Attachment A
State-Wide Employee Communications Directory Process

System Description & Purpose

The State-Wide Employee Communications Directory process is designed to provision a global address book
and a searchable, web-based, white pages application which includes both E-mail address and phone
numbers for State Employees. E-mail addresses and phone numbers will be available to the Governor
through her E-mail system and to all state employees via the web-based white pages. The new white pages
application will not be available to the public at this time.

E-mail addresses and phone numbers will be entered into the existing Statewide Human Resource and
Payroll System (SHaRP) by the each agency’s Human Resources SHaRP staff. The necessary data will be
extracted and will be used to provision the Governor’s global address book and white pages service, and
permit Lightweight Directory Access Protocol (LDAP) queries from participating State agencies.

Currently, agencies have the option of entering E-mail addresses and phone numbers in SHaRP. However,
there have not been any business processes associated with these data fields so they have not been kept
current. Participating agencies are requested to maintain the most current information in SHaRP to provide
vital statewide communication and customer service. Agencies will have the responsibility to review and
revise their business process to assist their Human Resource (HR) staff with provisioning SHaRP with the
most current phone and E-mail addresses. Agencies will also define business policies for determining when
a staff member, desk phone or E-mail addresses should be excluded from the directory.

The INTENT of this process is to have ALL employees in SHaRP publish E-mail addreses and phone
numbers. However, there may be legitimate business reasons in each agency where it may be appropriate to
exclude desk phone numbers, direct E-mail addresses or an employee’s name.

Initial Data Load

In order to assist agencies with the initial input of this data, there is a batch file process available for large
agencies to upload data into SHaRP. Technical staff has created a file layout and procedures for submitting
the batch file.(See attached file layout) Agencies will create and send the batch file to the Department of
Administration after verifying phone numbers and E-mail addresses for their employees. This process is
called the initial batch load. The actual file may be loaded multiple times during this initial process until
the agency signs off the data is correct and begins the normal maintenance process through SHaRP.

The existing Online Communications Directory and its quarterly provisioning process will not be affected by
or provisioned from this process at this time. The manual updating of the Online Communications Directory
via quarterly spreadsheets will continue as a parallel process through the implementation of this project, until
such time as a replacement process is developed.
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B. Process Description

The primary entry point for the E-mail and phone numbers is on the Personal Data pages within SHaRP.

The agency HR-SHaRP person will enter the E-mail and phone with the agency number as the identifier in
the “TYPE” column. This designation with agency number will indicate these fields will be extracted for the
State-Wide Employee Communications Directory.

A process has been developed within SHaRP which will automatically generate the extract file used to
provision the e-mail directory and white pages. SHaRP technical staff has also created a new on-line SHaRP
report for agencies to review and reconcile all E-mail and phone numbers entered into SHaRP. DISC
Customer Support will update the Governor’s address book from the extract. DISC will also update the
online Employee Communications Directory.

IV.  Security

While e-mail address and telephone information is considered a matter of public record and can be requested
under Kansas Open Records law, concern about possible misuse by spam agents necessitate the constraint
that the State-Wide Employee Communications Directory application be protected from non-state
employees. The E-mail address information in this directory will not to be available to the general public.

Access to the application is based on the source internet address, primarily the 165.201.xx.xx address block.
State agencies not on KANWIN must provide static IP’s to DISC in order to access the services. This may
require negotiation with the local Internet Service Provider (ISP). Non KANWIN customers, with fixed
internet addresses, may request access by contacting DISC Customer Support at 296-4999.

V. Procedures

1.1 Responsibilities
Process: Agency SHaRP HR staff will be responsible for entering E-mail and phone numbers
into SHaRP.
Agency IT staff will be responsible for assuring new or changed e-mail and telephone
information is provided promptly to HR staff.

1.2 SHaRP Procedures
Process: E-mail Address Requirements:
Executive Branch Agencies will enter business E-mail address data in the SHaRP
Personal Data pages for existing employees.

Agencies will designate one E-mail address as the official business E-mail address per
employee. Multiple E-mail addresses can be entered for each employee, however,
only the designated business E-mail address for the agency will be included in the
statewide directory.

The designation to publish will be made by placing their agency number in the
“TYPE” column next to the E-mail address. Only those E-mail addresses with the
agency number will be extracted for the directories.
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Agency SHaRP User Enters New E-mail Address:

Use the following navigation to access the Personal Data pages in SHaRP

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

Enter the Employee ID of the Employee being updated.

Click on the Address Page

Click on the E-mail Hyperlink located at the bottom of the page.

Select your 3-digit Agency Name from the list in the E-mail Type field to ‘flag’ the E-
mail address to be published in the directory.

Enter the E-mail address in the E-mail Address Field.

Click ‘Ok’

Click ‘Save’

Agencies do not need to establish new E-mail addresses for employees who are not
normally assigned an E-mail address.

Phone Number Requirements:
Executive Branch Agencies will enter business phone number data in the SHaRP
Personal Data pages for existing employees.

Agencies will designate one phone number as the official business phone number per
employee. Multiple phone numbers can be entered for each employee; however, only
the designated business phone number for the agency will be included in the statewide
directory.

The designation to publish will be made by placing their agency number in the
“TYPE” column next to the phone number. Only those phone numbers with the
agency number will be extracted for the directories.

Agency SHaRP User Enters New Phone Number:

Use the following navigation to access the Personal Data pages in SHARP

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

Enter the Employee ID of the Employee being updated.

Click on the Address Page

Click on the Phone Hyperlink located at the bottom of the page.

Select your 3-digit Agency Name from the list in the Phone Type field to ‘flag’ the
phone number to be published in the directory.

Enter the Phone Number in the Telephone Field.

Click ‘Ok’

Click ‘Save’

If an employee does not have a direct line or does not want to display their direct
number, agencies are required to list a main number for the agency as a replacement.



1.3 Exclusion for business reasons will be defined by each Agency. They will allow agencies to make
business rules for allowing the phone, E-mail and or name to be either a department general number
rather than a direct desk number or opt out all together.

Process:

Agency staff will determine the procedure for making exceptions to the publication of
the E-mail or phone as applicable in their business processes prior to the
implementation of the data to SHaRP.

Examples: Option to have a department phone number rather than desk phone published.

Option to publish a department E-mail address rather than a direct business E-
mail address.

Option of choosing when to have employees excluded from publication.

1.4 Initial Data Load

Process:

OR

An Agency may enter the data directly into the SHaRP Personal Data
Pages.

Initial Batch Load Process for an Agency that will allow the import of a fixed length
text file.

Initial Batch Load Process:

Or

EMPLOYEE ID is the key field needed in this batch load.
Agencies may request a listing from SHaRP of current employees.

Agencies may create their own list with Employee ID.
Agencies will match E-mail addresses and phone numbers to the name and Employee
ID. SHaRP will use the “Legal” name. Reconciling legal names with “nick’ names

must be completed by the agency HR staff.

The agency will create the DEFINED batch file to submit E-mail addresses and phone
numbers with Employee ID to SHaRP.

SHaRP staff will load the agency batch file into the database.
Agency & SHaRP staff will reconcile the data load.

This process will be repeated until the Initial data load for the agency is considered
complete by both Agency & SHaRP staff.

1.5 SHaRP On-line Report

Process:
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DISC SHaRP staff will create an on-line report which will allow Agency HR staff to
view all the phone numbers and E-mail addresses for each employee.

This report will be accessed through SHaRP at any time.



1.6 State Agency E-mail Administrators will have access to the LDAP information extracted from

SHaRP.

Process: DISC will allow participating state agencies (E-mail Administrators) the ability to
generate queries against the LDAP server. Contact DISC Customer Support after
production date.

1.7 White Pages Communications Directory on the Intranet (Kanwin network).
Process: DISC Web Applications will use data from of the SHaRP extract file to provision an

Intranet website with Name, E-mail, Phone & Agency.

Since there is not a State Intranet site, access to the web pages will be restricted by IP
addresses.

1.8  Continue the current on-line Communications Directory quarterly phone number process in parallel,
for public access.

Process: The manual updating of the Online Communications directory via quarterly
spreadsheets will continue as a parallel process through the implementation of this
project, until such time as a replacement process is developed.

Key Dates
+ September 1 — DISC will refresh SHaRP file
» September 6— Small agencies begin data entry
* October 7 — Small agencies complete data entry
* October 10 — Large agencies submit batch files
* October 10-14 — SHaRP team loads/cleans data
*  October 17-21 — Extract from SHaRP
* October 27- White pages up and available for test
*  October 28 — E-mail directory up and ready for test
* November 3 — Production

Contacts: John Jones, Email data export, IT procedures  296-4999

Connie Guererro, HR Procedures 296-0754
Sarah Gigous, SHaRP reports, FTP transfer 291-3027
DISC Customer Support, All other calls 296-4999
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Agency Email and Phone Number Batch Processes

Step 1: Batch Load Process
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Microsoft Exchange Data Extract Procedure from Active Directory (DISC)
How to Export User Data from Active Directory Using LDIFDE.

1) Ensure the support tools are installed on a client or server on your AD domain.

2) Log on as a user with administrative rights to the domain

3) Open command prompt and run the following command after inserting your domain LDAP path and
domain controller to connect to:

Idifde -f Exportusers.ldf -s dcnamehere -d "dc=yourdomain,dc=goeshere,dc=ks,dc=us" -p subtree -r
"(&(objectCategory=person)(objectClass=User)(givenname=*))" -1
"displayName,mail,company,department,departmentNumber,employeeld,telephoneNumber"

4) You will see the following output in the command box

mmand Prompt

Microszoft Windows [Uersion 5.2.37981
CC» Copyright 1985-2083 Microsoft Corp.

H:=>c:

C:w>ldifde —f Exportusers.ldf —s admindcBl —d “"dc=admin.dc=gov.dc=state,dc=ks.dc
=uz"" —p subtree —r "(&{ohjectCategory=person?{ohjectClass=Userd{givenname=»*33" —
izplayName .mail.company.department .departmentNumber,.employeeld, telephoneNumh

¢ |Command Prompt

C:x>ldifde —f Exportusers.ldf —= admindcBl —d "dc=admin,dc=guu,dc=dtate,dc=ks,ch’

=usz" —p subtree —»r ""(&{obhjectCategory=person?<ohjectClass=Userd{givenname=2*3>" —
:displayﬂame,mail,cumpany,department,departmentNumher,empluyeeld,telephnneNumh

»

Connecting to “admindcHl'

Logging in as current user using S5PI

Exporting directory to file Exportusers.ldf

Searching for entries...

hriting out entries

886 entries exported
The command has completed successfully

Gz

5) The ExportUsers.ldf file should have a list of your users and the attributes specified in the LDAP
query.
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Coordinating Active Directory data with SHaRP data (KDOT)

There have been several steps involved with this process.
Active Directory Dump

The initial input consisted of a “dump” of users from Active Directory and a similar “dump” of KDOT
accounts from SHaRP. These files were combined into one spreadsheet, sorted by the last name field and
compared by hand. This was necessary because of many situations where middle names or nicknames are
present in Active Directory. Steps to produce desired output from Active Directory are as follows.

For this purpose, we utilized a free tool from Softerra, called LDAP Browser. It can connect to an LDAP
directory and query against it, producing output that can be saved in a number of formats, including Excel
spreadsheet.

Here is a screenshot of the query screen:

" Search [dt00dc00.ksdot.org: 389]

Search Settings

Search DM: | au=Bureaus and Offices, DC=ksdak, iC=arq

=l
Filter: | fobjectcateqgory=user) j
|

Akkribukes: | sarnaccountname, employesid, sn, givenname, mail, telephonenumber

Search Scope: © Onelevel  ©* Sub-tree level

Ol samaccountnanme | employvesid sn

Search | Close
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Active Directory Schema Modification

Once the initial matching was performed, the SHaRP Employee ID was populated into active directory. This
was done by adding the EmployeelD attribute, which is already present in Active Directory to the properties
of the user object in Active Directory Schema Manager (schmmgmt.msc).

e D 0 di00 d h() 0 L]
B2 Fle  Action  Wiew ‘Window  Help |=l§'.j_.)ﬂ
« = | &[m| £
: -W8 serviceConnect A | | Source Class »

B sepvicelnstance
-B8 simpleSecurityC
B site

-W8 siteAddressing
B siteConneckar
B sitelink

~B8 sitelinkBridge
B sihesContainer
-B8 storage

B8 subnet

BB subnetCantaine
B8 subSchema
B top

B8 tP4Stack
BB tPA400LINk.
~B8 transportStack
B trustedDamain
- B2 typelibrary

- BE user

- B2 yolume

- BE y25Stack
BB ZERA00LInk
W@ x400Link
{10 Attributes

< |

2
[ i

user Properties

| General | Relationship | Atbutes | Default Security |

53

[

.'[: uger
1 {=i={ | )
employeetumber
tandatary: employeeType
enableCompatibility
Enabled
enabledéduthorizationP ackages
enabledConnection
enabledPratocalCig
enabledProtocols
encapsulationtd ethiod
encrypt
Optional; accountE spires A Add... encryptdlglisthia
aCSPolicyM ame —| enciypkalglistOther
adminCount BEaE encryptélgS electedhld,
audio il enciypkdlgS electedOther
badPazswordTime enrollmentProviders
badPwdCount entiyTTL
buzineszCategony expandDLsLocally
carLicense expirationT ime
codeFage v exportContainers
Sk = exportCustomPecipients
[ QK. J [ Cancel J [ Apply J

Note that: Enterprise Administrator and Schema Administrator rights are necessary to do this.
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Enable Administration

In order to make this new field available to be set by administrators, it’s necessary to modify the user-display
object in the Configuration container of Active Directory to reference a short VBScript file. We used
ADSIEdit to make this change. The object to be modified is found at CN=user-
Display,CN=409,CN=DisplaySpecifiers, CN=Configuration,DC=yourdomain,DC=yourextension. The
adminContextMenu attribute is edited to add a string like the following, “,&Employee ID,
\\domaincontroller\netlogon\eid.vbs” The text after the ampersand is what will show in the context menu,
and the unc path points to the VBScript file which creates the dialog box used to enter or edit the Employee
ID.

< File  Action  Miew Window  Help

. AmE XEB @

The text of the VBScript file follows:

Dim oVar

Dim oUsr

Dim tmp

Set oVar = Wscript.Arguments

Set oUsr = GetObject(oVar(0))

tmp = InputBox("The Employee ID of the user is: " & oUsr.employeelD & vbCRLF & vbCRLF & "If you
would like enter a new number or modify the existing number, enter the new number in the textbox below")
if tmp <>"" then oUsr.Put "employeelD",tmp

oUsr.SetInfo

Set oUsr = Nothing

WScript.Quit
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< ADSI Edit Display Propertie! @ | Class Distinguished Name
= Fj Eonfiguratinnl [DTDPDC T - . displaySpecifier  CM=protocolCFgIMAPServer-Display, CM=409, CN=Disp
=1 L Chi=Configuration, touie ot (Bania . displaySpecifisr  Ch=protocalCFQIMAPSte-Display, CH=409, CN=Display
B | §N=Display5pe : P— = = — — = = =
<1 cu=401 Show mandatary attributes Multi-valued String Editor
#- ch=404 Show optional attibutes ] i
00 cu=405 [sh R | Attribute; adminContexttdenu a
sop-=rya ow only attributes that have values '
w01 cn=407 Attributes: . Value to add: B ¢
=
-1 ch=408 Attribute Syrtax Walue -~ | Add i
[ cr=409 adminContestid enu Unicode Sting 17 JAB205F23-2DBD-4ht = | alies ' g
- CH=40E adminDlezcription Urnicode Sting <Mot Sets | g SR y - Ll Fl
-7 cy=40c adminDizplayh ame Unicode Sting  <Mat Set> AEmployes 1D, Y\dt00dc 034 netlogonteid vbs 1]
w1 cy=40d adminMultiselectProp. . Unicode Sting  1.{50d30564-5511-11d14 1.40Gebdfab-Bffd 111 -blel-00c04fdRdoab) 3
eh-e iyl adminFropetyPages  Unicode Sting  11.(4B255F23-2DBD-4bt ]?»gg%%ggg'gg%F[;‘f;‘fs'es%q15?3?83?55545\%3298?&53} :
f 2 allowedittributes Object [dentifier  subSchemaSubEntry:moc ; | :
c g Chiil alloweddtiibutesEffe..  Dbject ldentfisr  <Not Set> Liin iR IR A LU ALY '
S e dlowedChidClasses  Dbject Identifier  <Mot Set> v
-] ch=412 allowedChildClassesE... Object Identifier  <Mot Set> r
-] CN=413 attributeDisplayNames  Unicode Sting msRTCSIP-UserEnabled, :
w00 =414 bridgeheadServerlist...  Distinguished ... <Mat Set» -
- CH=415 canonical ame Unicode Sting  kansasdat loc/Configurat
f EA RN R TN P Y TR | limimmdm C briim = 1 lmme F
+- (1 cN=418 : 5 g
+- [ ch=413 - : i
el | T & | 3| :
[ ol J 2
o ::I o 0K, ] l Cancel i
+-E3 cn=81s [ ok ][ Ccancel
-1 ch=Coa



Final Steps

Once these changes were complete, it was possible to import the EmployeelD field into Active Directory.
The field distinguishedName was included in the original dump of Active Directory and was used as the key
field to insure the EmployeelD was populated correctly. A small .NET script read through the correlated
data and opened the AD object referenced by each distinguishedName, then writing the matching
EmployeelD to that object.

Now, for the purpose of the final bulk load, it will simply be a matter of matching the SHaRP extract to an
Active Directory dump using the EmployeelD field and correlating the appropriate fields into the bulk load
file to be sent to SHaRP. In addition, monitoring the accuracy of data in SHaRP using the same process will
allow ongoing data confirmation.
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Attachment B
State-Wide Employee Communications Directory SHARP Instructions

Enter New E-Mail Address

Step 1: Use the following navigation to access the Personal Data pages in SHARP
Home > Administer Workforce > Administer Workforce (GBL) > Use > Personal Data
Enter the Employee ID of the Employee being updated. Click on ‘Search’.

- O R L,k @ [JE B i
.m Systemn Test

PeopleSoft.

& Home

Home = Administer Workforce = AdministerWorkforce (GHLY = Lise = Personal Data Mews Window

= wWorklist 2 Help S Sign Ouf]

Personal Data

Find an Existing Value

ErmpliD: |knooo198025

Mame: |

Last Mame: |

Department SetiD: | =]
I

oy

Departrment:

Altetnate Character Mama:|

Fersonnel Status: | »
SSM: [
[include History [ Correct History

#&] Dons =) & Internst

Step 2: Click on the Address Page folder tab, then Click on the Email Hyperlink located at the bottom of the
Q- O HNRA¢ "“ﬁ? - 33 oy -9 x

Peop]eSoft;

. m System Test

@ Home =

Horme = Administer Waorkforce = AdministerWorkforce (GBL) = Use = Personal Data e Windove 2%

Address Y Personal Profile  Eligibilibdidentity |

Warker, Susie Employee |p: KOOOO198025

First 4] 1 of 1 Last

Effective Date: 032372005

Country: Usa Q) United States
Address 1: 1111 West Test Lane |
Address 2: | |
Address 3: | |
City: |Topeka |
State: ks |&kansas Postal; [Bee12
County: |Shawnee =Y,
Mailing Address
% [lick Here
Email FPhone . i)
B save)  [ClRetum to Search) (2 Previous tab | (38 Next tab) A ) [ Alinclude History) ([ Correst History
w
- | &
page @ é 4 Internet
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Step 3. Click on the drop down arrow of the Email Type Field.

Q- O [ ¢

Je 2 X2 2 J#E s3 oy -5

PeopleSoft.

Home = Administer Workforce = Administer Workforce (GHLY = Llse = Personal Data

@ SYS8  svetom Tost

3 Home

Mleny Wind omy

Email Addresses

Waorker, Susie

Email Addresses

Employee |D: kKOO00198025

|*Email Type

| | |

/I\

‘Email Adidress

arrovy.,

Click on the drop dowen

&] Dane

2 & Internst

Step 4. Select your agency name from the list in the Email Type field to ‘flag’ the E-mail address to be
published in the directory. NOTE: Only those E-mail addresses with an agency name next to them will be
extracted and included in the directory.

Board of Pharmacy

Board of Regents

—{Board of Tax Appeals

Board of Weterinary Examiners
Business

Campus

Citizens Uiility Ratepayer Bd
Conservation Commission
Corporation Commission
Caorrections Dept-Corrtnl Indus
Dental Board

Department of Administration
Department of Corrections
Department of Credit Unions
Cepartment of Education
Department of Lakor
Department of Revenue
Department of Transportation
Department on Aging

Cept of Commerce

Dept of Health & Environment
Dept of Social & Rehab Sves
Diarrm

El Dorado Correctional Feolty
Ellswaorth Correctional Felty
Emergency Medical Services
Empaoria State University

Fire Marshal

Fort Hays State University
Governor

I

m

O

AL

% Home

ter Workforee (GHLY = Use = Personal Data Mew Windowy

%l Salect your agency name |

‘Email Address

0:  K0OO0O0198025
First [0 1061 [B] L

==

@ Cione
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Step 5. Enter the E-mail address in the Email Address Field. Click ‘Ok’, then Click ‘Save’
©0-© e P¥eRLm- JE S - =x

@S58 oo

PeopleSoft.

€ Home

Home = Adrminister Workforce = AdrministerWorkforce (GBL) = Use = Personal Data M ey Wi d o

Email Addresses

YWorker, Susie Employee In: KOOOO188025

First [4] 1 o¢ 1 [ Last
“Email Tvpe ‘Email Address

| Department of Administration w | [susieworker@da.state ks.us =

=3 = & Internet

Enter New Phone Number

Step 1: Use the following navigation to access the Personal Data pages in SHARP
Home > Administer Workforce > Administer Workforce (GBL) > Use > Personal Data

Enter the Employee ID of the Employee being updated. Click on ‘Search’. NOTE: You may skip step one

if you are already in the Personal Data page.

= A el . = A — r p Sy
Q-0 HRa Phex-Lm Jid 3 ¥ -=

. S¥S8; svstem Test

PeopleSoft.
€ Home

Horne = Administer Workforce = Administer Workforce (GBLY = Use = Personal Data Bewy Wind o

Personal Data

Find an Existing Value

ErmpllD: [koooo19a025

MName: |

Last Mame |

Department SetiD; &

Departrnent: | g

Alternate Character Name:|

FPersonnel Status | bt
SSh: [
[include History [ Correct History

Basic Search

:§| Done é o Internet
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Step 2: Click on the Address Page folder tab. Click on the Phone Hyperlink located at the bottom of the
page.

O-© HRG PR E LA B
PeopleSoft.

By
e

& Home
Harre = Administer Workforce = AdministerWorkforce (GELY = Lise = Personal Data e Wind ow )
{  Hame Address [ Personal Brofile " Eligibilityidentity
Worker Susie Employee |p: k0000188025
Effective Date: 082320045
Country: U5A|ﬂ United States
Address 1 1111 ¥est Test Lane |
Address 2: | |
Address 3: | |
City: |Tupeka |
State: K3 Q kansas Postal: GEETZ
County: |Shawnee <X
Mailing Address
é [lick Hera
Ernail Phore _ J
'ﬁ- Save "Q Return to Sealch:] 'f@ Frewvious ta b.) E@ Hext tab) ﬂ.f‘;l .] -E‘Include History) E-@;Cmrect Hiztory
bt
S | @
&l S @ Inkermet
Step 3. Click on the Phone Type Field.
By — 7 <
L) H

C-Oo- RRae P dE- UKD
PeopleSoft.

&= Home

Pl ey Wi S

Home = Administer wworkforce = Administer Waorkforce (GBLY = Lise = Personal Data

Click Here

| ‘VPhone Twvpe Telephone
| - |

YWorker, Susie Employee ID: KO00O198025

First A of 1 Last

=1

Primary Phone

& Done = & Internet
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Step 4. Select your agency name from the list in the Phone Type field to ‘flag’ the phone number to be
published in the directory. NOTE: Only those phone numbers with an agency name next to them will be
extracted and included in the directory.

Sorporaon commisc Bl @n SO Yt @ 2 i L 3 -2

—Corrections Dept-Con

Dental Board .m System Test

Department of Admini

Depantment of C ac &
Department of Credit | & Home =
Department of Educat
H{Department of Labor lce = Administer Warkforce (GBLY = Use = Personal Data ey Wind oy

Department of Revent

Department of Transp % |Se|ect your agency name
Department on Aging IDp: KO000198025

Employee
Dept of Commerce AL

Dept of Health & Envir — -
Dept of Social & Reha First [4] 106 1 [P] Last
Dormitory Telephone Primary Phone
El Dorado Carrections

=

Ellswaorth Correctiona
Emergency Medical 5
I: Emporia State Univers
Fa

Fire Marshal

Fort Hays State Univel
Governar

Highway Patrol

Hith Care Stabilizatiar
Haome

Hutchinson Correctior
Indigents Defanse Sw
Inzurance Departmen ¥

@ Done |2| B Internst

Step 5. Enter the Phone Number in the Telephone Field. Click ‘Ok’, then Click ‘Save’

-0 REG LS. U s _——
PeopleSoft.

@ SYS8  svetem Test

& Home

Home = Administer Workforce = Administer Workforce (GBELY = Use = Personal Data e Wind o

Yorker, Susie Employee ID: KO00O0192025

irst [ 1 or 4 [M] Last

| ‘Phone Type Telephone Primary Phone
| Departrment or Admin v | [7E5/286-6480 =

& Done 2 & Inkernet

Communications Directory
v.1 August 30, 2005

17



Generate New SHARP Report to Verify Data

Step 1: Use the following navigation to access the Employee Email/Phone Listings Report in SHARP
Home > Administer Workforce > Administer Workforce (GBL) > Report > Employee Email/Phone Listings

Enter your Run Control ID and click on ‘Search’. If you have no Run Control ID, click on “Add a New
Value” to create one.

C-© HRAG LH 2% JE 3 Ry - ==

@ SYS8 svetemTest

PeopleSoft.

Home = Adrminister Workforee = Administer Workforce (GBLY = Report = Employee EmailPhone Listings — Mew Window

Employee Email/lPhone Listings

Find an Existing Value

Run Control ID:|

Add a Mew Yalue

&) 2 & Internet

Step 2. Enter the agency number or the specific 10-digit department ID for which you want to generate
employee email address and phone number information in the Department field of the Report Request
Parameters page. This report also provides you with the ability to generate a flat file to import into a
database or spreadsheet application such as Excel, Lotus, or Quarto Pro so that you can compare the data
with your own internal systems for storing email addresses and phone numbers.

Click on the Flat File “Yes’ radio button to automatically create both a flat file and pdf version of the report.

Click Run
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A e s =
Q-© ERA& PId
PeopleSoft.
Home = Administer Workforce = Administer Workforce (GBLY = Repaort = Employee EmailPhone Listings

[ Runctl Kper265 Ks Y

Fun Control ID:  TEST

Mews Windowy ~

Report Manager Frocess Monitor Run

* Enter the Department Group OR Departiment 1D

Department Group 10: |:|3|
Department: 1730000000 =Y Depattrment of Administration

Page Break Level: 10|

| & Yes 'No

(B sawa)] (CiRetum to Search ) (4S NextinList ) (1= ) ([Eeadd) 5 1

4l

@ é ‘ Internet

Step 3. Click ‘OK’ to generate the report.

PeopleSoft.

Flewy Window

Home = Administer Workforce = Administer Waorkforce {(GHL) = Report = Employee Email'Phone Listings

Process Scheduler Request

User ID: DAPECSEG Run Control ID: TEST

Server Name: PSUNA *| Run Date: 08/24/2005 El
Recurrence: *| Run Time: 8:53:18AM |

Time Zone: ~ Resetto Current DateiTime l
"Type ‘Format

Select Description Process Name Process Type
KPER265 KPER265 SR Report [web  ~| [POF ~| EH

@ Cone é O Internet
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Step 4. Click on the Process Monitor hyperhnk
C-©O HRE®G LP&®« B3

Peop]esoft; .M System Test

£ Home
Horne = Administer Warkforce = Administer Workforee (GBLY = Report = Employee EmallPhone Listings e Wi d o A
Clik Here
{ Runctl Kper2bs ks 4 \b
Run Control ID; TEST Report Manager [Process Monitor Run

Process Instance:364152
' Enter the Department Group OR Department 1D

Department Group ID: | |ﬂ
Department:

Departrnent of Administration

Page Break Level: |1 a |
@ Yes ONo
B save [QiReturnto Search ] | 15 Nextin Lis.t.) [+= ] -E‘l’Add I:;'Ei ]
@I‘I Process Instance: 364152

<

é 0 Internek

Step 5. Click on the yellow and black Refresh button until the Run Status is Success
Click on the Details hyperhnk when the Run Status says Success.
Q-O-HNR% PLPHO 2% A

= . - Jﬁ 3 ".',',-l-':—ﬁlx
PeopleSoft. @ SYSB  svetemTont

% Home
Home = PeopleTools = Process Monitor = [houire = Process Requests
J Frocess List Y Senver st

2 Wwarklis

Mewy Wind ow

UserlD: |DAPECSG  [Q process

I ~ |Last: 20 | Ciays vl Refresh ]
Tvpe:
Server | * | Process | B | Instance: | | to | |
Name: Run Status:
[ wiew Job ttems Sawe On Refresh
First [0 1001 [B] Last
Instance Seq. Process Type Process Name User Run Date Time Run Status  Details
364152 SQR Report KPERZES DAPECSG E:BE“;%‘UZUUS RIS L Success Details

Go backto Employee EmailfPhone Listings

(@ s=ve

@LI Process Instance: 364152

-
|2| ‘ Internet
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Step 6. Click on the View/Log Trace hyperlink to access your report.

Q-©O- HRA&K L
PeopleSoft.

L8 v

Home = PeopleTools = Process Maonitor = [nguire = Process Requests Dl Wiiind o &
Process Detail

Instance: RORS54 Twvpe: S0R Report

Name: KCOMNWELUM Description: KCOMYSUM

Run Control ID: Report

Location: Server

Server: PSUMN

O Delete Request

Recurrence:

Request Created On: 08/24/2005 8:43:36AM CDT FParameters Transfar

Run Anytime After: 08/24/2005 2:43:38AMCDT Messane Log

Began Process At: 08r24/2005 8:43:43AM CDT Batch Timings

Ended Process At: 08/24/2005 8:43:58AM CDT Wiew LogTrace .

< —— Click Here
v

@'] Process Instance:606954 é 0 Internet

Continues on following page
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Step 7. Select the version of the report you want to view and/or save. The flat file version of the report is
named KPER265.dat and the pdf version of the report will end with a .pdf. To save the report to import into
a database or spreadsheet application, right click on the hyperlink under the KPER265.data file name to see
the option ‘Save Target As’, then pick the location where you want to store the report.

. - : i Sy - 9§ x
0 O NRAG AL B EEUHS @,
p Report/Log Viewer
Instance: 364152 Type: SR Eeport
Name: EPER265 Run Cnitl ID: TEET
Status: Success Submitted By: DAPECSG
Server: PEUNK Recwrence:

KPER265 Rat Fle Yersion of Report

Message | og 1265 bytes 2005-08-24 08:55:00

Trace File 156 bytes 2005-08-24 08:54:17
kper265.DAT | 201780 bytes 2005-08-24 08:54:59

kper265 364152.PDF 127902 bytes 2005-08-24 08:54:59

;E 2 & Internat
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Attachment C

Frequently Asked Questions
State-Wide Employee Communications Directory Project

1. Do we need to provide all employees an e-mail address so they can be included in the global e-mail
address directory and web-based white pages directory?

Agencies do not need to establish new e-mail addresses for employees who are not normally assigned an e-
mail address.

2. Do all employees need to be included in the directories (for example, Board Members, etc.)?

While the intent of this project is to have all employees included in the directory, we understand that each
agency may have valid business reasons for excluding an employee’s e-mail address and/or phone number
from the directory process. Each agency will be responsible for defining their own business policies for

determining the reasons for excluding a staff member from the directory.

3. What should we do if an employee does not have a direct phone number or does not want their direct
phone number included in the directories?

If an employee does not have a direct phone number or does not want to display their direct phone number,
agencies are strongly encouraged to list a main number for the agency as a replacement.

4. How often will data from SHaRP be extracted to populate the two new directories?
Employee e-mail addresses and phone numbers will be extracted from SHaRP every two weeks.

5. Can large agencies continue using the batch load process after the initial data load of employee e-mail
addresses and phone numbers?

Agencies should use the SHaRP Personal Data pages for on-going maintenance of this information for their
employees. However, if the e-mail format or phone numbers for all employees in your agency is changed,
we will try to accommodate the change using the batch load process.

6. What if an employee does not want to have their individual work e-mail address displayed in the
directory?

Agencies may list a generic or group e-mail address for employees who do not want their individual e-mail
address included in the directory. (for example, damailbox(@da.state.ks.us)

7. We have employees who use a nickname instead of their legal name. Since the new directories are
populated from data in SHaRP will we be able to display their nickname in the directory?

Nicknames will not display in the directory. The extract program uses the employee name in SHaRP and
displays it in the format of Lastname Suffix,Firstname
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Attachment D

State-Wide Employee Communications Directory Flat File Layout

Identity Attributes Needed Type | Length Comments

Name Char 50|Employee Name. Name has a format of: Lasthame,Firstname Middlelnitial
(i.e. Doe,John A.)

Emplid Char 11|Employee ID. Will be inserted into EMAIL_ADDRESSES.EMPLID, and used
to do the phone insert.

Deptid Char 10{10-Digit Department ID for Emplid, or if preferred, send the three-digit agency
number followed by seven zeroes. (i.e. 1730000000)

Business Email Char 70|Email address for emplid. Will be inserted into
EMAIL ADDRESSES.EMAIL ADDR

Email Type Char 4(3-Digit Agency Number, or Translate value from
EMAIL ADDRESSES.E_ADDR TYPE. Valid Values are listed below.

Business Phone Char 24(Business Phone of Emplid. Will be inserted into
PERSONAL_PHONE.PHONE NOTE: Area Codes are required. Phone
numbers should be entered as all numbers with no spaces or special
characters. Phone numbers with extensions should be entered as all
numbers with no spaces. Example: 12345678901234 (import program will
format to display as 123/456-7890 Ext 1234)

Phone Type Char 4(3-Digit Agency Number, or Translate value from

PERSONAL_PHONE.PHONE_TYPE. Valid Values are listed below.

Send test files to your agency's 'to sharp' directory: .TOSHRP with a suffix of .DONN. All test filenames will be
KAGYMAIL.DONN (i.e. 'RV.TOSHRP.KAGYMAIL.DONN'). If EMAIL_TYPE and PHONE_TYPE are to be published, both should
be filled with your 3 digit agency number. If the preference is for the data not to be published, but you want it in the system for
your own agency, please use one of the delivered values displayed below for EMAIL_TYPE and PHONE_TYPE.

Email Type Description

BUSN Business
CAMP Campus
DORM Dorm
HOME Home
OTHR Other
Phone Type Description
BUSN Business
CAMP Campus
CELL Cellular
DORM Dorm
FAX Fax
HOME Home
MAIN Main
OTR Other
PGR1 Pager 1
PGR2 Pager 2
TELX Telex
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Attachment E

Agency Readiness Checklist
September 2005 State-Wide Employee Communications Directory Project

Agency Agency Number
Task | Description Target Status | Person Responsible
No. Date (Optional)
AGENCY IMPACTS
1. If needed, identify staff to monitor State-Wide Employee | 09/06/05
Communications Directory project activities in your
agency.
2. Develop agency communications about State-Wide 10/01/05
Employee Communications Directory
3. Review business process in your agency to determine if 10/01/05
your agency needs a policy for excluding employees from
the directory.
4, Review existing business process in your agency for 10/30/05
assigning email addresses and phone numbers to your
employees. Determine how this information will get
transmitted to your HR staff with security access to
SHARP so that data will get updated in a timely manner.
SHARP ACCESS/SECURITY
1. Identify SHARP users with access to Personal Data pages | 09/07/05
to determine if you need additional application users for
update and/or inquiry.
2. Complete and submit security access forms to obtain 09/15/05
SHARP sign-ons and passwords. (Relevant CBT book
must be completed to obtain security access)
BATCH FILE INTERFACE (For large agencies if applicable)
1. If needed, request a query from the Division of Personnel | 09/15/05
Services that includes the names and Employee ID’s for
all active employees in your agency to assist with the
preparation of your batch file. NOTE: Name sent on your
batch file must match the name that appears in SHARP or
the record will not load.
2. Submit your batch file to the Department of 10/10 to
Administration. 10/14/05
3. Generate on-line SHARP Employee Email/Phone Number | 10/17 to
report to verify your data loaded correctly, 10/21/05
HARDWARE/SOFTWARE
1. Review and test connectivity to web-based internal White | 10/28/05
Pages Communications directory.

Status Codes

NS = Not Started IP = In Progress

C = Task Completed

NA = Not Applicable
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