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SHARP Message #483


DATE: 1/8/2002
AUTHOR: NANCY RUOFF
SUBJECT: 2001 W2 FORMS/KTXPR55 REPORT
MESSAGE TEXT:


Please be advised that the 2001 Employee W2 Wage and Tax Statement Forms were mailed 1/7/02. The
final KTXPR55 W2 Listing Report for 2001 is dated 12/29/01 and is available in the agency MVS
report directories.
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SHARP Message #484


DATE: 1/24/2002
AUTHOR: Connie Guerrero
SUBJECT: SHARP SYSTEM ACCESS RESTRICTED ON 2-1-2002
MESSAGE TEXT:


SHaRP system access will be restricted for all on-line users on Friday, February 1, 2002 from 2:00 p.m.
until 5:00 p.m. to allow the Division of Information Systems and Communications the ability to test a
new backup and restore procedure for the SHaRP database. The SHaRP system will be available during
normal access hours on Saturday and Sunday. Thank you for your cooperation and we apologize for
any inconvenience this may cause you.
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SHARP Message #485


DATE: 1/29/2002
AUTHOR: Patti Pearce
SUBJECT: SHARP INFORMATION LISTSERVE
MESSAGE TEXT:


The SHARP Information Listserve is an e-mail service that brings the latest SHARP information
directly to your e-mail address. By subscribing to the listserve, you will receive important information
about SHARP, such as new SHARP messages, the SHARPshooter newsletter and system maintenance .
To subscribe:


1. On the Internet, go to the SHARP web page at http://da.state.ks.us/sharp. Click on "SHARPinfolist"
hyperlink under the banner at the top of the page.


2. Click on the hyperlink "(Join the SHARP List)."


3. If you are not a current subscriber, look for the title "If you are not a member of sharpinfolist..." then
click on the "Join sharpinfolist" button.


4. Complete the requested information and submit the form.


5. You will receive an e-mail confirming your registration. To complete the process, reply to the e-
mail.


 


Return to SHARP Message Page


Page last modified on:



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



		Local Disk

		SHaRP - Message #485








SHaRP - Message #486


file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/486.htm[9/21/2011 4:30:58 PM]


SHARP Message #486


DATE: 1/31/2002
AUTHOR: Lisa Kerwin
SUBJECT: OFF-CYCLE PAYROLL SCHEDULED FOR 1/30/02
MESSAGE TEXT:


As a result of state offices being closed on Wednesday, January 30, 2002 due to inclement weather, the
off-cycle payroll scheduled to be generated on 1/30/02 did not process and has been rescheduled for
Thursday, January 31, 2002. The paychecks/direct deposits will have an issue/settlement date of
Monday, February 4, 2002.


Questions regarding this message should be directed to the Division of Accounts and Reports, Payroll
Services at 296-2311.


 


Return to SHARP Message Page


Page last modified on:



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



		Local Disk

		SHaRP - Message #486








SHaRP - Message #487


file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/487.htm[9/21/2011 4:30:59 PM]


SHARP Message #487


DATE: 2/1/2002
AUTHOR: Brent Smith
SUBJECT: Inclement Weather Invoked-Executive Branch
MESSAGE TEXT:


Governor Bill Graves declared Inclement Weather effective from 6:00 AM CST Wednesday,
01/30/2002 to 10:00 AM CST Thursday, 01/31/2002 for all Executive Branch State agencies.


For those agency offices located outside Shawnee County, check with your Cabinet Secretary, Agency
Head, or designee as stipulated in the agency plan to determine if the Declaration of Inclement Weather
was extended for a longer duration for your location on any given day.


Judicial and Legislative Branch employees should contact their human resource offices regarding how
the weather affected their operations and building closings during the period of inclement weather.


In the event of a Declaration of Inclement Weather, state government closes for non-essential state
employees during the period of Inclement Weather. Benefits eligible non-essential employees who are
scheduled to work but don't 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 normally scheduled to report to
work, but don't, 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. Vacation, Sick, Shared, and Holiday Compensatory Leave for exempts must
continue to be recorded in half or full day 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.


Examples:


Non-exempt employees:


A non-exempt employee who did not work on Wednesday or Thursday:


For a benefits eligible non-essential non-exempt employee who did not request prior leave, and who
normally works 8 hours each day on Wednesdays and Thursdays from 8:00 AM - 5:00 PM, and who
does not report to work at all on 01/30/2002, you should record Inclement Weather (IWN) 8 hours. If
the employee does not report to work on 01/31/2002, you should record Inclement Weather (IWN) 2
and 6 hours of other leave, such as VAC. If this employee's work day is normally 7:30 AM - 4:30 PM,
you would still record 8 IWN for 01/30/2002, but on 01/31/2002, you would record 2.5 IWN and 5.5
hours of other leave.


If your non-exempt employee worked during the period of inclement weather, record the hours worked
like you normally would. (In most cases this will be REG). For example, if your non-exempt employee
normally works from 8:00 AM - 5:00 PM on Thursdays and reported to work at 9:00 AM on
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01/31/2002 and works the rest of the day, record IWN 1 and 7 REG. If this employee had reported to
work at 8:30, she would have recorded IWE .5 and 7.5 REG.


Exempt Employees:


For a benefits eligible non-essential exempt employee who did not request prior leave, and who
normally works 8 hours on Wednesdays from 8:00 AM - 5:00 PM, and who does not report to work at
all on 01/30/2002, you should record Inclement Weather (IWE) 8. If this employee had reported to
work for 5 hours, reduce the number of IWE hours to 3.


For exempts who normally work from 8:00 AM - 5:00 PM on Thursdays and who report to work at
10:00 AM on 01/31/2002 and work the rest of the day record IWE 2. If this employee had reported to
work at 8:30, she would have recorded IWE .5. If she reported to work at 8:00 AM, you would not
record any IWE hours.


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 and printed from the SHARP Customer
Service Website: http://da.state.ks.us/ps/subject/inclement.htm.
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SHARP Message #488


DATE: 2/16/2002
AUTHOR: Dept of Administration SHARP Team
SUBJECT: Announcement: Extension of SHARP Availability
MESSAGE TEXT:


Department of Administration SHARP team members are pleased to announce SHARP system
availability has been extended. 


Effective immediately, SHARP is available from 7:00 AM - 6:00 PM Monday through Friday, and 1:00
PM - 6:00 PM Saturday and Sunday. 


NOTE: The cutoff for receiving SHARP interface files must remain at 5:00 PM.
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SHARP Message #488


DATE: 2/16/2002
AUTHOR: Dept of Administration SHARP Team
SUBJECT: Announcement: Extension of SHARP Availability
MESSAGE TEXT:


Department of Administration SHARP team members are pleased to announce SHARP system
availability has been extended. 


Effective immediately, SHARP is available from 7:00 AM - 6:00 PM Monday through Friday, and 1:00
PM - 6:00 PM Saturday and Sunday. 


NOTE: The cutoff for receiving SHARP interface files must remain at 5:00 PM.
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SHARP Message #489


DATE: 4/04/2002
AUTHOR: Dept of Administration SHARP Team
SUBJECT: Daylight Savings Time Implemented
MESSAGE TEXT:


Clocks are set ahead at 2:00 AM Sunday (April 7, 2002) in observance of Daylight Saving Time.


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


If you do not have access to Bulletin No. 96-01, you may print it via the Internet at
http://da.state.ks.us/ps/documents/bulletins/. Select "Daylight Saving Time."
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SHARP Message #490


DATE: 4/08/2002
AUTHOR: Roger Basinger
SUBJECT: SHARP Payroll Encumbrance File
MESSAGE TEXT:


The processing of the SHARP Payroll Encumbrance file for the April 12, 2002 paychecks will be
delayed until Wednesday, April 10, 2002 due to cash flow issues. The file was originally scheduled to
process on Tuesday, April 9, 2002.
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SHARP Message #491


DATE: 4/15/2002
AUTHOR: Brian Frahm
SUBJECT: SQR Update #22
MESSAGE TEXT:


Attention technical staff:


A sqr update has been added to the AllAgySqrs.zip file. Please view the instructions at this URL for
more information:


ftp://ftp.sharp.bdas.da.state.ks.us/PSFT7/Instructions/AllAgySqrs.txt


The updated/added files include:


* KBEN354 - Vacation Leave Overage


* KPER258 - Employee Movement
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SHARP Message #492


DATE: 4/17/2002
AUTHOR: Noble Morrell
SUBJECT: Employee Movement Report (KPER258)
MESSAGE TEXT:


Due to departmental security issues, the KPER258 Employee Movement Report is temporarily
unavailable. Once this issue is resolved, you will be notified. Thank you for your patience.
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SHARP Message #493


DATE: 5/21/2002
AUTHOR: Connie Guerrero
SUBJECT: Vacation Leave Overage Instructions
MESSAGE TEXT:


Executive Branch classified employees and unclassified employees who follow Executive Order 98-7
whose vacation leave balances are over the maximum at the end of the fiscal year will need to have
their vacation balances transferred (up to 20 hours) to sick leave during the pay period ending June 8,
2002.


This transfer of vacation leave hours to sick leave hours is a direct result of a change in Kansas
Administrative Regulation 1-9-4 and is effective June 7, 2002. 


Detailed instructions on how to figure the overage and enter the leave transfer for your employees will
be provided to agencies next week.
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SHARP Message #494


DATE: 05/16/02
AUTHOR: Brent Smith
SUBJECT: VACATION TRANSFER TO SICK LEAVE INSTRUCTIONS
MESSAGE TEXT:


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


You will find three documents there that will aid you in determining how to transfer up to 20 hours of
vacation leave overage to sick leave for eligible employees using the SLA earnings code on the
06/08/02 timesheets for those employees who are eligible for vacation leave transfer. These documents
are Fiscal Year End Pay Periods, Vacation Overage Detailed Instructions, and Vacation Overage
General Instructions.


This procedure is a direct result of a change to Kansas Administrative Regulation 1-9-4 and is effective
06/07/02. It affects all classified employees and unclassified employees who follow Executive Order
98-7 and whose vacation leave balance is over the maximum allowed.


Questions regarding how to enter the transfer codes may be directed to brent.smith@da.state.ks.us.
Questions regarding the regulation change may be directed to kraig.knowlton@da.state.ks.us.
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SHARP Message #495


DATE: 05/30/02
AUTHOR: Brent Smith
SUBJECT: INACTIVATION OF SHARP EARNINGS CODES
MESSAGE TEXT:


Following is a partial list of SHARP earnings codes that are being inactivated effective June 9, 2002.
We have included suggested codes to use in place of the inactivated ones.


For a complete list of earnings codes being inactivated, refer to Informational Circular 02-P-044
http://da.state.ks.us/ar/infocirc/archive/ic02p044.htm:


Inactivated Code(s) --  Replacement Code


AHR Additional Hours  -- REG Regular Hours


BD1-BD8, BDS, CSB Board Member -- BDM Board Member Daily Pay


CTA Comp Time Payout Accrual Hours -- CTP Comp Time Payout


CTS Comp Time Payout Service Hours -- CTP Comp Time Payout


HCB Holiday Comp 1.0-Bank Credit -- HCC Holiday Credit Banked


HCL Holiday Comp Time Earned -- HCP Holiday Comp Time 1.5


HDL Holiday Pay 1.5 over HDC -- HDP Holiday Pay 1.5


HPE Holiday Pay for Exempts -- HDP or HDF Holiday Pay Flat Amount


HTA Holiday Comp Time Payout Accrl -- HTP Holiday Comp Time Payout


HTS Holiday Comp Time Payout Servc -- HTP Holiday Comp Time Payout


LG1-LG6, LGD Legislative Daily Rate -- LGP Legislative Daily Pay


WCA Workers Compensation-Amount -- WCH Workers Compensation Hours


If you have additional questions about time and leave entry, send an e-mail to me at
brent.smith@da.state.ks.us.
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SHARP Message #496


DATE: 06/17/02
AUTHOR: Earl Byrnds
SUBJECT: FY 2003 UPDATES TO DEPARTMENT BUDGET TABLES
MESSAGE TEXT:


The process to insert a new effective dated row of 06/09/2002 in the Department Budget tables in SHARP has been
completed.
Agencies can now enter any FY 2003 funding changes that need to be made and should do so using an effective date
of 06/10/2002 or later.


Questions regarding funding in SHARP should be directed to Steve Banning in Payroll Services at (785) 296-7059.
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SHARP Message #497


DATE: 09/26/02
AUTHOR: LISA KERWIN & CONNIE GUERRERO
SUBJECT: NEW LOCATION CODES IN SHARP
MESSAGE TEXT:
Effective immediately, new location codes are being added in SHARP. The purpose of these new location codes are
to maintain an agency address in SHARP for use as the return address on Forms W-2 for calendar year 2002 as well
as on employee paychecks and advices upon upgrading to PeopleSoft version 8.0 in June, 2003.


The first two characters of the location codes for return address purposes will be 'RA' (Return Address); the last three
characters of the location code will be the agency identifier. Each agency's location code will be assigned to
department ID's on the Department Table ending in '0000000'. For example, 'RA173' will be the location code
assigned to department ID '1730000000'. The 'RAXXX' location code for each agency will ONLY be assigned to the
department ID ending in '0000000'. All other Department ID's on the Department table will not be affected by this
update. The Division of Accounts and Reports will be responsible for maintaining the accuracy of the 'RAXXX'
location code data.


Please note that the 'RAXXX' location code will be the default value on the POSITION DATA 2 panel when adding
any new positions or when changing the department number for an existing position to a department ID assigned to a
department ID ending in '0000000'. In these instances, agencies will need to change the default location code to the
appropriate value. The 'RAXXX' codes are for return address purposes only and are not valid values for POSITION
DATA purposes.


If you have any questions regarding the Location Codes contact Patti Pearce at patti.pearce@da.state.ks.us.
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SHARP Message #498


DATE: 10/08/02
AUTHOR: LISA KERWIN
SUBJECT: 'A' OFF-CYCLE SCHEDULED TO PROCESS 10/07/2002
MESSAGE TEXT:
Due to technical problems experienced with the SHaRP production platform, the off-cycle scheduled for processing
Monday night, October 7, 2002 has been postponed until Tuesday night, October 8, 2002. Paychecks for the off-cycle
will continue to be dated Friday, October 11, 2002.


Questions regarding the off-cycle processing should be directed to Payroll Services.
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SHARP Message #499


DATE: 10/08/02
AUTHOR: CONNIE GUERRERO
SUBJECT: SHARP SYSTEM UNAVAILABLE AFTER 1:00 PM TODAY
MESSAGE TEXT:
The SHARP system will be unavailable after 1:00 p.m. today (10-8-2002) so that batch processing normally
scheduled for Monday night can begin running.


If you need assistance with data entry please contact any of the following individuals who will be able to assist you. 
Connie.guerrero@da.state.ks.us; brent.smith@da.state.ks.us; kristine.scott@da.state.ks.us;
noble.morrell@da.state.ks.us;  patti.pearce@da.state.ks.us
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SHARP Message #500


DATE: 10/08/02
AUTHOR: CONNIE GUERRERO
SUBJECT: URGENT:REENTRY OF CERTAIN SUN/MON DATA NEEDED
MESSAGE TEXT:
All transactions entered in any of the Benefits, Employee Review, Position Data, Recruitment, and Training
Administration pages entered on October 6 or October 7, 2002 were lost due to the system problems that occurred
yesterday. All of these transactions will need to be reentered. Please note if any of these transactions are related to an
adjustment or supplemental that will be processed today or relate to a Job Requisition that is being posted tomorrow
they will need to be reentered today by 1:00 p.m. 


Transactions entered in Job Data and Personal Data were not affected. 


If you have questions about any transactions entered yesterday please contact any of the following individuals who
will be able to assist you. 
Connie.guerrero@da.state.ks.us; brent.smith@da.state.ks.us; kristine.scott@da.state.ks.us;
noble.morrell@da.state.ks.us; ethan.erickson@da.state.ks.us; patti.pearce@da.state.ks.us


Thank you for your patience and we apologize for any inconvenience this has caused you.
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SHARP Message #501


DATE: 10/09/02
AUTHOR: LIZ WONG
SUBJECT: UPDATE! NOTICE OF VACANCY REPORTS
MESSAGE TEXT:
UPDATE as of 11:20 AM (10/09/02): Notice of Vacancy Reports will be available in agency mailboxes at noon today
and should appear on the web shortly after noon. Thank you for your patience.


Due to SHARP system inaccessibility yesterday, the Notice of Vacancy reports are delayed. They will be posted as
soon as the jobs are re-run today (10/09/02). 
We will update this message as soon as the jobs are posted (Look for "UPDATE" in the Subject line).


If you have questions regarding this message please call Elizabeth Wong at (785) 296-4278
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SHARP Message #502


DATE: 10/11/02
AUTHOR: PATTI PEARCE
SUBJECT: AKSESS OPEN ENROLLMENT REPORTS
MESSAGE TEXT:
The following message is only for agency staff who are involved with benefits open enrollment for agency
employees, such as monitoring enrollment activities.


The Division of Personnel Services is providing agencies with two important benefits reports during October. These
two reports are designed to assist agencies in (1) identifying employees who have enrolled in Flexible Spending
Accounts and (2) which employees have completed group health insurance elections for Plan Year 2003. 


We ask that agencies use these reports as a tool to monitor your employees' progress in completing their Plan Year
2003 benefits open enrollment. We also encourage you to remind employees to enroll in October. Be sure to remind
them about the payroll deduction credit if they choose to participate in the Health Risk Appraisal/Health Screening.
To participate in this program they must sign up during open enrollment.


The two reports will be distributed to agencies via the MVS mailbox and can be accessed using the Rapid Filer. The
reports are in a flat file format and should be pulled up in Excel, etc. We will be moving the files out to you
throughout the day, so check again if you cannot locate your agency's report right away.


The first report is named KWEBFSA.your 3-digit agency number.out. (For example, KWEBFSA.173.out) This report
lists employees in your agency who have enrolled in a Flexible Spending Account for Plan Year 2003. Please remind
employees that they must re-enroll in Flexible Spending Accounts each year even if they are enrolled for the current
plan year.


The second report is named KWEBCHG.your 3-digit agency number.out. (For example, KWEBCHG.173.out). This
report lists employees in your agency who have made their Plan Year 2003 group health insurance elections. FYI -
Dental codes ending in "NO" identify employees who have elected to participate in the Health Risk Appraisal/Health
Screening. We suggest that you compare this report with all of the benefits eligible employees in your agency.


Both reports will be distributed twice during open enrollment -- October 11, 2002, and October 25, 2002.


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


Return to SHARP Message Page


Page last modified on:



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

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

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



		Local Disk

		SHaRP - Message #502








SHaRP - Message #503


file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/503.htm[9/21/2011 4:31:02 PM]


SHARP Message #503


DATE: 10/18/02
AUTHOR: LISA KERWIN
SUBJECT: UNITED WAY DEDUCTION START AND STOP DATES
MESSAGE TEXT:
The deduction END date on the general deduction panel for 2002 United Way contributions should be dated between
December 08, 2002 and December 21, 2002 in order for the last 2002 deduction to be taken on the paycheck issued
December 20, 2002. Agencies should verify the deduction end date for all employees enrolled in United Way to
ensure deductions are taken correctly.


For calendar year 2003, agencies can enter a new row effective-dated between December 08, 2002 and December 21,
2002 in order for the first deduction for 2003 to be taken on the January 3, 2003 paycheck. If the deduction is to be
taken over 26 pay periods, a deduction end date of December 7, 2003 should be entered.


Questions regarding this message should be directed to Janice Wolfley in Accounts and Reports, Payroll Services at
telephone no. 785-296-3699.
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SHARP Message #504


DATE: 10/22/02
AUTHOR: BRENT SMITH
SUBJECT: DAYLIGHT SAVINGS TIME ENDED - OCTOBER 2002
MESSAGE TEXT:
The following information is designed to assist timekeepers with entering time for employees whose shift includes
2:00a.m. on Sunday, 10/27/2002 (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 10/27/2002?
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, 10/27/2002.


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


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 10/27/2002. 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 10/27/2002-
11/02/2002 workweek. Remember that overtime is not reported until an employee has met his or her FLSA threshold
(usually 40 hours).


A2. If the employee is on a 7:01a.m.-7:00a.m workweek, this change will affect the employee's workweek that started
10/20/2002. If the employee does not adjust his/her work schedule prior to 7:00a.m. Sunday, 10/27/2002, then the
employee could potentially receive OTP/CME for the 10/20/2002 workweek (prior to the beginning of the new
workweek). Remember that overtime is not reported until an employee has met his or her FLSA threshold (usually 40
hours).
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SHARP Message #505


DATE: 10/25/02
AUTHOR: PATTI PEARCE
SUBJECT: AKSESS OPEN ENROLLMENT REPORTS
MESSAGE TEXT:
Benefits Open Enrollment ends in 6 days and enrollment using AKSESS is going well. Please remind your employees
that Open Enrollment is ending soon. Be sure to remind your employees about the payroll deduction credit if they
choose to participate in the Health Risk Appraisal/Health Screening. To participate in this program they must sign up
during open enrollment.


Earlier this month the Division of Personnel Services distributed two benefits reports (KWEBCHG and KWEBFSA)
to assist agencies in identifying employees who have not re-enrolled in Flexible Spending Accounts and which
employees have completed group health insurance elections for Plan Year 2003.


An updated set of reports (dated 10-25-02) will arrive in your MVS mailbox sometime today and can be accessed
using Rapid Filer. We will be moving the files out to you throughout the day, so check again if you cannot locate
your agency's report right away. These reports ran the afternoon of 10-24-02, so employees who enrolled after the
reports ran will not appear.


Also, due to a processing problem, I am sending a small number of agency reports out via email instead of the MVS
mailbox. If your agency report does not appear in your MVS mailbox you may be receiving your report via email
sometime this afternoon.


If you have questions about the reports, please contact Patti Pearce at (785) 296-7232 or Connie Guerrero at (785)
296-0754.


Following is information about retrieving and using the reports:
The reports are in a flat file format and should be pulled up in Excel. The first report is named KWEBFSA.your 3-
digit agency number.out (For example, KWEBFSA.173.out). This report lists employees in your agency who have
enrolled in a Flexible Spending Account for Plan Year 2003. Please remind employees that they must re-enroll in
Flexible Spending Accounts each year even if they are enrolled for the current plan year.


The second part is named KWEBCHG.your 3-digit agency number.out (For example, KWEBCHG.173.out). This
report lists employees in your agency that have made their Plan Year 2002 group health insurance elections. We
suggest that you compare this list with all of the benefits eligible employees in your agency.
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SHARP Message #506


DATE: 11/20/02
AUTHOR: Brent Smith
SUBJECT: 2002 Discretionary Day Reminder
MESSAGE TEXT:
Reminder: The last day for eligible employees to use their 2002 discretionary day is Saturday, December 21, 2002.
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SHARP Message #507


DATE: 11/22/02
AUTHOR: LIZ WONG
SUBJECT: NOTICE OF VACANCY REPORTS AND JOB REQS
MESSAGE TEXT:
Due to the Thanksgiving holidays, all job requisitions must be entered into SHARP by 5:00 PM on Monday,
November 25th for requisitions to appear on the Notice of Vacancy Reports. The Notice of Vacancy Reports will be
placed in agency mailboxes on Wednesday morning, November 27th If you have additional questions, please contact
Liz Wong at 785-296-6895 or Jesse Maddox at 785- 296-8746.
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SHARP Message #508


DATE: 11/25/02
AUTHOR: LISA KERWIN
SUBJECT: THANKSGIVING HOLIDAY-PAYROLL SCHEDULE CHANGES
MESSAGE TEXT:
This is a reminder to state agencies that Friday, November 29, 2002 is a designated holiday for state service in 2002.


Due to the Thanksgiving holiday, the 'normal' payroll processing schedule does not apply to the payroll period ending
11/23/02. Agencies should refer to Accounts and Reports Informational Circular No. 03-P-016 for important
information regarding the key payroll processing deadlines which apply for the payroll period. Copies of
informational circulars can be obtained from the Accounts and Reports web site at http://da.state.ks.us/ar.


It is important to note that the first on-cycle preliminary pay calculation for the period will occur on Monday,
November 25, 2002. Therefore, all job data changes and time and leave data should be entered into SHaRP and
designated 'OK to process' by 6:00 PM on the 25th. Please also note that there will be only two SHaRP on-cycle
preliminary payroll calculations for the period ending November 23, 2002 as the payroll will be confirmed on
Wednesday night, November 27, 2002.
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SHARP Message #509


DATE: 11/25/02
AUTHOR: CONNIE GUERRERO
SUBJECT: SHARP SYSTEM ACCESS RESTRICTED DEC 7-8, 2002
MESSAGE TEXT:
The SHARP system will be unavailable starting at 6:00 p.m. on
Friday, December 6, 2002 until 7:00 a.m. on Monday, December 9, 2002.
The Department of Administration is beginning an initiative to archive
historical data in the SHARP system to improve overall system performance
and in preparation of the SHARP 8.0 upgrade. SHARP system tables being
archived include employee time and leave information, W-2 data, paycheck
data and paycheck balance data.


SHARP data in the selected tables for 1993, 1994 and 1995 will be
archived during the weekend of December 7-8, 2002. After the archive
process is completed this data will no longer be available in
the SHARP database. Additional archives will occur during the next four
months until all data prior to calendar year 2000 in the tables
mentioned above have been archived from the SHARP system.


Additional information regarding the schedule for the next four
archives will be provided in subsequent SHARP messages.
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SHARP Message #510


DATE: 12/12/02
AUTHOR: LISA KERWIN
SUBJECT: ADVANCE ARREARAGE BALANCES
MESSAGE TEXT:
Outstanding ADVNCE arrearage balances must be paid by personal reimbursement and processed in Sharp by the
off-cycle run on December 23, 2002 in order to affect the employee's calendar year 2002 W-2. Informational Circular
03-P-023 dated November 25, 2002 contains helpful information on this subject under the General Reminders section.
Informational Circular 00-P-020 dated February 10, 2000 contains procedures for uncollectible arrearage balances.
Copies of informational circulars can be obtained from the Account and Reports web site at http://da.state.ks.us/ar. If
you have additional questions contact Joyce Dickerson in the Division of Accounts and Reports, Payroll Services, at
785-296-3979 or e-mail at Joyce.Dickerson@da.state.ks.us.
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SHARP Message #511


DATE: 12/16/02
AUTHOR: LIZ WONG
SUBJECT: CHRISTMAS HOLIDAY NOTICE OF VACANCY SCHEDULE
MESSAGE TEXT:
All job requisitions must be entered into SHARP by 5:00pm Monday, December 23rd for vacancies to appear on the
Notice of Vacancy Report which will be published and placed in agency mailboxes the morning of Tuesday,
December 24th. 


If you have additional questions, please contact Jesse Maddox at 785-296-8746 or Liz Wong at 785-296-6895.
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SHARP Message #512


DATE: 12/16/02
AUTHOR: LIZ WONG
SUBJECT: NEW YEAR HOLIDAY NOTICE OF VACANCY SCHEDULE
MESSAGE TEXT:
All job requisitions must be entered into SHARP by 5:00pm Monday, December 30th for vacancies to appear on the
Notice of Vacancy Report which will be published and placed in agency mailboxes the morning of Tuesday,
December 31st . 


If you have additional questions, please contact Jesse Maddox at 785-296-8746 or Liz Wong at 785-296-6895.
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SHARP Message #513


DATE: 12/23/02
AUTHOR: BRENT SMITH
SUBJECT: 2003 DISCRETIONARY DAY
MESSAGE TEXT:
A SHARP batch program will update the year 2003 Discretionary Day balances Friday evening, 12/27/02.


Eligible employees may request to use the year 2003 Discretionary Day for any day from 12/22/02-12/20/03. 


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


NOTE: During the year, the system is programmed to insert a Discretionary Day for eligible hired and rehired
employees once they reach their six-month anniversary. This insert generally occurs one week following the end of
the pay period in which the employee was eligible. If the employee wishes to use the discretionary day during the pay
period it is earned, it is necessary to send a request to request.sharp@da.state.ks.us to increase the balance and another
request to decrease the balance once leave accrual has run.
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