are in a flat file format and should be opened in Excel, etc. We
will be moving the files out to you throughout the afternoon so check
again if you cannot locate your agency's reports right away. You should
have the reports by the end of the day.

The first report is named KWEBFSA.your 3-digit agency number.out (for
example, KWEBFSA.173.out). This report lists employees in your agency who
are currently enrolled in an FSA for Plan Year 2003 but have not yet

enrolled in an FSA for Plan Year 2004. Please remind employees that they
must enroll in an FSA each year even if they are enrolled for the current

year.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #558

DATE: 11/05/03

AUTHOR:
Accounts and Reports

SUBJECT:
AGENCY BENEFITS ENROLLMENT REPORTS AVAILABLE

MESSAGE TEXT:

The Division of Accounts and Reports has recently added the following
SHARP related

informational circular: Informational Circular 04-p-015 - SHARP Version
8.0 — Payroll Hints and Updates

Informational circulars can be found at:

http://da.state.ks.us/ar/infocirc/.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #559

DATE: 11/10/03
AUTHOR:
SUBJECT:
Job Data Cutoff & First Payroll Pre-calc

MESSAGE TEXT:
Job Data Cutoff & First Payroll Pre-calc is Tonight, Monday, 11/10/03

Due to the Veterans Day holiday, there is a slight, but important, change
to the payroll processing schedule for the payroll period ending 11/08/03.

Agencies should refer to Accounts and Reports Informational Circular No.
04-P-008 for important information regarding the key payroll processing
deadlines which apply for the payroll period. Copies of 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 first on-cycle preliminary pay
calculation for the period will occur tonight, Monday, 11/10/03.

Therefore, all job data changes and time and leave data should be entered
into SHaRP and designated 'OK to process' by 6:00 PM tonight, Monday,
11/10/03.

Please note there is also an off-cycle tonight, Monday, 11/10/03.

SHaRP on-cycle payroll calculations for the period ending 11/08/03 will be
confirmed on Friday night, 11/14/03.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #560

DATE: 11/12/03
AUTHOR:
SUBJECT:
SHARP Reports on the MVS Delayed

MESSAGE TEXT:

SHARP Reports on the MVS Delayed

Due to a technical issue, SHARP reports generated in the on- and off-cycle
processing from Monday, November 10 have not yet been moved to the agency
directories on the MVS. DISC technical staff is working to resolve the

issue and reports will be made available as soon as possible. A message

will be distributed to subscribers of the SHARP listserve when the reports

from Monday's processing are available.

Thank you for your patience while this issue is being resolved.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #561

DATE: 11/12/03
AUTHOR:
SUBJECT:
SHARP Reports on the MVS Available by 10:00 a.m.

MESSAGE TEXT:

SHARP Reports on the MVS Available by 10:00 a.m.

DISC technical staff has resolved the issue which prevented SHARP reports
generated on Monday, November 10 from being available in the agency
directories on the MVS. The problem has been resolved and the reports are
in the process of being transferred. Agencies should be able to access
SHARRP reports from Monday's processing in their agency directories by
10:00 a.m. this morning.

Again, thank you for your patience.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #562

DATE: 11/13/03
AUTHOR:
SUBJECT:
2003 LEAVE ACCRUAL SCHEDULE UPDATED...

MESSAGE TEXT:

2003 LEAVE ACCRUAL SCHEDULE UPDATED - LAST DAY FOR T&L CORRECTIONS/FINAL PAY CALC
FOR 12/20/03 PPED HAS CHANGED

Due to Governor Sebelius granting Friday, 12/26/03 as a holiday, the Leave
Accrual Schedule 2003 document has been updated.

The date for Leave Accrual, Final Pay Calculation and the Last Day for
Time and Leave Corrections for the 12/07/03 — 12/20/03 pay period has
changed from Friday, 12/26/03 to Wednesday, 12/24/03.

You may view and print the revised Leave Accrual Schedule 2003 on the
SHARP Documents web page:
http://da.state.ks.us/sharp/documents/defaultindex.htm

Accounts and Reports will be issuing an Informational Circular to list

important processing date changes for the 12/07/03 — 12/20/03 pay period
in the near future.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #563

DATE: 11/19/03
AUTHOR:
SUBJECT:
2003 and 2004 Discretionary Days

MESSAGE TEXT:

We have just posted the following message on the Important Notices section
of the State Employee Services page http://www.kansas.gov/employee/

You may also want to remind your employees of these important "Use it or
Lose it" dates in your other employee communications.
2003 and 2004 Discretionary Days

Eligible employees who have not used the 2003 Discretionary Day have until
12/20/2003 to use it.

For those employees whose normal work schedule ends on Fridays, the last
day to use this day is Friday, 12/19/2003.

Eligible employees may use the 2004 Discretionary Day from 12/21/2003 to
01/01/2005.

A complete list of Executive Branch Holidays for 2003 and 2004 are listed
at http://da.state.ks.us/ps/subject/holiday.htm.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #564

DATE: 11/20/03
AUTHOR:
SUBJECT:
Job Data Cutoff & First Payroll Pre-calc is Monday, 11/24/03. Final Calc is Wednesday.

MESSAGE TEXT:

Job Data Cutoff & First Payroll Pre-calc is Monday, 11/24/03. Final Calc
is Wednesday.

Due to the Thanksgiving Day holiday, there is a modified payroll
processing schedule for the payroll period ending 11/22/03.

Agencies should refer to Accounts and Reports Informational Circular No.
04-P-008 for important information regarding the key payroll processing
deadlines that apply to the payroll period. Copies of 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 first on-cycle preliminary pay

calculation for the period will occur Monday, 11/24/03. Therefore, all job
data changes and time and leave data should be entered into SHaRP and
designated "OK to process™ by 6:00 PM, Monday, 11/24/03. Monday night is
also an off-cycle night.

Please note SHaRP on-cycle final payroll calculations for the period
ending 11/22/03 will be confirmed on Wednesday night, 11/26/03.
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SHARP Message #565

DATE: 12/05/03
AUTHOR:
SUBJECT:
2004 Form W-4, Employee's Withholding Allowance Certificate is now available
MESSAGE TEXT:

The 2004 Form W-4, Employee's Withholding Allowance Certificate, has been electronically released by the Internal

Revenue Service and is available on the Accounts and Reports web site at: http://da.state.ks.us/ar/forms/

Employees claiming exemption from federal income tax in 2003 must file a new form in order to maintain the

exemption in 2004. If no new form is filed, the employee's withholding taxes in 2004 will be calculated as if the
employee were single claiming no withholding allowances. Refer to Accounts and Reports Informational Circular No.
04-P-017 issued November 18, 2003 for further details on processing deadlines effecting employees' tax withholding

for calendar year 2004.

Return to SHARP Message Page

Page last modified on:

file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/565.htm[9/21/2011 4:30:05 PM]




file:///C|/USER.DATA/DA_Static_Content/sharp/default.htm

http://da.state.ks.us/ar/forms/

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

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

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



		Local Disk

		SHARP Messages






SHARP Messages
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SHARP Message #566

DATE: 12/11/03
AUTHOR:
SUBJECT:
SHARP System Maintenance to occur Sunday, December 14th
MESSAGE TEXT:

SHARP system maintenance changes will be made Sunday, Dec. 14, from 6:00
a.m. - Noon. Both SHARP and Employee Self Service will be unavailable
during this normal system maintenance window. We do not expect SHARP or
self service users to have problems after the maintenance is done. If you

do experience problems try closing and re-opening your browser. If the
problem continues, delete your temporary Internet files and cookies. If

a problem still persists, contact the appropriate help desk.

Self-Service users can call the Self-Service Help Desk 24 hours a day:
Topeka Area 296-1900
Toll free 1-800-999-3001

SHARP users can call the SHARP Help Desk during normal business hours
(Mon.-Fri., 7:30 a.m. - 4:30 p.m.) at 785-368-8000.
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SHARP Customer Service Center
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SHARP Message #567

DATE: 12/12/03
AUTHOR:
SUBJECT:
Benefits Confirmation Statements Are Now Available

MESSAGE TEXT:

For your information, Benefits Confirmation Statements are now available at the Employee Self Service Center at
http://www.kansas.gov/employee/. Employees may log in to Employee Self Service to view their open enrollment
elections for Plan Year 2004, which begins January 1, 2004.

Actions after the October open enrollment period may not display in the Benefits Confirmation Statement. Employees
should contact their agency human resource office if they have any questions.

Please forward this information to your agency employees as appropriate.
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SHARP Customer Service Center
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SHARP Message #568

DATE: 12/16/03
AUTHOR:
SUBJECT:
KPAY320 report and Earned Income Credit in 2003

MESSAGE TEXT:

As a reminder, as outlined in Accounts and Reports Informational Circular
No. 04-P-019 issued December 4, 2003, the KPAY 320 process has been
generated to update the existing SHARP federal tax data records for all
employees claiming the Earned Income Credit in 2003 in which the 'New W-5
Received' radio button was not checked. The update inserted a January 1,
2004 effective-dated row with an EIC status of 'Not applicable’. The

KPAY 320 process also updated all employees claiming exemption from
withholding tax in 2003 in which the 'New W-4 Received' radio button was
not checked. The update for exempt employees inserted a January 1, 2004
effective-dated row and updated the employee's marital status to 'single’
with zero exemptions.

A KPAY320 report was generated which contains a list of all employees for
whom the updates were generated. A copy of the KPAY320 report is
available in the agency directory on the MVS. If no report is found, your
agency does not employ any effected employees.

Agency personnel will need to enter the data for any Forms W-5 for EIC for
2004 (or Forms W-4 for 2004 for employees claiming exemption from
withholding) received after December 15, 2003 with a January 2, 2004
effective date. The data will need to be entered into SHARP by 6:00 p.m.

on Wednesday, December 24, 2003 in order to be reflected in the on-cycle
paycheck dated January 2, 2004.
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SHARP Message #569

DATE: 12/22/03
AUTHOR:
SUBJECT:
Important Payroll Processing Dates

MESSAGE TEXT:

Due to the Christmas holidays, there is an important change to the payroll
processing schedule for the payroll period ending 12/20/03.

Agencies should refer to Accounts and Reports Informational Circular No.
04-P-017 for important information regarding the key payroll processing
deadlines which apply for the payroll period. Copies of 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 first SHARP on-cycle preliminary pay
calculation for the period will occur tonight, Monday, 12/22/03.
Therefore, all job data changes and time and leave data should be entered
into SHARP and designated 'OK to process' by 6:00 PM tonight, Monday,
12/22/03.

Please note that the 'C' off-cycle for the period ending 12/06/03 will
also be processed tonight, Monday, 12/22/03.

SHARP on-cycle payroll calculations for the period ending 12/20/03 will be
confirmed on Wednesday night, 12/24/03.
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SHARP Customer Service Center
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SHARP Message #570

DATE: 12/23/03
AUTHOR:
SUBJECT:
Paycheck error in 'C' Off-cycle

MESSAGE TEXT:

Due to an error, the paychecks created in the 'C' off-cycle processed on
Monday, 12/22/03 were assigned a check date of Friday, December 26, 2003.
Accounts and Reports Informational Circular No. 04-P-017, issued November
18, 2003, indicated the paychecks for this off-cycle would be dated
December 24, 2003. However, the paychecks were actually dated December
26, 2003. While December 26, 2003 is a designated state holiday it is not

a banking holiday and direct deposit transactions for this off-cycle will

be available in employee accounts on December 26, 2003. The accounting
transactions to liquidate the encumbrances created from this off-cycle

will be processed in STARS in the nightly batch cycle on Wednesday,
December 24, 2003.

We apologize for any inconvenience caused by this error.
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