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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #590


DATE: 6/30/04


AUTHOR:
 


SUBJECT:
Problem with Taxable Group Life Insurance


MESSAGE TEXT:


The Division of Accounts and Reports has identified a problem with Taxable Group Term Life Insurance in the on-
cycle payroll for the pay period ending 6/19/2004. The same problem also affected supplementals that were processed
in Monday night's off-cycle, (June 28th run date with July 2nd check date).


Taxable Group Term Life is a memo item, listed under deductions, and is not deducted from gross wages to arrive at
net pay on a paycheck. It is, however, added to the taxable grosses on each paycheck. As a result of being added to
the taxable grosses, the taxes are increased for this amount. Employees with an annual benefit base rate of less than
$33,333.33 should not have Taxable Group Term Life. For the 6/19/2004 paychecks, many employees incorrectly had
a Taxable Group Term Life amount. In most cases, the additional taxes resulting from the incorrect Taxable Group
Term Life amounts were very small amounts. The source of the problem has been identified and will be corrected
before processing starts for the pay period ending 7/3/2004.


Furthermore, there were some on-line, agency-entered adjustments where both Taxable Group Term Life and Non-
taxable Group Term Life were added to paychecks for the pay period end date 6/5/2004. Accounts and Reports has
identified all of these erroneous checks and will correct them as soon as possible. This problem will not occur in
future off-cycle payrolls.


More information will be released soon about the manner in which corrections will be made for the checks from the
pay period ending 6/19/2004.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #591


DATE: 7/30/04


AUTHOR:
 


SUBJECT:
Taxable Group Life Insurance Corrections


MESSAGE TEXT:


Taxable Group Life Insurance Corrections


As indicated in the June 30, 2004 message distributed to subscribers of the SHARP Infolist (available at the following
link:
www.da.state.ks.us/sharp/documents/590.htm), the Division of Accounts and Reports will be initiating paycheck
adjustment requests to correct the paychecks that incorrectly had a Taxable Group Term Life amount on the July 2nd
paydate (on-cycle for the period ending 6/19/04 and ‘A’ off-cycle processed on Monday, 6/28).


Due to the volume of paychecks requiring adjustment, the processing will be divided into 2 groups. Paycheck
adjustments for employee IDs ending in ‘0’ through ‘4’ will process in the run ‘B’ off-cycle scheduled for
Wednesday, July 14th. Paycheck adjustments for employee IDs ending in ‘5’
through ‘9’ will process in the run ‘C’ off-cycle scheduled for Monday, July 19th.


The paycheck adjustment process will result in the refund of any over-withholding of OASDI, Medicare, federal
withholding tax and/or state withholding tax which may have occurred due to the erroneous taxable group term life
amount. The total amount of the refund for most employees is anticipated to be less than $5.00.


Agencies should not process any transactions in these off-cycles for those employee records that were impacted with
the incorrect Taxable Group Term Life Insurance. The Division of Accounts and Reports will be manually fixing any
transactions that cannot be corrected using the automated paycheck adjustment process (ie., paychecks which contain
earnings codes ‘P1P’, ‘P2P’, ‘P3P’, ‘S3P’ or ‘ADV’). No action is required by agencies to initiate the adjustment
process for these paychecks. However, agencies should review their adjustments after the off-cycle transactions have
processed to ensure that there were no other problems.


Please advise employees in your agency that were impacted by the problem to anticipate a refund as a result of the
adjustment. The payment method for the refund will be the same as the payment method used for the employee’s
regular pay. Refund payments resulting from adjustments processed on Wednesday, July 14th will be dated Monday,
July 19th. Refund payments resulting from adjustments processed on Monday, July 19th will be dated Thursday, July
22, 2004.


We apologize for any inconvenience caused by this problem and appreciate your patience and understanding as we
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #592


DATE: 8/3/04


AUTHOR:
 


SUBJECT:
Off-cycle Payroll Processing to Occur Tuesday, 09/07/04


MESSAGE TEXT:


Off-cycle Payroll Processing to Occur Tuesday, 09/07/04


Due to the Labor Day holiday, there is an important change to the payroll processing schedule for the payroll period
ending 08/28/04.


Agencies should refer to Accounts and Reports Informational Circular No.
04-P-011 http://da.state.ks.us/ar/infocirc/archive/ic04p011.htm for important information regarding the key payroll
processing deadlines which apply for the payroll period. Copies of informational circulars may be obtained from the
Accounts and Reports web site at http://da.state.ks.us/ar/


Please note that the 'A' off-cycle for the period ending 08/28/04 will be processed Tuesday night, 09/07/04 instead of
Monday night.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #593


DATE: 9/14/04


AUTHOR:
 Payroll


SUBJECT:
Additional withholding tax amounts on adjustment paychecks.


MESSAGE TEXT:


In order to correct a problem with adjustment paycheck calculations, a change was included in our last software
update from PeopleSoft that will affect adjustment paychecks where the original paycheck had additional federal,
state, or local tax withholding taken.


Beginning September 8, 2004, additional federal, state, and local tax withholding will no longer be applied to
adjustment paychecks and will be refunded to the employee as a part of the adjustment. Agency personnel should
advise employees when this situation occurs and inform them that they may submit a new W-4 or DA-186
(Authorization for State of Kansas Additional Withholding Tax Deduction) to compensate on the ensuing on-cycle
paychecks for the amount not taken on the adjustment paycheck.


Questions regarding this change can be directed to Joyce Dickerson in Payroll Services at 785-296-3979 or
joyce.dickerson@da.state.ks.us


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #594


DATE: 9/30/04


AUTHOR:
 Payroll


SUBJECT:
Important Information Regarding the KPAY286B - Outbound MRI – Payroll


MESSAGE TEXT:


Important Information Regarding the KPAY286B - Outbound MRI – Payroll


Beginning with the pay period ended September 25, 2004 there will be a change to the run schedule of the
KPAY286B, Outbound Management Reporting File - Payroll Specific Information. This file is currently created twice
per payroll period: 1) immediately following the on-cycle pay confirmation (contains only information for that on-
cycle); and, 2) on the day following the third off-cycle for the pay period (contains only information for that pay
period's three off-cycles). The KPAY286B is only created for agencies who have requested the file and the output
files are put into the agency mailbox on the MVS system.


With this change, the creation of the KPAY286B file containing the off-cycle information will occur at the end of the
batch cycle on the same day as the third off-cycle for the period (ie., the off-cycle KPAY286B file will be created one
day sooner). The creation of the KPAY286B file containing the confirmed on-cycle information will remain
unchanged.


This change is being made to accommodate the creation of additional KPAY286B files. As the result of an agency
request, effective with the payroll period ending September 25, 2004, agencies can elect to begin receiving a
KPAY286B file containing preliminary on-cycle information immediately following each preliminary payroll
calculation. Agencies currently receiving the KPAY286B output files will NOT automatically begin receiving the
output files from the preliminary pay calculations. Only those agencies specifically requesting the preliminary
information will receive the files. Upon request, the preliminary files will be placed in the agency's mailbox after each
on-cycle pre-calculation run.


There are two unique differences between the existing KPAY286B files currently being created for the on- and off-
cycle information and the files which will be created from the preliminary pay calculations: 1) because check/advice
numbers are assigned after pay confirmation, the preliminary files will not contain a value in the check/advice number
fields; and 2) the SSN field on the preliminary files will not contain a value.


The first off-cycle KPAY286B created under the new schedule will be generated on October 11, 2004 and will be
available in the agency MVS mailboxes October 12, 2004 (under the 'old' schedule, the KPAY286B for the off-cycle
payroll for the period ending September 25, 2004 would not have been created until October 12, 2004 and would not
have been available in the agency MVS mailbox until October 13).
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Agencies with questions regarding this change or wishing to begin receiving the KPAY286B files run for each
preliminary pay calculation should contact Kathy Ogle in Payroll Services in the Division of Accounts and Reports at
kathy.ogle@da.state.ks.us or by telephone at (785) 296-2290.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #595


DATE: 9/30/04


AUTHOR:
DPS


SUBJECT:
Agency Benefits Enrollment Reports


MESSAGE TEXT:


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


Agency Benefits Enrollment Reports
The Division of Personnel Services is providing two important benefits reports during October. These two reports are:
(1) agency employees who have not re-enrolled in Flexible Spending
Accounts (KWEBFSA);
(2) agency employees who have completed group health insurance elections
or enrolled in a Flexible Spending Account for Plan Year 2005 (KWEBCHG)


Agencies can use these reports to monitor their employee’s progress in completing Plan Year 2005 benefits open
enrollment. 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, Quattro Pro, 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 named KWEBFSA.your 3-digit agency number.out (for example, KWEBFSA.173.out). The report
lists employees in your agency who are currently enrolled in a Flexible Spending Account (FSA) for Plan Year
2004 but have not yet enrolled in an FSA for Plan Year 2005. Please remind employees that they must enroll in an
FSA each year even if they are enrolled for the current year.


The second report is named KWEBCHG.your 3-digit agency number.out (for example, KWEBCHG.173.out). The
report lists employees in your agency who have made their group health insurance elections or enrolled in an FSA for
Plan Year 2005. We suggest that you compare this report with all of the benefits eligible employees in your agency.


Important Note: A KWEBFSA report for your agency was not created if none of your employees are enrolled in an
FSA for the current plan year (2004).
A KWEBCHG report was not created if none of your agency employees have completed group health insurance
elections or enrolled in an FSA for Plan Year 2005.
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We will distribute both reports twice during open enrollment – today 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


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #596


DATE: 10/18/04


AUTHOR:
Payroll


SUBJECT:
KPAYWAGE Report and KPAY303 Data Extract Have Been Re-created


MESSAGE TEXT:


The KPAYWAGE report and KPAYGL5C data extract for the on-cycle payroll for the period ending have been re-
created. Agencies should disregard the KPAYWAGE report and KPAYGL5C data extract with a date/time stamp of
October 16, 2004 and should instead refer to the report/extract dated October 18, 2004.


Questions regarding this message should be directed to the Division of Accounts and Reports, Payroll Services Team.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #597


DATE: 10/19/04


AUTHOR:
Payroll


SUBJECT:
Fix for Additional Withholding Tax Amounts on Adjustment Paychecks


MESSAGE TEXT:


Since the issuance of SHARP Message #593 regarding additional withholding tax amounts not being taken on
adjustment paychecks, a fix has been provided by PeopleSoft. Beginning October 11, 2004 agency personnel should
no longer experience this problem and the correct amount of additional withholding should again be taken on
adjustment paychecks.


Questions regarding this change can be directed to Joyce Dickerson in Payroll Services at 785-296-3979 or
joyce.dickerson@da.state.ks.us


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #598


DATE: 10/21/04


AUTHOR:
HR


SUBJECT:
Daylight Savings Time Ended - October 31, 2004


MESSAGE TEXT:


Daylight Savings Time Ended - October 31, 2004


The following information is designed to assist timekeepers with entering time for employees whose shift includes
2:00a.m. on Sunday, 10/31/2004 (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 10/31/2004?
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, 10/31/2004.


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


A1. 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 10/31/2004. 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 10/31/2004-
11/06/2004 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 affect the employee's workweek that started
10/24/2004. If the employee does not adjust his/her work schedule prior to 7:00a.m. Sunday, 10/31/2004, then the
employee could potentially receive OTP/CME for the
10/24/2004 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).
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If you have questions regarding how to record Daylight Savings Time, you may contact Brent Smith at
brent.smith@da.state.ks.us


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #599


DATE: 10/25/04


AUTHOR:
Payroll


SUBJECT:
United Way Deduction Start and Stop Dates


MESSAGE TEXT:


The deduction END date on the general deduction panel for 2004 United Way contributions should be dated between
December 19, 2004 and January 1,
2005 in order for the last 2004 deduction to be taken on the paycheck issued December 30, 2004. Agencies should
verify the deduction end date for all employees enrolled in United Way to ensure deductions are taken correctly.


For calendar year 2005, agencies can enter a new row effective-dated between December 19, 2004 and January 1,
2005 in order for the first deduction for 2005 to be taken on the January 14, 2005 paycheck. If the deduction is to be
taken over 26 pay periods, a deduction end date of December 18, 2005 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.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #600


DATE: 10/25/04


AUTHOR:
HR


SUBJECT:
Agency Benefits Open Enrollment Reports


MESSAGE TEXT:


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


AGENCY BENEFITS ENROLLMENT REPORTS
Earlier this month, the Division of Personnel Services distributed benefits open enrollment reports via agency MVS
mailboxes. Due to increased enrollment activity, the Division decided to distribute updated reports today and again
later this week. These two 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 2005


We have started moving the reports out to agency MVS mailboxes where you can access them using WS_FTP. The
reports are in a flat file format and should be opened in Excel, Quattro Pro, 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. 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). The report
lists employees in your agency who are currently enrolled in an Flexible Spending Account (FSA) for Plan Year
2004 but have not yet enrolled in an FSA for Plan Year 2005. Please remind employees that they must enroll in an
FSA each year even if they are enrolled for the current year.


The second report is named KWEBCHG.your 3-digit agency number.out (for example, KWEBCHG.173.out). The
report lists employees in your agency who have made their group health insurance elections for Plan Year 2005. We
suggest that you compare this report with all of the benefits eligible employees in your agency.


Important Note: A KWEBFSA report for your agency was not created if none of your employees enrolled in an FSA
for the current plan year (2004). A KWEBCHG report was not created if none of your agency employees have
completed group health insurance elections for Plan Year 2005.


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


- SHARP Messages -


SHARP Message #601


DATE: 10/28/04


AUTHOR:
HR


SUBJECT:
Agency Benefits Open Enrollment Reports


MESSAGE TEXT:


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


AGENCY BENEFITS ENROLLMENT REPORTS
The Division of Personnel Services distributes two important benefits reports twice during October. These two 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 2005


The reports were distributed earlier this week. The final set of reports are now available. We have started moving the
reports out to agency MVS mailboxes where you can access them using WS_FTP. The reports are in a flat file format
and should be opened in Excel, Quattro Pro, 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
or in the morning.


The first report is named KWEBFSA.your 3-digit agency number.out (for example, KWEBFSA.173.out). The report
lists employees in your agency who are currently enrolled in an Flexible Spending Account (FSA) for Plan Year
2004 but have not yet enrolled in an FSA for Plan Year 2005. Please remind employees that they must enroll in an
FSA each year even if they are enrolled for the current year.


The second report is named KWEBCHG.your 3-digit agency number.out (for example, KWEBCHG.173.out). The
report lists employees in your agency who have made their group health insurance elections for Plan Year 2005. We
suggest that you compare this report with all of the benefits eligible employees in your agency.


Important Note: A KWEBFSA report for your agency was not created if none of your employees enrolled in an FSA
for the current plan year (2004). A KWEBCHG report was not created if none of your agency employees have
completed group health insurance elections for Plan Year 2005.


If you have technical questions about the reports, please contact Patti Pearce at (785) 296-7232; email
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #602


DATE: 11/29/04


AUTHOR:
Payroll


SUBJECT:
Important Information Regarding Changes to SHARP


MESSAGE TEXT:


As part of our yearly maintenance contract with PeopleSoft, tax update changes are routinely delivered by the vendor
throughout the year. These tax updates are tested and applied and are normally transparent to end users of SHARP.
However, the most recent tax update provided by PeopleSoft includes several changes of which agency personnel will
need to be aware. The changes include:


- Effective with SHARP paychecks dated on or after December 6,
2004, the employee’s Social Security Number will no longer be displayed on the paycheck stub. In response to
legislation enacted and pending in other states as well as privacy concerns voiced by clients, PeopleSoft has
eliminated SSN from the paycheck stub. Likewise, SSN has also been removed from the self-service paycheck view.
SSN will be removed from the paycheck stub for Regents’ employees effective with paychecks dated on or after
December 3, 2004.


- A new checkbox with text has been added to the Federal Tax Data
1 page (path ‘Compensate Employees’, ‘Maintain Payroll Data (US)’, ‘Use’, ‘Employee Tax Data’) to indicate that
the employee is married but that taxes should be withheld at the higher single rate. The new checkbox is located in the
‘Federal Tax Status’ area of the page and includes the following text: “If married, but withholding at the single rate,
select Single status and check here”. The new field will begin displaying on the Federal Tax Data 1 page on Tuesday,
November 30 and the checkbox will initially be turned ‘off’ for all employees. Agencies will need to enter new
effective-dated rows in order to turn the checkbox ‘on’ for any employees making this election on their Form W-4.


The changes noted above will be migrated to the SHARP production environment during the morning of Tuesday,
November 30. It is anticipated that the migration will begin no later than 9:00 a.m. and is expected to be completed by
noon. The SHARP system should be available to users during the migration period. However, please note that
attempts to update the Federal Tax Data 1 page during the migration period will most likely result in an error message
being generated. Agencies are advised to refrain from updating this page until after migrations are complete. In
addition, self-service users may experience problems accessing the self-service pages during the migration period.


Questions regarding these changes should be directed to Payroll Services in the Division of Accounts and Reports.
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #603


DATE: 12/1/04


AUTHOR:
HR


SUBJECT:
Benefit Confirmation Statements Now Available


MESSAGE TEXT:


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 2005, which begins January 1, 2005.


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.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #571


DATE: 1/6/04


AUTHOR:
 


SUBJECT:
2003 W-2 Wage and Tax Statements


MESSAGE TEXT:
The 2003 W-2 Wage and Tax Statements have been printed and will be
released to the US Postal Service on Wednesday, January 7, 2004, for
mailing. The final KTXPR55 report dated December 25, 2003 is available in
agency MVS mailboxes.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #604


DATE: 12/13/04


AUTHOR:
Payroll


SUBJECT:
2005 Form W-4 Now Available


MESSAGE TEXT:


The Internal Revenue Service released the 2005 Form W-4, Employee’s Withholding Allowance Certificate, on
December 11, 2004. As stated in Informational Circular 05-P-014 issued December 10, IRS regulations require
employees claiming ‘exempt status’ to file a new Form W-4 annually. Employees wishing to claim ‘exempt status’ in
2005 are asked to file the 2005 W-4 by December 17, 2004. SHARP employees are encouraged to use the Employee
Self Service functionality to file their 2005 W-4. The
2005 Form W-4 is available at the IRS website at www.irs.gov or at the Accounts and Reports website at
http://da.state.ks.us/ar/.


The 2005 Form W-5, Earned Income Credit Advance Payment Certificate, has not yet been released by the IRS;
agencies will be notified as soon as the
2005 W-5 form is made available.


Page last modified on:
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #572    


DATE: 1/14/04


AUTHOR:
 


SUBJECT:
Applicants Summary Report (KAPP300) Enhanced


MESSAGE TEXT:
Applicants Summary Report (KAPP300) Enhanced


Staff within the Division of Personnel Services and Department of
Administration Systems has worked together to update the Applicants
Summary Report to include the following:
Department Description
Position Description
Applicant Address and Phone Number


In addition to these new fields, we have also created a flat file. You can
import the flat file and manipulate the data or if you have purchased
Adobe Acrobat Writer software you can copy the employee address relatively
easily for mailing label purposes. Note that the name is displayed in the
SHARP naming format.


If you have questions about importing the report into Excel, Word, or
Access, you may want to ask your technical staff for assistance.


Questions about this report may be discussed during the SHARP session
immediately following the Human Resource Meeting that is scheduled for
February 13, 2004 at the State Historical Society. Information regarding
that meeting’s time and agenda will be provided at a later date.


General Recruitment questions may be directed to Liz Wong at 785.296.6895
or Elizabeth.wong@da.state.ks.us


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #573    


DATE: 1/20/04


AUTHOR:
 


SUBJECT:
Payroll Processing Reminder


MESSAGE TEXT:
Due to the Martin Luther King holiday on Monday, January 19 the payroll
processing schedule was revised. See Division of Accounts and Reports
Informational Circular 04-P-011 dated October 22, 2003 for the SHARP
Biweekly Processing Schedules. SHARP and Regents Run C for the pay period
ending January 3, 2004 will be processed tonight (Tuesday, January 20,
2004) with checks dated January 23,2004. Adjustments must be entered by
6:00 p.m. in order to be included in Run C.


Questions regarding processing of adjustments should be directed to Joyce
Dickerson. (785 296-3979 or joyce.dickerson@da.state.ks.us).


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #605


DATE: 12/16/04


AUTHOR:
Payroll


SUBJECT:
2005 Form W-5, Earned Income Credit Advance Payment Certificate


MESSAGE TEXT:


As of December 16, 2004, the IRS has not released the 2005 Form W-5, Earned Income Credit Advance Payment
Certificate.


As noted in Informational Circular 05-P-015, IRS regulations require a new
W-5 be filed for employees wanting to continue advance EIC payments in 2005. Agencies were encouraged to have
their employees file a new W-5 by December 17, 2004; however, due to the late release of the 2005 Form W-5,
employees will most likely be filing the 2005 W-5 after December 20, 2004.


Agency personnel are reminded that the KPAY320 will run on the night of December 20, 2004 and will insert a
01/01/2005 effective-dated row in the employee’s Tax Data record with an Earned Income Credit status of ‘Not
Applicable’. For employees who file their 2005 W-5 between December 21,
2004 and January 1, 2005, agency personnel are reminded to update the employee’s Tax Data record with a
01/02/2005 effective-dated row.


Once the 2005 W-5 becomes available, notification will be sent to subscribers of the SHARP Infolist, and the W-5
will be available at both the IRS website at www.irs.gov and the Accounts and Reports website at
http://da.state.ks.us/ar/.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #574    


DATE: 2/6/04


AUTHOR:
 


SUBJECT:
Governor Sebelius Declares Inclement Weather
from 2:00PM - 11:59PM Thursday 02/05/2004


MESSAGE TEXT:
Governor Sebelius Declares Inclement Weather from 2:00PM - 11:59PM
Thursday 02/05/2004


The following notice was posted on the State Employee Services page
(http://www.kansas.gov/employee/) the afternoon of Thursday,
02/05/04: Governor Sebelius has declared Inclement Weather for benefits
eligible non-essential Executive Branch Shawnee County employees from 2PM Thursday, 02/05/04 until 11:59PM
Thursday, 02/05/04.


Note: This declaration does not include employees in the Board of Regents,
Regents Institutions, the Judicial Branch, nor the Legislative Branch of
Government. Check with your designated representatives to determine if you
are also eligible.


The following notice was distributed via the Division of Personnel
Director's e-mail distribution list the afternoon of Thursday, 02/05/04:


Governor Kathleen Sebelius declared Inclement Weather for Executive Branch Shawnee County employees from 2:00
PM this afternoon, Thursday, February 5, 2004 until 11:59 PM Thursday, February 5, 2004. Employees should
checktelevision and radio stations for potential closure information for
Friday, February 6, 2004.


Note: This declaration does not include employees in the Board of Regents,
Regents Institutions, the Judicial Branch, nor the Legislative Branch of
Government. Their designated representative will make a separate
declaration for those employees if appropriate.


Appointing authorities in offices located outside Shawnee County have the
option to declare Inclement Weather for those counties.


In the event of a Declaration of Inclement Weather, state government
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closes for non-essential state employees during the period of Inclement
Weather. Benefits eligible non-essential employees who are scheduled to
work shall be placed on Inclement Weather Leave.


The following information addresses how the Inclement Weather 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 (such as sick or vacation leave) instead
of IWN or IWE.


A copy of the Inclement Weather Policy may be viewed at the SHARP Customer
Service website:  http://da.state.ks.us/ps/documents/UpdatedInclementWeather.pdf


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #575


DATE: 2/10/04


AUTHOR:
 


SUBJECT:
Monday (02/09/2004) Off-cycle Payroll Delayed


MESSAGE TEXT:
Monday (02/09/2004) Off-cycle Payroll Delayed


Due to technical problems encountered last night, the SHARP off-cycle
scheduled for last night has not yet been processed. We are working to
resolve the problems as quickly as possible and will keep you updated as
additional information is available. We apologize for any inconvenience
resulting from these problems.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #576


DATE: 2/10/04


AUTHOR:
 


SUBJECT:
SHARP Access Update


MESSAGE TEXT:
UPDATE: SHARP is Available (12:00PM 02/10/2004)The 'A' SHARP off-cycle for the period ending January 31,
2004 has completed processing and the SHARP application is again available. Reports should begin appearing in your
agency directories on the MVS within the next hour.


As indicated in an earlier message to the SHARP listserve, problems were
encountered processing the SHARP off-cycle last night. Beginning at 10:30
this morning, the SHARP application server will be unavailable so that the
off-cycle can be processed during the day today. 


Payments resulting from this off-cycle will be dated February 13, 2004. It is anticipated that the SHARP application
will be unavailable until early afternoon. Self-service will continue to be available during this time. Agencies
should immediately save any data they are in the process of entering and
log off the SHARP application as soon as possible.


Agencies are advised to ignore any reports in their MVS directories with a
date stamp of 02/10/2004 and a time stamp of shortly after midnight last
night. These reports would also have contained a pay end date of
01/17/2004. The actual reports for the SHARP off-cycle being run this
morning will have a date stamp of 02/10/2004 and a time stamp of late
morning early afternoon and will contain a pay end date of 01/31/2004.


Please contact Payroll Services in the Division of Accounts and Reports if
you have any questions regarding this message.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #577


DATE: 2/17/04


AUTHOR:
 


SUBJECT:
Formatting the Job descriptions fields in SHARP


MESSAGE TEXT:
Recruiters:


Because of the way the Job Description paragraphs run together, we are
supplying you with some simple HTML tags that can be added to your job
description text in SHARP that will make Notice of Vacancy Job
Descriptions more readable for applicants.


The 2 HTML tags that will improve the readability of the Job Description
are the <P> and <strong> </strong>


<P> will create new paragraph for the text following the HTML tag
<strong> </strong> will bold the contents between it and the end tag 


For example, you will input your text in the SHARP Job Description field
as you normally would, but wherever you what a new paragraph, just type a <P>
HTML tag and whenever you want to bold a section type a <strong> HTML tag before
and a end </strong> HTML tag after. To see an example of how the HTML tags can
format the text that is entered into the Job Description field in SHARP, 
please view the link below:


http://da.state.ks.us/ps/documents/tagsexample.pdf


Thank you and we look forward to making the Job Descriptions as readable
as possible for all of our applicants.


If you have questions about this please contact Mike Broadwell at 
mike.broadwell@da.state.ks.us or 785/296-8193.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #578


DATE: 2/25/04


AUTHOR:
 


SUBJECT:
New Warning Message Added to Mass Applicants Page


MESSAGE TEXT:
A new warning message has been added to the Recruit Workforce Mass
Applicants page.


If a recruiter tries to add an applicant to a requisition in Mass
Applicants and the applicant has already been associated with the
requisition, the following warning will appear:


“Warning -- Applicant is already associated with this requisition.
(21000,59) “


Once the warning appears, click OK, then you can highlight and type over
the Applicant ID and enter another Applicant ID. If there is no other
applicant to associate, you can click on Save. Applicants are associated
with a requisition only once as result of this enhancement.


If you have SHARP Recruit Workforce questions, contact Liz Wong at
elizabeth.wong@da.state.ks.us or 785.296.6895.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #579


DATE: 3/2/04


AUTHOR:
 


SUBJECT:
New Action/Reason Code added to SHARP


MESSAGE TEXT:
A new Action/Reason code of TER/IPD (Termination/Inability to perform
position duties) has been added to SHARP with an effective date of
01/01/2004. An agency requested this new code in order to identify
employee terminations on the grounds of K.S.A. 75-2949e(1) where the
employee was unable to perform the essential functions of the position as
opposed to terminations resulting from inefficiency or incompetency.


If you have any questions, please contact Patti Pearce of the Division of
Personnel Services at patti.pearce@da.state.ks.us or call her at
785/296-7232.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #580


DATE: 4/5/04


AUTHOR:
 


SUBJECT:
DAYLIGHT SAVING TIME IMPLEMENTED


MESSAGE TEXT:
DAYLIGHT SAVING TIME IMPLEMENTED


Clocks were set ahead at 2:00 AM Sunday (April 4, 2004) in observance of
Daylight Saving Time.


If you have employees who worked 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
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #580


DATE: 4/12/04


AUTHOR:
 


SUBJECT:
Important Notices Message: VACATION OVERAGE INFORMATION


MESSAGE TEXT:
Important Notices Message: VACATION OVERAGE INFORMATION


Please note: The following message will be posted on the Important Notices
section of the State Employee Services website
http://www.kansas.gov/employee/ on Tuesday, April 13, 2004. The
Division of Personnel Services is providing you this notice in advance so
you can be prepared to answer questions employees may have concerning this
message.


VACATION OVERAGE INFORMATION
Classified employees, and unclassified employees who follow Executive
Order 98-7, and whose vacation balance is, or soon will be, over the
maximum: You must use your excess vacation leave by Friday, June 4, 2004
(or Saturday, June 5, 2004 if you are typically scheduled to work
Saturdays). The hours you accrue during the 05/23/04 - 06/05/04 pay period
are not affected.


The table below outlines the accumulation limits based on your length of
service if you are a classified employee, or an unclassified employee who
follows Executive Order 98-7. If you are unsure if you fall into this
category, contact your Human Resources office for assistance as your
maximum accumulation may differ.


Length of Service Maximum Accumulation
Less than 5 years 144
5 years and Less than 10 176
10 years and Less than 15 208
15 years and over 240 


Current regulations allow employees to convert up to 20 hours of excess
annual leave to sick leave. However, a regulation change is pending to
allow employees to convert up to 40 hours of excess annual leave to sick
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leave. Every indication is that this change that authorizes employees to
convert up to 40 hours will be in place by the end of this fiscal year,
but we cannot promise that. Once the regulation is finalized, we will
reissue this message.


Remember leave balances are viewable in Employee Self Service
http://www.kansas.gov/employee/ However, please note that Vacation
Leave Overages, if applicable, are not displayed separately from the
Vacation Ending Balance.


If you have questions, please contact your Human Resources office.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #582


DATE: 4/15/04


AUTHOR:
 


SUBJECT:
SHARP will be unavailable April 23-25 - Data archive


MESSAGE TEXT:
The SHARP system will be unavailable beginning at 6:00 p.m. on Friday, April 23, 2004 and may not be available
again until 1:00 p.m. on Sunday, April 25, 2004. The Department of Administration will be archiving historical data in
the SHARP system related to calendar year 2000. SHARP system tables being archived include employee time and
leave information, W-2 data, paycheck data, employee payroll balances, and selected other payroll-related data.


If the archive process completes early enough on Saturday, April 24, 2004, the SHARP system may be available
sometime in the afternoon. However, agencies should plan for the system to be unavailable on this day. Once the
archive is complete, the data for calendar year 2000 in the tables noted above 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 year 2000. 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.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #583


DATE: 4/28/04


AUTHOR:
 


SUBJECT:
SHARP Payroll Errors


MESSAGE TEXT:
Numerous error messages were generated in the on-cycle payroll calculation which was processed last night for the
payroll period ending 04/24/2004. 
The majority of the payroll errors were for the following: "The earnings code specified is not found in the Earnings
Program". The Message Data then listed 'REM' as the earnings code in error.


The cause of this error has been identified and the appropriate corrective action has been taken by the Department of
Administration. No further action is required by agencies to correct this particular error and paychecks should
calculate tonight (Wednesday, 4/28) for these employees.


In addition, agencies may have noted certain general deductions which had previously been ended suddenly
reappearing on employee paychecks. The source of this problem has also been identified and the Department of
Administration will be taking the necessary action to correct this problem as well. Agencies do not need to initiate
any action in SHARP to eliminate these erroneous deductions. Paychecks for the employees should recalculate
tonight and the deductions should not appear on the calculated paychecks tomorrow.


We apologize for any inconvenience caused by these errors. If, after reviewing the results of the recalculated
paychecks tomorrow, you identify any paychecks effected by the problems noted above which have not been
corrected, please contact Payroll Services in the Division of Accounts and Reports as soon as possible. Your patience
is appreciated.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #584


DATE: 5/5/04


AUTHOR:
 


SUBJECT:
SHARP UNAVAILABLE MAY 8-9, 2004 for SYSTEM MAINTENANCE


MESSAGE TEXT:
Increasing the field size of the Standard Occupational Classification
(SOC) Code displayed on the Job Code table from 4 to 6 characters. The new six-digit codes are already being
displayed on DPS Job Class Specifications located at <http://da.state.ks.us/ps/specs/specs/default.htm>.


A new field called Establishment ID is visible on the Work Location page in Administer Workforce. However, this
field will not be used by the State of Kansas.


A new page called Maintain Applicant Data is being added in Recruit Workforce and the page layout on the Job
Requisition Job Posting page has changed. Instructions for using the revised pages in the Recruit Workforce Module
can be found at: <http://da.state.ks.us/sharp/upgrade/bundle1changes.htm>


Overall this upgrade should be fairly transparent to the user community and will require minimal effort by agency
staff.


If you have questions about the changes to the Recruit Workforce Module please contact Liz Wong at
elizabeth.wong@da.state.ks.us or Connie Guerrero at connie.guerrero@da.state.ks.us


We are sorry for any inconvenience this may cause you!


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #585


DATE: 5/19/04


AUTHOR:
 


SUBJECT:
3% General Increase Instructions


MESSAGE TEXT:
All classified employees will receive a 3% general increase effective June 6, 2004. An effective dated row of June 6,
2004, will automatically be inserted into their job data on Sunday, June 13, 2004. The June 6, 2004 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 June 6, 2004 are added before Sunday,
June 13, 2004. 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 June 6, 2004 until after the
general increase has been loaded on Sunday, June 13, 2004.


Please contact Patti Pearce at 785-296-7232 or at patti.pearce@da.state.ks if you have any questions!


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #586


DATE: 5/21/04


AUTHOR:
 


SUBJECT:
Employee Self Service Center - Vacation Overage Message


MESSAGE TEXT:
Please note: The following message will be posted on the Important Notices
section of the State Employee Services website
http://www.kansas.gov/employee/ on Thursday, May 20, 2004.


The Division of Personnel Services is providing you this notice in advance
so you can be prepared to answer questions employees may have concerning
this message.


Eligible Executive Branch Employees: Use your vacation overage by June 5,
2004. Find out more information on this topic, including the recent
Regulation change that allows you to convert up to 40 hours of vacation
overage to sick leave.


VACATION OVERAGE INFORMATION
Classified employees, and unclassified employees who follow Executive
Order 98-7, and whose vacation balance is, or soon will be, over the
maximum: You must use your excess vacation leave by Friday, June 4, 2004
(or Saturday, June 5, 2004 if you are typically scheduled to work
Saturdays). The hours you accrue during the 05/23/04 - 06/05/04 pay period
are not affected.


The table below outlines the accumulation limits based on your length of
service if you are a classified employee, or an unclassified employee who
follows Executive Order 98-7. If you are unsure if you fall into this
category, contact your Human Resources office for assistance as your
maximum accumulation may differ.


Length of Service Maximum Accumulation
Less than 5 years 144
5 years and Less than 10 176
10 years and Less than 15 208
15 years and over 240 
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A recent Regulation change allows you to convert up to 40 hours of excess
vacation leave to sick leave at the end of the fiscal year. Previously,
the maximum allowed for conversion to sick leave was 20 hours.


Remember leave balances are viewable in Employee Self Service
http://www.kansas.gov/employee/ However, please note that Vacation
Leave Overages, if applicable, are not displayed separately from the
Vacation Ending Balance.


If you have questions, please contact your Human Resources office.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #587


DATE: 6/8/04


AUTHOR:
 


SUBJECT:
Reminder: Do not enter rows greater than June 6, 2004 until after General Increase


MESSAGE TEXT:


Please see the SHARP Message that was sent May 19, 2004. As a reminder, please do not enter rows dated greater
than June 6, 2004 until after the general increase has been loaded on Sunday, June 13, 2004. Also, classified hires and
rehires entered after Sunday will reflect the rates on the new classified pay plan.


Thanks for your help. 


May 19, 2004
SHARP Message #585


All classified employees will receive a 3% general increase effective June 6, 2004. An effective dated row of June 6,
2004, will automatically be inserted into their job data on Sunday, June 13, 2004. The June 6, 2004 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 June 6, 2004 are added before Sunday,
June 13, 2004. 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 June 6, 2004 until after the
general increase has been loaded on Sunday, June 13, 2004.


Please contact Patti Pearce at 785-296-7232 or at patti.pearce@da.state.ks if you have any questions!


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #588


DATE: 6/9/04


AUTHOR:
 


SUBJECT:
Friday, 06/11/2004 Declared Legal Holiday by Governor Sebelius: SHARP
Updates/Notices


MESSAGE
TEXT:


Governor Sebelius has declared Friday, June 11, 2004 as a Legal Holiday (National Day of Mourning). As a result,
staff within the Department of Administration are updating Tables and Batch Jobs that need to be changed due to the
announcement:


Payroll and 05/23/04 – 06/05/04 Timesheets:
* The final Pay calculation for the pay period ending 06/05/2004 is now
Thursday, June 10, 2004.
* All Time and leave must be entered and the Timesheet OK to Process
checkbox turned on by 6PM Thursday, June 10th, including the vacation leave conversion to sick leave (SLA on
timesheets).
* Regents payroll system agencies will need to submit paydetail, DA-175
and STARS funding files for the on-cycle payroll for the period ending June 5, 2004 by 8:00 am on Thursday, June
10.


Time and Leave: 06/06/04 – 06/19/04 Timesheets and Time Documents
* Staff within the Department of Administration are updating the Holiday
Schedule Table to reflect the June 11, 2004 holiday.
* Programmers are in the process of deleting and re-generating the
06/06/04 – 06/19/04 timesheets so the holiday credit will default into the electronic timesheets based on employee’s
holiday schedule. Any time or leave entered into the 06/19/04 timesheets prior to this update (Entry that occurred on
Sunday, 06/06; Monday, 06/07; or Tuesday, 06/08) will be replaced with the ee’s default work schedule and the
holiday credit earnings code and hours (if applicable) and will necessitate the re-entry of that data.
* If your agency has already printed the 06/06/04 – 06/19/04 paper time
document from SHARP, your employees may still use that document, but the holiday credit eligible employees
should enter the holiday credit earnings code (such as HDC or HDE) and hours on Friday of Week 1 (06/11/04).


In addition, the following message is being placed on the Important Notices section of the State Employee Services
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website:
http://www.kansas.gov/employee/


Executive Branch Benefits Eligible Employees: Governor Declares June 11,
2004 as a Legal Holiday


Governor Sebelius declared Friday, June 11, 2004 as a Legal Holiday (National Day of Mourning).


Most State offices will be closed on Friday, June 11, 2004 and if you are an Executive Branch benefits eligible
employee, you will receive holiday credit.


For those Executive Branch benefits eligible employees who may be required to work on the holiday you will receive
holiday compensation for working on the holiday, if applicable.


If you are an Executive Branch benefits eligible employee who previously scheduled leave for Friday, June 11, 2004
your leave will be replaced with holiday credit instead.


If you are unsure whether or not you are an “Executive Branch benefits eligible employee,” please contact your
Human Resources Office.


Return to SHARP Message Page
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SHARP Customer Service Center


- SHARP Messages -


SHARP Message #589


DATE: 6/9/04


AUTHOR:
 


SUBJECT:
Vacation Leave Overage Reminder


MESSAGE TEXT:


We would like to remind you that all entries to the 06/05/04 timesheets that affect leave overage must be entered by
6PM on Thursday, June 10, 2004 (Friday is too late as final pay calculation is scheduled now for Thursday due to the
additional Holiday).


Converting the vacation leave overage to sick leave is a manual process that is accomplished in SHARP by each
agency through the time and leave process.


Instructions on how to determine which employees are over the maximum and how to transfer the overage to sick
leave are provided at the SHARP Customer Service Center Documents page at the following links:
http://da.state.ks.us/sharp/documents/VacationOvrgDetails.htm
http://da.state.ks.us/sharp/documents/VacationOvrgGeneral.htm


If you have any questions about this SHARP process, you may send an email to brent.smith@da.state.ks.us


Return to SHARP Message Page
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