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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #606

DATE: 1/04/05
AUTHOR:
Payroll
SUBJECT:
2004 W-2 Wage and Tax Statements

MESSAGE TEXT:

The 2004 W-2 Wage and Tax Statements have been printed and will be released to the US Postal Service on
Tuesday, January 4, 2005, for mailing. The final KTXPR55 report, dated December 30, 2004 is available in agency
MVS mailboxes.
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SHARP Customer Service Center
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SHARP Message #607

DATE: 1/04/05
AUTHOR:
HR
SUBJECT:
Inclement Weather Declared for Shawnee Cnty at 4PM on 01/04/05

MESSAGE TEXT:

The Inclement Weather Declared for Shawnee Cnty at 4:00 PM on 01/04/05

Governor Kathleen Sebelius declared Inclement Weather for Non-essential Executive Branch Shawnee County
employees beginning at 4:00 PM this afternoon, Tuesday, 01/04/05

Offices will remain open through 4:30 PM today.
You should begin letting non-essential staff leave beginning at 4:00 PM today (Tuesday, 01/04/05).

The Inclement Weather declaration will continue at least through 6:00 AM Wednesday, (01/05/05) at which time you
should listen for further announcements from the media to determine if the Inclement Weather Declaration will
continue.

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 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.

file://IC|//USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/607.htm[9/21/2011 4:27:55 PM]



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



SHARP Messages

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
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SHARP Customer Service Center
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SHARP Message #608

DATE: 1/05/05
AUTHOR:
HR
SUBJECT:
Declaration of Inclement Weather Extended for Shawnee County Until 6AM 01/06/05

MESSAGE TEXT:

Governor Kathleen Sebelius extended the declaration of Inclement Weather for Non-essential Executive Branch
Shawnee County employees through 6:00 AM Thursday morning, 01/06/05.

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.

Please see the previous e-mail for more detailed information on Inclement Weather.

Return to SHARP Message Page

Page last modified on:

file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/608.htm[9/21/2011 4:27:55 PM]



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

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

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

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



		Local Disk

		SHARP Messages






SHARP Messages

SHARP Customer Service Center
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SHARP Message #609

DATE: 1/06/05
AUTHOR:
HR
SUBJECT:
Declaration of Inclement Weather Extended for Shawnee County Until 10AM 01/06/05

MESSAGE TEXT:

Inclement Weather Update: The Governor has extended the Inclement Weather Declaration for Executive Branch
State of Kansas employees who work in Shawnee County until 10:00 a.m., Thursday, January 6, 2005.

Note: The duration of Inclement Weather Governor Kathleen Sebelius declared for Executive Branch State of Kansas
employees who work in Shawnee County is Tuesday, January 4, 2005 at 4:00 PM through 10:00 AM Thursday,
January 6, 2005.

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 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.
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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
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- SHARP Messages -

SHARP Message #610

DATE: 1/06/05
AUTHOR:
Payroll
SUBJECT:
IRS Releases the 2005 Form W-5

MESSAGE TEXT:

The IRS released the 2005 Form W-5, Earned Income Credit Advance PaymentCertificate, on January 6, 2005. 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 Form W-5, employees will be filing the 2005 W-5 after

this date. Agency personnel are reminded that the KPAY320 ran on the

night of December 20, 2004 and inserted a 01/01/2005 effective-dated row in the employee’s Tax Data record with an
Earned Income Credit status of ‘Not Applicable’. For 2005 W-5’s filed 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. The 2005 Form W-5 is immediately available at the IRS website at www.irs.gov or will be available later today
at the Accounts and Reports website at http://da.state.ks.us/ar/
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SHARP Customer Service Center
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SHARP Message #611

DATE: 1/21/05
AUTHOR:
HR
SUBJECT:
Annual Benefits Base Rate Field in Job Data

MESSAGE TEXT:

Below is link to SHARP document recently posted on the SHARP Customer Service web site. It contains information
about the importance of the Annual Benefits Base Rate field in Job Data and its impact on imputed income. Some
users received a similar document at a recent Human Resource meeting but we have added important information.

http://da.state.ks.us/sharp/documents/default.htm
Please contact Patti Pearce at 785-296-7232 or email her at patti.pearce@da.state.ks.us if you have any questions.
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SHARP Message #612

DATE: 1/21/05
AUTHOR:
HR
SUBJECT:
New Compensation Rate for Certain Board Members (From $78.75 to $81.11)

MESSAGE TEXT:

Please note that Board Members who specifically have their board salary tied to legislative pay (Reference K.S.A. 75-
3212 and 75-3223) should receive a daily pay increase from $78.75 to $81.11 effective January 2, 2005 per House

Bill 2675 (see page 133 http://www.ksleqgislature.org/enrollbills/approved/2004/2675.pdf )

If you have not made this update in SHARP Job Data yet, please do so now. Add a new row in Job Data
(Action/Reason: Pay Rate Change/Other) with an effective date of January 2, 2005 and update the comp rate field on
the Compensation page with the new rate of 81.11. Check the Annual Benefits Base Rate field to ensure it is zero for
these board members. (See the previous 01/21/2005 SHARP Message titled Annual Benefits Base Rate Field in Job
Data).

If your eligible Board Member worked anytime during the 01/02/2005 — 01/15/2005 pay period and the Comp Rate in
SHARP was not increased to $81.11 prior to Job Data cutoff (6PM on 01/18/2005), please figure the difference and
enter that difference on the 01/15/2005 timesheet using the PRA (Pay Rate Adjustment) earnings code. Turn off the
OK to Process? checkbox on the employee’s 01/15/2005 timesheet, then turn it back on and then save your changes.

If you prefer, you may instead, turn off the OK to Process? checkbox today and enter a supplemental for the
01/15/2005 timesheet on Monday, January 24, 2005.

Please contact Brent Smith at 785-296-1432 or brent.smith@da.state.ks.us if you have any questions.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #613

DATE: 2/8/05
AUTHOR:
HR
SUBJECT:
Vacation Overage

MESSAGE TEXT:

The following Vacation Overage message is posted on the State Employee Services website beneath the “Featured
Sites” section:

http://www.kansas.gov/employee/

The Division of Personnel Services is providing you this notice in the event you wish to refer your employees to the
website for information on this topic.

“There are XXX (number is system generated) days left to use your Vacation Leave Overage for Eligible Executive
Branch Employees. Find out more.

Vacation Overage Information

Classified employees, and unclassified employees who follow Executive Order 04-13, and whose vacation balance is,
or soon will be, over the

maximum: You must use your excess vacation leave by Friday, June 3, 2005 (or Saturday, June 4, 2005 if you are
typically scheduled to work Saturdays). The hours you accrue during the 05/22/05 - 06/04/05 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 04-13. 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

You may convert up to 40 hours of excess vacation leave to sick leave at the end of the fiscal year.

Leave balances are viewable in Employee Self Service. However, please note that Vacation Leave Overages, if

file://IC|//USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/613.htm[9/21/2011 4:27:56 PM]



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

http://www.kansas.gov/employee/



SHARP Messages

applicable, are not displayed separately from the Vacation Ending Balance.

If you have questions, please contact your Human Resources office.”
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #614

DATE: 2/8/05
AUTHOR:
HR
SUBJECT:
Military Activation Payments Authorized by Executive Directive 05-356

MESSAGE TEXT:

The Department of Administration, Division of Personnel Services, created reports to help Executive Branch agencies
identify their employees who may qualify for the military pay differentials and activation payments authorized by
Executive Directive No. 05-356.

http://da.state.ks.us/ps/subject/arc/memos/EDQ5-356.pdf

Agencies that have placed employees on a “Military Leave of Absence Without Pay” in SHARP since September 11,
2001 are listed below. If your agency is listed, please contact Sandy Jacobia at 785-296-4537 or
sandy.jacobia@da.state.ks.us to request reports that will help you

identify:

1) Employees who have been on military leave in the past but have now returned.

2) Employees who are still on military leave of absence.

If you have specific questions about the eligibility criteria for these payments please refer to the guidelines posted on
our website at http://da.state.ks.us/ps/subject/arc/memos/EDQ5-356quidelines.pdf

Agency Number - Agency Name
034 Adjutant General

046 Kansas Dept of Agriculture

082 Attorney General

083 Atny Gen-Ks Bureau of Investigation
105 State Board of Healing Arts

173 Department of Administration
177 Ellsworth Correctional Facility
195 EI Dorado Correctional Facility
264 Dept of Health & Environment
276 Department of Transportation
280 Highway Patrol

288 State Historical Society

300 Dept of Commerce

313 Hutchinson Correctional Facility
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319 Topeka Juvenile Correct. Facility
328 Indigents Defense Svcs St Bd
350 Juvenile Justice Authority

355 Atchison Juvenile Correct. Facility.
363 Kansas Neurological Institute
367 Kansas State University

379 Emporia State University

385 Pittsburg State University

400 Lansing Correctional Facility
408 Larned Corr Mental Hith Fclty
410 Larned State Hospital

412 Larned Juvenile Correct. Facility
482 Board of Nursing

494 Osawatomie State Hospital

507 Parsons St Hosp & Trng Center
521 Department of Corrections

553 Kansas Racing & Gaming Comm
565 Department of Revenue

581 Norton Correctional Facility

604 School for the Blind

629 Dept of Social & Rehab Svcs
660 Topeka Correctional Facility

682 University of Kansas

683 University of Ks Medical Center
694 Veterans Commission

710 Ks Dept of Wildlife and Parks
712 Winfield Correctional Facility
715 Wichita State University
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #615

DATE: 4/5/05
AUTHOR:
HR
SUBJECT:
DAYLIGHT SAVINGS TIME IMPLEMENTED

MESSAGE TEXT:
Daylight Saving Time Implemented
Clocks were set ahead at 2:00 AM Sunday (April 3, 2005) 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 #616

DATE: 4/18/05
AUTHOR:
Payroll
SUBJECT:
Participants in State of Kansas Deferred Compensation Plan

MESSAGE TEXT:

The State of Kansas Deferred Compensation Plan is administered by ING Financial Services. ING is dedicated to
providing a quality service to the plan participants.

During the past year, one difficulty that ING has experienced has to do with employees who request a higher deferred
compensation deduction from their paycheck that includes their longevity bonus, or their final paycheck when
terminating or retiring. Since communication about the deduction amount is between ING and the employee,
sometimes ING cannot determine the correct pay period for the change. In some instances the employee does not give
them the appropriate pay period. And in other cases, changes occur that affect the payment, particularly when there is
a retirement.

ING would like to ask for some assistance from agency personnel offices to make sure that deduction changes meet
the expectation of the participants.

During the past few months, ING has been sending copies of the joinder cards to the agencies in hopes that agencies
would contact ING if the changes didn’t have the correct pay period for the longevity bonus or final paycheck. ING
will be discontinuing this practice and, instead, will begin sending e-mails to the appropriate agency contact about
these

sorts of changes. The e-mail will provide the employee name, part of the

social security number, amount of change, beginning effective date of the pay period, and date of paycheck. The e-
mail will ask the agency to verify the information, and will provide the agency with the ING contact if a discrepancy
is found. We are hopeful that with more communication between ING and agency personnel, we will be able to avoid
the need for adjustments and ultimately provide employees with better service.

The Department of Administration will be providing ING with an agency e-mail contact listing. If you know of a
specific staff member that should handle this kind of communication, or if you want to provide ING with a back-up
staff member, you may provide that information to Cindy Delfelder at Cindy.Delfelder@us.ing.com.

Questions about this message can be directed to Accounts and Reports staff members Sunni Zentner, e-mail address

Sunni.Zentner@da.state.ks.us, phone number (785) 296-7058, or Janice Wolfley, e-mail address
Janice.Wolfley@da.state.ks.us, phone number (785) 296-3699.
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SHARP Customer Service Center

- SHARP Messages -

SHARP Message #617

DATE: 5/6/05
AUTHOR:
Payroll
SUBJECT:
Deferred Compensation Report, KCARBEN1, will be available in agency MVS directories.
MESSAGE TEXT:

Effective immediately the KCARBENZ1, Deferred Compensation Report, will be available in your agency MVS
directory for your agency to access. Payroll Services will no longer be sending out the paper report to your agency.
This bi-weekly report will be available on the MVS directory for your agency no later than the Monday following the
end of each pay period. For example, changes to the pay period April 24th through May 7th paid May 20th will be
available by Monday May 9th.

Questions regarding the KCARBENL1 report should be directed to Janice Wolfley at (785)296-3699 or
janice.wolfley@da.state.ks.us. Questions regarding accessing the report via the MVS directory should be directed to
Cindy Lo at (785)296-2259 or cindy.lo@da.state.ks.us.
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #618

DATE: 6/2/05
AUTHOR:
HR
SUBJECT:
Fiscal Year End 2005 And New FY2006 SHARP Procedures

MESSAGE TEXT:

FISCAL YEAR END 2005 AND NEW FY2006 SHARP PROCEDURES

Following is a summary of regulatory changes affecting SHARP that will be effective with the beginning of Fiscal
Year (FY) 2006 or the ending of FY

2005 (Vacation Overage). Revised SHARP procedures and a brief explanation of the changes for classified
employees, and unclassified employees who follow Executive Order 04-13, are below. We will do batch updates to
existing SHARP data to implement a few of the regulation changes.

(\Vacation Leave Overage is not a change, but a reminder of actions that may need to be performed during the
crossover of fiscal years.) Please read each item carefully for instructions on how each change is being handled.

1. Reminder - Vacation Leave Overage Transferred to Sick Leave (K.A.R. 1-9-4):

* Transfer up to 40 hours of vacation that is over the maximum allowed by K.A.R. 1-9-4 to sick leave for Classified
Executive Branch employees and Unclassified employees who follow Executive Order 04-13.

* Record the vacation transfer hours (up to 40 hours) using the Sick Leave Accrual (SLA) earnings code.
* Enter this code on the 05/22/05-06/04/05 SHARP timesheets.

* Refer to “Vacation Overage Conversion Detailed Instructions,” “Vacation Overage Conversion General
Instructions,” and “Fiscal Year End Pay Periods” documents located on the SHARP Customer Service - Documents

page for more information: http://da.ks.gov/sharp/documents/default.htm.

* Also refer to Bulletin 02-01 Vacation Leave Overage:
http://da.ks.gov/ps/documents/bulletins/default.htm

2. Shared Leave (regulation change):

* Clarification language in Kansas Administrative Regulation 1-9-23 makes it clear that all available leave should be
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used prior to recording Shared Leave.
* “Available leave” includes:

- vacation leave,

- sick leave,

- compensatory time,

- holiday compensatory time, and

- discretionary holiday.
* The maximum number of hours of shared leave that may be used by an employee shall be the total hours that the
employee would regularly be scheduled to work during a six-month period.
* Exempt employees use shared leave in % or full day increments.
* Shared leave may be applied retroactively for a maximum of two pay periods preceding the date the employee
signed the shared leave request form.
* If an employee is retiring from state service and receiving compensation for sick leave upon retirement, the donated
sick leave cannot include those hours needed to reach the sick leave payout. For example, a retiring employee who
has accumulated 1400 hours of sick leave and has 26 years of service may donate 200 hours to the shared leave
program. Since the employee has accumulated the 1200 hours required to fulfill K.S.A. 75-5517 subsection (a)(3), the
employee can donate all hours in excess of 1200.

http://www.kslegislature.org/legsrv-statutes/getStatutelnfo.do

3. Earnings Codes Definition (regulation change):

* The Relief from Duty (RFE/RFD) earnings codes should no longer be used by classified employees, and
unclassified employees who follow Executive Order 04-13. The definition has been rolled into the Administrative
Leave

(ADE/ADM) Regulation (K.A.R. 1-2-74) effective on and after June 5, 2005.

The RFE/RFD earnings codes will remain active for the Judicial and Legislative branches.

* The Administrative Leave (ADE/ADM) earnings code definition is now, “...leave with pay that is approved by the
appointing authority for an employee pending the outcome of an investigation of that employee under K.A.R. 1-9-19
or for other situations in which the appointing authority determines that administrative leave with pay is in the best
interests of the state. Administrative leave shall not be used as a reward.

Old Code(s) Replacement Code

* RFE/RFD Relief from Duty with Pay ADE/ADM Administrative Leave

4. Safety Sensitive Positions (batch job for regulation change):

The “Designated/Commerical Driver” field label located on the Kansas Information Page in Manage Positions will be
changed to “Safety Sensitive/Commercial Driver” as a result of changes to K.A.R. 1-6-32 which are effective on and
after June 5, 2005. All active positions in SHARP (excluding Regents Institutions) that have “Designated” value
selected will have a new Position Data row inserted effective June 5, 2005 to update the value to “Safety Sensitive”.
The batch job will run on Thursday, June 16, 2005 in order to give agencies time to make other position related
changes that may also be effective June 5, 2005. Do not add any rows to Position Management dated greater than
June 5, 2005 until after we run the batch job on Thursday June 16, 2005.

5. Supervisory Code Changes (batch job for regulation change):
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The Lead worker and Manager supervisory codes in SHARP will no longer be used after the elimination of K.A.R. 1-
2-84a (Lead worker) and K.A.R.

1-2-84b (Manager) effective on and after June 5, 2005. All active

positions in SHARP (excluding Regents Institutions) that have the “Lead Worker (L)” supervisory value selected will
have a new Position Data row inserted effective June 5, 2005 to update the supervisory value to “No (N)”. All active
positions in SHARP (excluding Regents Institutions) that have the “Manager (M)” supervisory value selected will
have a new Position Data row inserted effective June 5, 2005 to update the supervisory value

to “Supervisor (S)”. The batch job will run on Thursday, June 16, 2005

in order to give agencies time to make other changes that may also be effective June 5, 2005. Do not add any rows to
Position Management dated greater than June 5, 2005 until after we run the batch job on Thursday June 16, 2005.

Transfer with Increase in Pay:

Effective on and after June 5, 2005 agencies will be able to pay employees at a higher step of the pay grade if an
employee transfers within the same agency and the appointing authority determines that the increase is in the best
interest of the state pursuant to K.A.R. 1-5-14. This regulation change shall be effective on or after June 5, 2005. The

following new action/reason code is being added to SHARP to enter these transactions:
Action/Reason Code XFR/HSP Transfer/ Higher Step (KAR 1-5-14).

Return to SHARP Message Page
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #619

DATE: 6/2/05
AUTHOR:
HR
SUBJECT:
1.25% General Increase SHARP Instructions

MESSAGE TEXT:

All classified employees will receive a 1.25% general increase effective June 5, 2005 in accordance with Executive
Directive 05-361. An effective dated row of June 5, 2005, will automatically be inserted into their job data on Sunday,
June 12, 2005. The June 5, 2005 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 5, 2005 are added before Sunday,
June 12, 2005. 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 5, 2005 until after the
general increase has been loaded on Sunday, June 12, 2005.

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 #620

DATE: 6/6/05
AUTHOR:
HR
SUBJECT:
Vacation Leave Overage Reminder

MESSAGE TEXT:

Vacation Leave Overage Reminder

We would like to remind you that all entries to the June 4, 2005 timesheets that affect leave overage, for those
employees covered by Kansas Administrative Regulation 1-9-4 or Executive Order 04-13, must be entered by 6PM
on Friday, June 10, 2005.

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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SHARP Message #621

DATE: 6/6/05
AUTHOR:
HR
SUBJECT:
Compensation Rate Increase for Certain Board Members (From $81.11 to $82.12)
MESSAGE TEXT:

Compensation Rate Increase for Certain Board Members (From $81.11 to $82.12)

Please note that Board Members who specifically have their board salary tied to legislative pay (Reference K.S.A. 75-
3212 and 75-3223) should receive a daily pay increase from $81.11 to $82.12 effective June 5, 2005 per SB 225 (see

page 148 http://www.kslegislature.org/bills/2006/225.pdf). The rate is scheduled to change again on December 4,

2005.

If you have not made this update in SHARP Job Data yet, please do so now (or at the latest, prior to 6 PM June 21,
2005). Add a new row in Job Data (Action/Reason: Pay Rate Change/Other) with an effective date of June 5, 2005
and update the comp rate field on the Compensation page with the new rate of 82.12. Check the Annual Benefits Base
Rate field to ensure it is zero for these board members. (See Annual Benefits Base Rate/Imputed Income document

http://da.state.ks.us/sharp/documents/Imputed%20Income.pdf).

Contact Brent Smith at brent.smith@da.state.ks.us if you have any questions.

Return to SHARP Message Page
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SHARP Message #622

DATE: 6/14/05
AUTHOR:
Payroll
SUBJECT:
Problem with On-cycle Paychecks for the Period Ending June 4, 2005

MESSAGE TEXT:

The Division of Accounts and Reports has identified a problem with KPERS employer contributions in the on-cycle
payroll for the pay period ending 6/04/2005.

The problem resulted in erroneous employer contribution rates being used for all employees participating in KPERS
retirement plans ‘P, ‘C1’, ‘C2’, ‘F1’, ‘F2’, ‘H1’, ‘H2’, *J1’, “J2’, *J3’, ‘U’, *XA’, “XB’ or *XC’ and in incorrect
employer contribution rates for Death and Disability insurance (GTL codes). Net pay on employee paychecks was not
effected by the error so all paychecks and direct deposit amounts issued to employees for the June 17, 2005 pay date
are correct.

To correct the employer contribution errors, the Department of Administration has begun initiating paycheck
adjustment requests to correct the paychecks that contained an incorrect employer contribution amount for KPERS
and/or Death and Disability insurance. Due to the volume of paychecks requiring adjustment, the processing will be
divided among 3 separate off-cycle payrolls. In order for all processing to be completed by the close of transaction
processing for payroll for FYQ05, the first group of paycheck adjustments processed in the ‘A’ off-cycle for the payroll
period ending 6/04/05 processed on Monday, 6/13. The ‘A’ off-cycle included paycheck adjustments for all effected
employees with employee ID’s ending in 0’ through “3°. Paycheck adjustment requests have also been automatically
generated by DofA for employee I1D’s ending in ‘4’ through ‘6’ for the ‘B’ off-cycle for the period ending 6/4
scheduled for Wednesday, 6/15. Adjustment requests for employee ID’s ending in ‘7’ through ‘9" will be
automatically generated for the ‘C’ off-cycle scheduled for Monday, 6/20.

The Division of Accounts and Reports will be manually correcting any paychecks 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.

As a reminder, once an on-cycle paycheck has been adjusted, the paycheck is no longer available for viewing via
employee self-service. Employees will only be able to see the paycheck resulting from the adjustment (which, in
nearly all instances, will contain a net pay of zero). However, employees can still identify the net amount of their
original on-cycle paycheck for the period by looking at the ‘“NETPAY Adj’ deduction code amount which appears on
the adjustment check under *After-Tax Deductions’.
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Questions regarding this message 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 #623

DATE: 6/16/05
AUTHOR:
HR
SUBJECT:
SHARP Updates effective June 5, 2005 to Position Management have been completed

MESSAGE TEXT:

As a reminder, SHARP Message Number 618 informed agencies of regulatory changes effective June 5, 2005 that
affected SHARP. The regulation changes affected data fields in Position Management. The description of the SHARP
changes that were made is provided below. If you need to make any further changes effective June 5, 2005 to
positions that have been affected by these two updates you will need to send a request to request.sharp@da.state.ks.us
and the SHARP unit will have to make the change for you.

Safety Sensitive Positions (batch job for regulation change):

The “Designated/Commercial Driver” field label located on the Kansas Information Page in Manage Positions will be
changed to “Safety Sensitive/Commercial Driver” as a result of changes to K.A.R. 1-6-32 which are effective on and
after June 5, 2005. All active positions in SHARP (excluding Regents Institutions) that have “Designated” value
selected will have a new Position Data row inserted effective June 5, 2005 to update the value to “Safety Sensitive”.
The batch job will run on Thursday, June 16, 2005 in order to give agencies time to make other position related
changes that may also be effective June 5, 2005. Do not add any rows to Position Management dated greater than
June 5, 2005 until after we run the batch job on Thursday June 16, 2005.

Supervisory Code Changes (batch job for regulation change):

The Lead worker and Manager supervisory codes in SHARP will no longer be used after the elimination of K.A.R. 1-
2-84a (Lead worker) and K.A.R.1-2-84b (Manager) effective on and after June 5, 2005. All active positions in
SHARP (excluding Regents Institutions) that have the “Lead Worker (L)” supervisory value selected will have a new
Position Data row inserted effective June 5, 2005 to update the supervisory value to “No (N)”. All active positions in
SHARP (excluding Regents Institutions) that have the “Manager (M)” supervisory value selected will have a new
Position Data row inserted effective June 5, 2005 to update the supervisory value to “Supervisor (S)”. The batch job
will run on Thursday, June 16, 2005 in order to give agencies time to make other changes that may also be effective
June 5, 2005. Do not add any rows to Position Management dated greater than June 5, 2005 until after we run the
batch job on Thursday June 16, 2005.

If you have any questions about these updates, please contact Connie Guerrero at 785-296-0754 or
connie.guerrero@da.state.ks.us.
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SHARP Message #624

DATE: 6/22/05
AUTHOR:
HR
SUBJECT:
Information Technology Study Update in SHARP

MESSAGE TEXT:

All active positions and employees in Information Technology related job classifications (excluding Regents
Institutions) will have an effective dated row of June 19, 2005 inserted into their Position Data and Job Data records
in SHARP. This row will use the action/reason code of POS/RPS (Position Update/ Reallocation Per AdHoc Study).
The batch job will run on Wednesday, June 29, 2005 in order to give agencies time to make other position related
changes that may also be effective June 19, 2005. Do not add any rows to Position Management or Job Data dated
greater than June 19, 2005 for these employees until after we run the batch job on Wednesday, June 29, 2005.

The IT job code cross walk that was used to implement the Information Technology Study can be found at the
following location: http://da.state.ks.us/ps/subject/arc/itcrosswalk.pdf

As a reminder, the Information Resource Specialist (IRS) positions did not cross walk like the other IT classes,
therefore, someone in each of your organizations was contacted about the mapping for these individuals.

Staff in the Division of Personnel Services will be entering these updates throughout the pay period.

If you have any questions about the classification study, please contact Alice Burney in the Division of Personnel
Services at 785-296-4366.

Return to SHARP Message Page
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SHARP Customer Service Center
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SHARP Message #625

DATE: 7/1/05
AUTHOR:
HR
SUBJECT:
New Action/Reason Code for Job Data
MESSAGE TEXT:

A new Action/Reason code was recently added to SHARP: XFR/HSP (Transfer/Higher Step K.A.R. 1-5-14). This
new code reflects recent regulation changes to K.A.R. 1-5-14, Pay of employee upon transfer, which allows an
appointing authority to pay an employee at a higher step if the employee transfers to another position in the same

agency. Please see complete regulation at http://da.state.ks.us/ps/documents/regs/art-5.htm#1-5-14/.

An updated ‘Action Reason User Guide’ listing all active action/reason codes and when to use them is posted at

http://da.state.ks.us/sharp/documents/default.htm.

Please contact Patti Pearce at patti.pearce@da.state.ks.us or 785-296-7232 if you have any questions.
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SHARP Message #626

DATE: 7/5/05

AUTHOR:
HR

SUBJECT:
Transferring Compensatory & Holiday Compensatory Time Payouts/New Comp Time
Max

MESSAGE

TEXT:

Transferring Compensatory & Holiday Compensatory Time Payouts:

Kansas Administrative Regulation (K.A.R. 1-9-14) was modified effective June 5, 2005 to, upon request, allow
employees to transfer accumulated compensatory time and holiday compensatory time when appointed to a position in
a different state agency if approved by both the agency from which the employee is leaving and the agency to which
the employee is going.

Currently, a SHARP batch job defaults compensatory time payouts (CTP) and holiday compensatory time payouts
(HTP) when an employee moves from one agency to another (when there is a change in the first three digits of the
Department ID). These defaults will continue to occur.

If an employee is allowed to transfer compensatory and holiday compensatory time when being appointed to a
different state agency, and if the conditions of K.A.R. 1-9-14 are met, the CTP and HTP rows should be deleted from
the employee’s timesheet so the balances can remain with the employee and not be paid out.

New Comp Time Maximum:

A change to K.A.R. 1-5-24 allows non-exempt employees to accrue compensatory time up to and including 240
hours. Previously, the maximum was set at 120 hours, but agencies could request a higher maximum. Note:

The Regulation allows an appointing authority to establish a lower maximum balance.

In addition, coding is established in SHARP to force recording of overtime
(OTP) instead of Compensatory Time (CME) when the employee’s compensatory time balance has reached 240
hours.

If you have questions, please contact Brent Smith at brent.smith@da.state.ks.us.

Return to SHARP Message Page
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SHARP Message #627

DATE: 7/7/05
AUTHOR:
HR
SUBJECT:
Blank Employee Review history rows updated.

MESSAGE TEXT:

The Division of Personnel Services in cooperation with the Division of Information Systems and Communications
recently completed an update to the Employee Review data rows for several employees in SHARP.

Since the upgrade to PeopleSoft 8.0 in June 2003, agency SHARP users have reported they were experiencing
problems with entering new Employee Reviews.

The Evaluation Type field on the Reviewers page became a required field in version 8.0, when it was not in previous
versions. This left many blank history rows, preventing a user from saving when they tried to enter a new review.

These blank history rows have been updated with default values and users should now be able too enter Employee
Reviews without receiving this error.

Default values:

*1f both the Evaluation Type and the Reviewer ID fields were blank:
Evaluation Type = “S” (for Self Evaluation)
Reviewer ID = Employee 1D

*1f only the Evaluation Type was blank:

Evaluation Type = “R” (for Supervisor/Manager)

Please feel free to contact Kristine Scott at kristine.scott@da.state.ks.us if you have any questions about this update.

Return to SHARP Message Page

file://IC|//USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/627.htm[9/21/2011 4:27:58 PM]



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

mailto:kristine.scott@da.state.ks.us

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

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

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



SHARP Messages

Page last modified on:

file:///C|/USER.DATA/DA_Static_Content/sharp/documents/SHARPMessageArchive/627.htm[9/21/2011 4:27:58 PM]





		Local Disk

		SHARP Messages






SHARP Messages

SHARP Customer Service Center
- SHARP Messages -

SHARP Message #628

DATE: 8/2/05
AUTHOR:
HR
SUBJECT:
New SHARP Action Reason User Guide!

MESSAGE TEXT:

An updated SHARP Action Reason User Guide is posted at http://da.state.ks.us/sharp/documents
on the SHARP Customer Service web site. The changes, which remove one code and clarify or expand usage of
several codes, are listed below.

Demotion/Unclassified Demotion — Code is removed. Use a Transfer code as described below.
Demotion/Involuntary — Clarifies that the code is for classified employees.
Demotion/Unsatisfactory Performance — Clarifies that the code is for classified employees.
Demotion/Voluntary — Clarifies that the code is for classified employee.

Promotion/Unclassified Promotion — Expands this code to include instances when an unclassified employee’s position
has a job code or title change and the employee’s pay increases.

Transfer/Employee Request and Employer Request — Expands these codes to include instances when an employee
moves from either branch of service (Classified or Unclassified) to a position in the other branch of service at a
similar or lower rate of pay.

If you have any questions, please contact Patti Pearce at 785/296-7232 or patti.pearce@da.state.ks.us
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SHARP Customer Service Center
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SHARP Message #629

DATE: 8/11/05
AUTHOR:
HR
SUBJECT:
NEW! KBENOO7 Leave Accruals Report (On-line)

MESSAGE TEXT:

The Division of Personnel Services, in conjunction with the Bureau of Department of Administrative Services, is
please to announce the addition of a new on-line SHARP Leave Accrual report.

The report, KBENOO7, Leave Accruals, is a delivered PeopleSoft report that has been modified to meet the needs of
the State of Kansas.

Breadcrumbs to generate this report are Home > Administer Workforce > Time and Leave > Report > Leave
Accrual.

Report Request Parameters include Department Group ID; Department; and Page Break Level.

You will notice this report is produced in a .PDF and .DAT format. The .DAT version is a flat file and can be
imported into software such as Excel so the data can be massaged.

Note this report will reflect the actual current leave balance of the employee at the time the report is generated, so it
will include results from non-pay affecting leave adjustments and pay affecting adjustments (once they have
successfully completed).

All Time and Leave (T&L) Security Roles are set up to allow generation of this report.

If you have any questions, you may contact Brent Smith at brent.smith@da.state.ks.us or 785-296-1432.

Return to SHARP Message Page
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SHARP Customer Service Center
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SHARP Message #630

DATE: 8/16/05
AUTHOR:
HR
SUBJECT:
Page Break Level — Batch Leave Accrual Report (BENOO7)

MESSAGE TEXT:

We’ve recently discovered the Page Break Level designation is not working properly for the centrally run batch
Leave Accrual report (BENOQ7). This report is generated typically every other Friday, during final pay calculation,
and is deposited into agency MVS mailboxes. Your designated agency personnel then retrieve the report using
software such as WS_FTP, Rapid Filer, or CoreFTP Pro.

The report can be set up so there are subtotals based on when there is a change in the first 3 digits; first 5; first 7; or
all 10 digits of the Department ID. Regardless of what was set up for each agency, the report was not listing the
subtotals.

Programming staff have updated the code, so the August 13, 2005 Leave Accrual Report will be generated using the
agency specified Page Break Level that is listed for the BENOO7 Leave Accrual Report in SHARP. Please check the
Page Break Level for the BENOOQ7 prior to 6PM, Friday, August 19,

2005 (final pay calculation) to ensure it is set up as you’d like.

You may view existing, or set up new, Page Break Levels for centrally run batch reports you retrieve from the MVS
(Most agencies use WS_FTP or Rapid Filer to access these reports) using the following breadcrumbs in SHARP:

Home > Define Business Rules > Manage Human Resources (GBL) > Setup > Page Break Level by Agency (Enter
your 3 digit Department ID and click on
“Search”)

Page Break Level Options* are:

Level 3: Breaks by agency

Level 5: Breaks by division or bureau

Level 7: Breaks by section

Level 10: Breaks by unit

*The description of the Page Break Levels may differ per agency depending on the numbering schema used to set up
unique Agency Department IDs.

Page Break Level / MVS information is located within the Centrally Run Reports section of the Introduction to CBT
and SHARP Computer Based Training Material which is located at http://da.state.ks.us/sharp/CBT-intro.htm
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If you have any questions, you may contact Brent Smith at brent.smith@da.state.ks.us or 785-296-1432.

Return to SHARP Message Page
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SHARP Message #631

DATE: 9/2/05
AUTHOR:
HR
SUBJECT: Disaster Leave Associated with Hurricane Katrina
MESSAGE TEXT:

Governor Kathleen Sebelius has issued Executive Order 05-06 authorizing the use of Disaster Leave for those State of
Kansas employees who are certified disaster service volunteers of the American Red Cross and who are called to

deploy for duty to serve in relief efforts associated with Hurricane Katrina.

Disaster Leave shall be used in accordance with Kansas Administrative Regulation 1-9-24
http://da.state.ks.us/ps/documents/regs/art-9.htm#1-9-24 and K.S.A. 75-5548 http://www.kslegislature.org/legsrv-

statutes/index.do and amendments thereto.

Qualifying non-exempt employees record Disaster Leave in SHARP using the DIS earnings code.

Qualifying exempt employees record Disaster Leave in SHARP using the DSE earnings code.

Both non-exempt and exempt employees record Disaster Leave in .25 increments.

If you have questions about recording Disaster Leave in SHARP, you may contact Brent Smith at

brent.smith@da.state.ks.us or 785-296-1432.

Return to SHARP Message Page
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SHARP Message #632

DATE: 9/8/05
AUTHOR:
HR
SUBJECT:
State-Wide Employee Communications Directory Process in SHARP

MESSAGE TEXT:

Agency Heads, IT Directors and Human Resource Managers in Executive Branch agencies were recently provided
information about the creation of a new State-Wide Employee E-mail Directory and an internal web-based employee
White Pages Communications Directory.

Please refer to the three documents listed below for detailed information about the new process and how it will use
employee phone numbers and email addresses in SHARP to populate the directory.

Memo from Governor Kathleen Sebelius announcing the creation of the State-Wide Employee Communications
Directory.

http://www.da.state.ks.us/sharp/documents/Governor%20email.pdf

Memo from Denise Moore, Director of DISC and Jack Rickerson, Director of DPS providing key dates and additional
detail about the State-Wide Employee Communications Directory Process.

http://www.da.state.ks.us/sharp/documents/Emailproject.pdf

Attachments which provide information on how the State-Wide Employee E-mail Directory and an internal web-
based employee White Pages Communications Directory were designed and includes detailed instructions for entering
phone numbers and email addresses in SHARP.

http://www.da.state.ks.us/sharp/documents/email Attachments%20_2_.pdf

Key Dates for this project include:

September 2, 2005 — All email addresses and phone numbers in the Personal Data pages in SHARP were deleted.
September 6, 2005 — Agencies begin entering phone numbers and email addresses in SHARP. NOTE: Agencies that
are going to send a batch file to do the initial update of existing employee’s phone numbers and email addresses in
their agency will send a file during the week of October 10-14, 2005. Please check with your agency IT staff and HR
director to determine how this process will work in your agency.

November 1, 2005 — New Communications Directory is populated with data from SHARP.
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On-going maintenance of email addresses and phone numbers will be entered directly in SHARP.

The Judicial Branch, Elected Officials and Regents Institutions are being provided this information to make you aware

of the project timelines and implementation requirements so you can determine the ability for your agency to
participate in this initial implementation.

If you have any questions about the information contained in these documents please contact Connie Guerrero at 785-
296-0754 or connie.guerrero@da.ks.gov

Return to SHARP Message Page
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SHARP Message #633

DATE: 9/23/05
AUTHOR:
HR
SUBJECT:
SHARP Maintenance Occurring Today at 3:00 p.m.

MESSAGE TEXT:

Please be advised that the Department of Administration has performed some maintenance to enhance the processing
of certain pages within the SHARP system. These changes will be migrated at approximately 3:00 p.m. this afternoon.

The only noticeable change to users will be on the Dependent/Beneficiary Search page in Administer Base Benefits
and on the Personal Data search page in Administer Workforce. The SSN search field has been moved to be the last
option in the list of search criteria for the page.

We do not expect SHARP or self service users to have problems after the maintenance is done. If you do experience
problems try closing and re-opening your browser. If the problem continues, delete your temporary Internet files and
cookies. If a problem still persists, contact the appropriate help desk.

Self-Service users can call the Self-Service Help Desk 24 hours a day:

Topeka Area 296-1900 or Toll free 1-800-999-3001

SHARRP users can call the SHARP Help Desk during normal business hours Mon.-Fri., 7:30 a.m. - 4:30 p.m.) at 785-
368-8000.

If you have any questions about these changes, please feel free to contact Connie Guerrero at 785-296-0754 or

connie.guerrero@da.state.ks.us

Return to SHARP Message Page
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SHARP Message #634

DATE: 9/28/05
AUTHOR:
HR
SUBJECT:
AccessKansas.org Changing to Kansas.gov

MESSAGE TEXT:

AccessKansas.org Changing to Kansas.gov

The accessKansas website is changing its URL from www.accesskansas.org to www.kansas.gov. The URL is active
now, however the new graphics will not display until the change is officially announced. A soft launch is scheduled
for October 9th.

As a result of this change, the accessKansas State Employee Services web page is changing from
www.accesskansas.org/employee/ to www.kansas.gov/employee/ .

Many Human Resource staff direct their employees to the State Employee Services page www.kansas.gov/employee/
so employees can view Important Notices and link from there directly into SHARP Self Service, STAR (State Thanks
& Recognition Employee Discount Program), Kansas Diversity Network, Employee Orientation, the On-line
Communications Directory, Deferred Compensation, as well as many other valuable resources.

If you point employees directly to the SHARP Self Service Login page at
https://sharp.state.ks.us/servlets/iclientservlet/ess/?cmd=login , we do not anticipate an URL change at this time.

The URL www.accesskansas.org will continue to link to www.kansas.gov for some time.
Contact your current accessKansas project manager if you have any questions about this change.

Return to SHARP Message Page
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SHARP Message #635

DATE: 9/30/05
AUTHOR:
HR
SUBJECT:
State-Wide Employee Communications Directory Update

MESSAGE TEXT:

SHARP Message #632 provided information about the State-Wide Employee Communications Directory process in
SHARP. As agencies are entering employee phone numbers in SHARP Personal Data, we have noticed a few data
entry issues.

Please be sure that you select the correct agency name from the E-Mail and Phone Type drop-down lists. Many
agency names have the word ‘Kansas’ or

other similar words, so be careful to select the correct agency. We

recommend you run the new Employee Email/Phone Listings (KPER265) Report in SHARP upon completion of your
data entry as a way to verify all of your employees were entered correctly.

Also, when entering an employee transaction that moves the employee to a different agency be sure to delete the
rows for the old agency name, phone number and email. You may enter the information for the new agency if
available.

As a reminder, entry of area codes is 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

Thank you for your prompt entry of this information. Please feel free to contact Connie Guerrero at 785-296-0754 or

connie.guerrero@da.state.ks.us if you have any questions.

Return to SHARP Message Page
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SHARP Customer Service Center
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SHARP Message #636

DATE: 10/13/05
AUTHOR:
HR
SUBJECT:
Agency Benefits Open Enrollment Reports 10/13/05

MESSAGE TEXT:

The following message is only for agency staff involved with benefits open enroliment 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’ enrollment activity in Flexible Spending

Accounts;

(2) KWEBCHG - agency employees who have completed group health insurance

elections for Plan Year 2006.

The two reports will be distributed to agencies via the MVS mailbox and can be accessed using WS_FTP. Move the
reports to the folder where you normally transfer files. This year, the files were created in either Excel or QuattroPro,
S0 you can open them using the appropriate software for your agency. 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.173.0UT). The
report lists employees in your agency who are currently enrolled in a Flexible Spending Account (FSA) for Plan Year
2005 but have not yet enrolled in an FSA for Plan Year 2006. The report also lists employees who have either
enrolled or re-enrolled in an FSA for Plan Year 2006. Please remind employees that they must enroll in an FSA each
year even if they are enrolled for the current year. This report was run on October 12, 2005.

The second report is named KWEBCHG.your 3-digit agency number.OUT (for example, KWEBCHG.173.0UT). The
report lists employees in your agency who have made their group health insurance elections. We suggest you compare
this report with all of the benefits eligible employees in your agency.

This report was run on October 13, 2005.

Important Note: A KWEBFSA report was not created for your agency if none of your employees are enrolled in an

FSA for either the current or new plan year. A KWEBCHG report was not created if none of your agency employees
have completed group health insurance elections.
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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 this 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 Message #637

DATE: 10/21/05
AUTHOR:
HR
SUBJECT:
Daylight Saving Time Ended - October 2005

MESSAGE TEXT:

Daylight Saving Time Ended - October 2005

The following information is designed to assist timekeepers with entering time for employees whose shift includes
2:00a.m. on Sunday, 10/30/2005 (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 Saving Time?
A. Yes, Bulletin No. 96-01; however it addresses the institution of Daylight Saving Time which occurs in April; it
does not cover the ending of Daylight Saving Time.

Q. Should we use the DST (Daylight Saving Time) earnings code to report hours worked on Sunday 10/30/2005?
A. No, this code is used in April when Daylight Saving Time is instituted.

Q. When does the time actually change?
A. Clocks are set back one hour at 2:00a.m. Sunday, 10/30/2005.

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.

Al. If an employee is on a 12:01a.m.-12:00a.m. workweek, this change will not affect them until the end of the week
beginning 10/30/2005. 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 10/30/2005-
11/05/2005 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
10/23/2005. If the employee does not adjust his/her work schedule prior to 7:00a.m. Sunday, 10/30/2005, then the
employee could potentially receive OTP/CME for the

10/23/2005 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 Saving Time, you may contact Brent Smith at

brent.smith@da.state.ks.us.
Return to SHARP Message Page
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SHARP Message #638

DATE: 10/25/05
AUTHOR:
HR
SUBJECT:
Agency Benefits Enrollment Reports Update 10/25/05

MESSAGE TEXT:

The following message is only for agency staff involved with benefits open enroliment 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’ enrollment activity in Flexible Spending

Accounts;

(2) KWEBCHG - agency employees who have completed group health insurance

elections for Plan Year 2006.

The two reports will be distributed to agencies via the MVS mailbox and can be accessed using WS_FTP. Move the
reports to the folder where you normally transfer files. When opening the file, choose Excel if you receive a Windows
prompt to “Select the program from a list.” 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. Be sure to select the file with the most recent date. The report lists employees
in your agency who are currently enrolled in a Flexible Spending Account (FSA) for Plan Year 2005 but have not yet
enrolled in an FSA for Plan Year 2006. The report also lists employees who have either enrolled or re-enrolled in an
FSA for Plan Year 2006. Please remind employees that they must enroll in an FSA each year even if they are enrolled
for the current year. This report was run on October 24, 2005.

The second report is named KWEBCHG. Be sure to select the file with the most recent date. The report lists
employees in your agency who have made their group health insurance elections. We suggest you compare this report
with all of the benefits eligible employees in your agency. This report was run on October 24, 2005.

Important Note: A KWEBFSA report was not created for your agency if none of your employees are enrolled in an
FSA for either the current or new plan year. A KWEBCHG report was not created if none of your agency employees
have completed group health insurance elections.

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

Return to SHARP Message Page
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SHARP Message #639

DATE: 11/1/05
AUTHOR:
Payroll
SUBJECT:
Learn Quest Enrollment Information Clarification

MESSAGE TEXT:

Learn Quest Enrollment Information Clarification

We have been advised by American Century that there has been a change to the one page form that they were
previously using as a confirmation of the future account allocations and authorized Payroll Deduction Form. This one
page document has now been expanded to a two page document. For the purpose of starting a new Payroll Deduction
Learn Quest amount, only the second page should be provided to your Human Resource personnel for entry into the
SHaRP system. The employee should retain the original two page document for their files. The procedure to enroll in
the program has not changed. The employee must contact American Century to request an enrollment packet. Please
see Informational Circular No. 01-P-003 dated July 11, 2000 for instructions.

If an employee wishes to change their existing Learn Quest account allocation, they must contact Learning Quest at
1-800-579-2203.

If an employee wishes to change or cancel an existing Learn Quest payroll deduction, the employee will need to
complete the Payroll Deduction Change form. This form is available on the Department of Administration, Division
of Accounts and Reports website at www.da.state.ks.us/ar/forms/.

Questions regarding the State of Kansas Learn Quest Program should be directed to Scott Gates, State Treasurer’s
Office at 785-296-5317.

Return to SHARP Message Page
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SHARP Message #640

DATE: 11/2/05
AUTHOR:
HR
SUBJECT:
Open Enrollment Row in SHARP

MESSAGE TEXT:

Open Enrollment Row in SHARP

Open Enrollment elections are currently processing in SHARP for state employees for the 2006 plan year. A Job Data
row dated 12-18-05 was added to benefits eligible employees whose salary tier level changed in 2005 and affected
their Benefits Program eligibility. This change was due to either a pay rate change or the new salary ranges used for
2006 Benefits Program eligibility (FT 1 = less than $27,000; FT 2 = $27,000 - $47,000; FT 3 = over $47,000).

This update affected approximately 3,750 benefits eligible employees. An effective dated row of December 18, 2005,
with an action/reason code of DTA/OEB (Data Change/Open Enroliment-Ben Prgm Chng) was added to their job
data. Also, the Elig Config 2 field changed to reflect the new Benefit Program assignment for the 2006 plan year. This
job row was added on November 1, 2005.

Please note that a new row will be added to the Benefit Program Participation page with the new Benefit Program
code for the affected employees later in the month. The effective date of this row will also be December 18, 2005.

Any effective dated changes made to the Position Data of the affected employees dated prior to December 18, 2005
should automatically update this 12-18-05 open enrollment row. However, you should verify this after entering the

position change.

If an agency needs to make a job data change to one of these employees prior to the 12-18-05 row please send your
request to request.sharp@da.state.ks.us. It is important that the information on this data row is accurate and reflects

any prior job data changes.

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

Return to SHARP Message Page
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SHARP Message #641

DATE: 11/2/05
AUTHOR:
Payroll
SUBJECT:
United Way Deduction Start and Stop Dates
MESSAGE TEXT:

The deduction END date on the general deduction panel for 2005 United Way contributions should be dated between

December 18, 2005 and December 31,

2005 in order for the last 2005 deduction to be taken on the paycheck issued December 30, 2005. Agencies should
verify the deduction end date for all employees enrolled in United Way to ensure deductions are taken correctly.

For calendar year 2006, agencies can enter a new row effective-dated between December 18, 2005 and December 31,
2005 in order for the first deduction for 2006 to be taken on the January 13, 2006 paycheck. If the deduction is to be
taken over 26 pay periods, a deduction end date of December 17, 2006 should be entered.

Questions regarding this message should be directed to Janice Wolfley in Accounts and Reports, Payroll Services at
telephone no. 785-296-3699 or via e-mail to:janice.wolfley@da.state.ks.us.
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SHARP Message #642

DATE: 11/7/05
AUTHOR:
Payroll
SUBJECT:
Job Data Cutoff & First Payroll Pre-calc is Tonight, Monday, 11/07/05

MESSAGE TEXT:

Job Data Cutoff & First Payroll Pre-calc is Tonight, Monday, 11/07/05

Due to the Veterans Day holiday, there is a slight, but important, change to the payroll processing schedule for the
payroll period ending 11/05/05.

Agencies should refer to Accounts and Reports Informational Circular No.

06-P-012 dated November 2, 2005 for important information regarding the key payroll processing deadlines which
apply for the payroll period.

Copies of informational circulars can be obtained from the Accounts and Reports web site at http://da.state.ks.us/ar .

It is important to note that the first on-cycle preliminary pay calculation for the period will occur tonight, Monday,
11/07/05.

Therefore, all job data changes and time and leave data should be entered into SHARP and designated 'OK to process
by 6:00 PM tonight, Monday, 11/07/05.

Please note there is also an off-cycle tonight, Monday, 11/07/05.

SHARP on-cycle payroll calculations for the period ending 11/05/05 will be confirmed on Thursday night, 11/10/05.
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SHARP Message #643

DATE: 11/9/05
AUTHOR:
HR
SUBJECT:
Discretionary Day Reminder - Self Service Message

MESSAGE TEXT:

Discretionary Day Reminder - Self Service Message

The following Discretionary Day countdown message will be posted on the Important Notices section of the State
Employee Services page http://www.kansas.gov/employee/ within the next several days. We hope this message will
help answer some questions employees may have.

XX days left to use your 2005 Discretionary Day!* more...

*For eligible employees whose last workday of a week is Friday, the last day to use the 2005 Discretionary Day is
Friday, December 30, 2005. For employees whose last workday of a week is Saturday, the last day to use the 2005
Discretionary Day is Saturday, December 31, 2005.

You can determine if you still have an available Discretionary Day by looking on the View Leave Balances page in
the Employee Self Service Center located at www.kansas.gov/employee/ (click on the Self Service icon located in the
Featured Sites area). If you see the words “Discretionary Holiday” on your View Leave Balances page, you still have
a Discretionary Day available (Non-Regents).

A complete list of 2006 and 2005 Executive Branch Holidays, including Discretionary Day usage dates, is located at
http://da.state.ks.us/ps/subject/holiday.htm.

Check with your agency Human Resource Office if you have questions."
Return to SHARP Message Page
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SHARP Message #644

DATE: 11/21/05
AUTHOR:
Payroll
SUBJECT:
Job Data Cutoff & First Payroll Pre-calc is Tonight, Monday, 11/21/05

MESSAGE TEXT:

Job Data Cutoff & First Payroll Pre-calc is Tonight, Monday, 11/21/05

Due to the Thanksgiving holiday, there is an important change to the payroll processing schedule for the payroll
period ending 11/19/05.

Agencies should refer to Accounts and Reports Informational Circular No.

06-P-012 dated November 2, 2005 for important information regarding the key payroll processing deadlines which
apply for the payroll period.

Copies of informational circulars can be obtained from the Accounts and Reports web site at http://da.state.ks.us/ar.

It is important to note that the first on-cycle preliminary pay calculation for the period will occur tonight, Monday,
11/21/05.

Therefore, all job data changes must be entered into SHARP by 6:00 PM tonight, Monday, 11/21/05; time and leave
data should be entered into SHARP by 6:00 PM in order to view a calculated check on Tuesday and take advantage
of all pay calculations.

Please note there is also an off-cycle tonight, Monday, 11/21/05.

SHARP on-cycle payroll calculations for the period ending 11/19/05 will be confirmed on Wednesday night,
11/23/05.
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SHARP Message #645

DATE: 11/29/05
AUTHOR:
HR
SUBJECT:
SHARP Instructions for Classified Employees General Increase

MESSAGE TEXT:

Pending approval of an Executive Directive, all classified employees will receive a general increase of approximately
1.23% effective December 4, 2005.

The 2005 Legislature approved a 2.5% salary increase to be phased in during FY 2006. An increase of 1.25%,
representing the first phase, was effective June 5, 2005, and the full 2.5% takes effect December 4, 2005. The second
increase is approximately 1.23% in order to prevent a compounding effect that would result in an increase greater than
2.5% over the FY 2005 pay plan.

An effective dated row of December 4, 2005, will automatically insert into classified employees’ job data on Sunday,
December 11, 2005. The December 4, 2005, job data row will insert the action/reason code of PAY/COL and the new
compensation rate for their current step. 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 add all job data rows that are effective dated prior to or equal to December 4, 2005, before Sunday, December
11, 2005. This includes promotions, demotions, transfers, terminations and any other transactions that require a job
data row to be inserted to employee work history. Do not enter rows dated greater than December 4, 2005, until after
the general increase has loaded on Sunday, December 11, 2005.

Please contact Patti Pearce at 785-296-7232 or at patti.pearce@da.state.ks.us if you have questions.
Return to SHARP Message Page
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SHARP Message #646

DATE: 11/29/05
AUTHOR:
HR
SUBJECT:
Compensation Rate Increase for Certain Board Members (From $82.12 to $83.14)
MESSAGE TEXT:

Please note that Board Members who specifically have their board salary tied to legislative pay (Reference K.S.A. 75-
3212 and 75-3223) should receive a daily pay increase from $82.12 to $83.14 effective December 4, 2005 per SB 225

(see page 148 http://www.kslegislature.org/bills/2006/225.pdf).

If this applies to Board Members in your agency, please enter this increase in their Job Data in SHARP by cutoff on
December 20, 2005. Add a new Job Data row with an effective date of December 4, 2005, use the action/reason code
of Pay Rate Change/Other, and change the comp rate field on the Compensation page to the new rate of 83.14. Check

the Annual Benefits Base Rate field to ensure it is blank for these board members. (See Annual Benefits Base
Rate/Imputed Income document at http://da.state.ks.us/sharp/documents/Imputed%20Income.pdf).

Please contact Patti Pearce at 785-296-7232 or patti.pearce@da.state.ks.us if you have any questions.
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SHARP Message #647

DATE: 12/1/05
AUTHOR:
HR
SUBJECT:
Time Entry Operators: New FLSA Edit

MESSAGE TEXT:

Time Entry Operators: New FLSA Edit

In an effort for the State of Kansas to be in compliance with the Fair Labor Standards Act (FLSA), we have
developed a new Time and Leave (T&L) edit that will identify timesheets that have overtime (OTP) or Compensatory
Time (CME) recorded by day instead of once an employee has reached his or her FLSA threshold.

The FLSA threshold is usually 40 hours / 1 week. However, there are some Law Enforcement or Fire Protection
personnel who have an 80 hour / 2 week (or similar) FLSA threshold.

The new edit was placed in the nightly batch cycle program. As a result if OTP or CME is entered incorrectly on the
timesheet, or interfaced into T&L, the error won’t appear until it has processed through the nighttime edit. The edit
program runs each night, Monday through Friday, during payroll calculation week and on each of the three off-cycle
nights (Every Monday and every other Wednesday). Note: This schedule changes as the result of certain holidays.

To check your Time Entry Error Messages, use the following navigation in

SHARP: Home > Administer Workforce > Time and Leave > Use > Time Entry Error Messages. On the Find an
Existing Value Page, enter the Pay Period End Data and click on Search. If you have Time Entry Error Messages,
they will display in the Search Results area of the page. Click on any of the hyperlinks and the error message will
display for the employee.

The new FLSA error message is, “Overtime/Comp Time hours should not be recorded until employee reaches their
FLSA Threshold.”

Refer to the Comp Time (Earned and Taken) Time Entry Practice within the Time and Leave Computer Based
Training material for an example of how compensatory time or overtime is entered.

http://da.state.ks.us/sharp/CBT-intro.htm
Contact Brent Smith at brent.smith@da.ks.gov or 785-296-1432 if you have any questions.
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SHARP Message #648

DATE: 12/6/05
AUTHOR:
HR
SUBJECT:
Benefit Confirmation Statements Now Available - 12/6/05

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 2006, which begins January 1, 2006.

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

Please forward this information to your agency employees as appropriate.
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SHARP Message #649

DATE: 12/6/05
AUTHOR:
HR
SUBJECT:
Reminder — Classified General Increase in SHARP
MESSAGE TEXT:

This is a reminder that an effective dated row of December 4, 2005, will automatically insert into classified
employees’ job data on Sunday, December 11, 2005 with new compensation rates. Please do not enter rows

dated greater than December 4, 2005, until after the general increase has loaded on Sunday, December 11, 2005. This
includes promotions, demotions, transfers, terminations and any other transactions that require a job data row to be
inserted to employee work history. Also, please add all job data rows that are effective dated prior to December 4,

2005, before Sunday, December 11, 2005.

For more detailed information, please see the November 28, 2005, message “SHARP Instructions for Classified

Employees General Increase.”

Please contact Patti Pearce at 785-296-7232 or at patti.pearce@da.state.ks.us if you have questions
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SHARP Message #650

DATE: 12/8/05
AUTHOR:
HR
SUBJECT:
Inclement Weather

MESSAGE TEXT:

Due to the inclement weather, Topeka State office Executive Branch non-essential benefits eligible employees whose
scheduled start time begins prior to 11:01 AM today may report to work one hour later than their scheduled start time
this morning, Thursday, December 8, 2005. Note: This declaration applies to eligible Topeka State office employees

only. This 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.
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SHARP Customer Service Center
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SHARP Message #651

DATE: 12/8/05
AUTHOR:
HR
SUBJECT:
Additional Inclement Weather Information

MESSAGE TEXT:

This message was posted on the State Employee Services web page http://www.kansas.gov/employee/ at
approximately 6:30 AM this morning:

“Due to the inclement weather, Topeka State office Executive Branch non-essential benefits eligible employees whose
scheduled start time begins prior to 11:01 AM today may report to work one hour later than their scheduled start time
this morning, Thursday, December 8, 2005.

Note: This declaration applies to eligible Topeka State office employees only. This 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.”

Additional information you may find helpful:

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 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.
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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
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SHARP Message #652

DATE: 12/16/05
AUTHOR:
PAYROLL
SUBJECT:
2006 Form W-4 Released

MESSAGE TEXT:

The IRS has released the 2006 Form W-4, Employee’s Withholding Allowance Certificate. As noted in Informational
Circular 06-P-017, IRS regulations require a new W-4 be filed for employees wanting to continue to claim exemption
from withholding in 2006. IRS regulations continue to require employees claiming exempt status from federal tax
withholding (for income earned in the United States) to file a new W-4 form annually. Employees are eligible for the
exempt status if the following criteria are met: 1) the employee had no income tax liability in the previous years, and
2) the employee anticipates no income tax liability in the upcoming year.

Agency personnel are reminded that the KPAY 320 will run on the night of December 19, 2005 and will insert (for
employee’s claiming exemption in 2005 who have not filed a new W-4 for 2006) a 01/01/2006 effective-dated row in
the employee’s Tax Data record indicating a marital status of ‘single’ with zero exemptions. Agencies should refer to
Informational Circular 06-p-017 for additional information pertaining to Forms W-4 processing for exempt
employees.

The 2006 Form W-4 is immediately available at the IRS website at www.irs.gov and is also available at the Accounts
and Reports website at http://da.state.ks.us/ar/.
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SHARP Message #653

DATE: 12/23/05
AUTHOR:
HR
SUBJECT:
Change to View Job Postings Page — Working Title

MESSAGE TEXT:
Change to View Job Postings Page — Working Title

In an effort to improve recruiting efforts, and at the request of agency recruiters, beginning Wednesday, December 28,
2005 a “working title” may be displayed instead of the job code title on the State of Kansas Civil Service Job Search

View Job Postings page http://da.state.ks.us/ps/pub/ .

Currently, the default Job Code Title, from the Job Code Table, displays under the Job Title column on the View Job
Postings page.

This is a great opportunity for you to start using a working title instead of the default Job Code title when recruiting.
A working title may be entered on the Description page of Position Data in the field labeled “Title.” Users who have
update security access to Manage Positions will be able to update this field by deleting the Job Code title that defaults

into the field and replacing it with the working title. (SHA RP breadcrumbs: Home > Develop Workforce > Manage
Positions > Use > Position Data)

When changing the Title field on Position data, remember the importance of the Effective Date. The View Job
Posting page will not display future dated information, so you may want to enter the effective date equal to or prior to
the Posting Date (Date Opened field on the Job Posting page of Job Requisition Data).

We are hopeful this change will help you to target the right people for your open positions.

If you have any questions please contact Elizabeth Wong at 785-296-6895 or at elizabeth.wong@da.state.ks.us
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