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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #654

DATE: 2/8/05
AUTHOR:
HR
SUBJECT:
Vacation Overage Reminder - Self Service Message

MESSAGE TEXT:

The following Vacation Overage message will be posted on the State Employee Services website
http://www.kansas.gov/employee/ beneath the “Featured Sites” section within the next several days:

The Department of Administration, 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 16, 2006 (or Saturday,
June 17, 2006 if you are typically scheduled to work Saturdays). The hours you accrue during the 06/04/06 - 06/17/06
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 the View Leave Balances section of Employee Self Service. However, please note that
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Vacation Leave Overages, if applicable, are not displayed separately from the Vacation Ending Balance.

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

Return to SHARP Message Page
Page last modified on:
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SHARP Message #655

DATE: 2/8/06
AUTHOR:
HR
SUBJECT:
2005 Total Compensation Statements are now available online

MESSAGE TEXT:

The 2005 Total Compensation Statements are now available online. Employees can view their statements by signing
into Employee Self Service on the State Employee Services page at http://www.kansas.gov/employee/.

Statements will be available for all benefits eligible employees excluding employees at Regents Institutions. The
Regents Institutions will provide the information directly to their employees. However, if one of your agency
employees was also employed by a Regents Institution during 2005, the online statement will include those earnings.

The 2005 Total Compensation Statement shows wages paid in 2005 (paycheck issue dates January 14, 2005 —
December 30, 2005). The statement does not replace W-2 forms or other income tax related information and is not
intended for use in tax preparation.

Agencies may also use SHARP reporting capabilities to print a Total Compensation Statement for individual
employees. The report displays both the employee’s direct and indirect compensation. The report is located at
Administer Workforce>Administer Workforce (GBL)>Report>Total Compensation Statement. If you print a report
for an employee please give the employee a copy of the “Total Compensation Statement Information Form.” It lists
examples of the types of pay and employer contributions that may be included in their statement and is posted at

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

Return to SHARP Message Page
Page last modified on:
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SHARP Message #656

DATE: 6/2/06
AUTHOR:
HR
SUBJECT:
Classified General Increase in SHARP

MESSAGE TEXT:

All classified employees will receive a general increase of approximately 1.50% effective June 18, 2006. An effective
dated row of June 18, 2006, will automatically insert into classified employees’ job data on Sunday, June 25, 2006.

Please add all job data rows that are effective dated prior to or equal to June 18, 2006, before Sunday, June 25, 2006.
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 18, 2006, until after the general
increase has loaded on Sunday, June 25, 2006.

The June 18, 2006, 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. Agencies should update these employees on a case by
case basis when/if they return to active status in the future.

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

Page last modified on:
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SHARP Message #657

DATE: 6/12/06
AUTHOR:
HR
SUBJECT:
Compensation Rate Increase for Certain Board Members (From $83.14 to $84.80)
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 $83.14 to $84.80 effective June 18, 2006 per SB 480 (see

page 162 at http://www.kslegislature.org/bills/2006/480.pdf).

If this applies to Board Members in your agency, please enter this increase in their Job Data in SHARP by cutoff on
July 3, 2006. Add a new Job Data row with an effective date of June 18, 2006, 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 84.80. 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.

Return to SHARP Message Page
Page last modified on:
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SHARP Message #658

DATE: 6/13/06
AUTHOR:
HR
SUBJECT:
Reminder — Classified General Increase in SHARP
MESSAGE TEXT:

This is a reminder that an effective dated row of June 18, 2006, will automatically insert into classified employees’

job data on Sunday, June 25, 2006, with new compensation rates.

Please do not enter rows dated greater than June 18, 2006, until after the general increase has loaded on Sunday, June
25, 2006. This includes promotions, demotions, transfers, terminations and any other transactions that require a job

data row to insert into employee work history.

Also, please add all job data rows that are effective dated prior to June 18, 2006, before Sunday, June 25, 2006.
For more detailed information, please see the June 2, 2006, message #656 “Classified General Increase in SHARP”

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

Return to SHARP Message Page

Page last modified on:
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SHARP Message #659

DATE: 6/19/06
AUTHOR:
HR
SUBJECT:
Vacation Leave Overage Reminder

MESSAGE TEXT:

All entries to the June 4 - 17, 2006 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 23, 2006 at the
latest.

Agencies convert the vacation leave overage to sick leave manually by recording the SLA earnings code and
corresponding hours (up to 40) on the June 4 — 17, 2006 timesheets.

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 http://www.da.ks.gov/sharp/documents/
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 #660

DATE: 6/22/06
AUTHOR:
HR
SUBJECT:
Salary Increases in SHARP

MESSAGE TEXT:

UNCLASSIFIED MERIT INCREASES

The June 18, 2006, merit salary increases for eligible unclassified employees in the Executive Branch whose salaries
are set by the Governor are now in SHARP. These increases are the result of the salary increase pools agencies
received from the Division of the Budget and agency distribution of those funds.

FYO7 CLASSIFIED PAY PLAN

Reminder: A June 18, 2006, row will automatically insert into classified employees’ job data on Sunday, June 25,
2006, with new compensation rates. You may enter rows dated June 18, 2006, since the pay increase row will create
effective sequence rows when needed.

Please do not enter rows dated greater than June 18, 2006 , until after the general increase has loaded on Sunday, June
25, 2006. This includes promotions, demotions, transfers, terminations and any other transactions that require a job
data row to insert into employee work history.

Also, please add all job data rows that are effective dated prior to June 18, 2006 , before Sunday, June 25, 2006.

For more detailed information, please see the June 2, 2006, message #656 “Classified General Increase in SHARP”

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 #661

DATE: 6/26/06
AUTHOR:
A&R
SUBJECT:
FY2007 Update to the Department Budget Tables
MESSAGE TEXT:

The process to insert a new effective-dated row of 06/18/2006 for FY2007 in the Department Budget tables in
SHARP has been completed. Agencies can now enter any FY2007 funding changes that need to be made. Updates to
the Department Budget tables should be made using an effective date of 06/19/06 or later. FY2007 funding changes
must be entered into SHARP by 6:00 pm on Friday, 7/7/06 in order to be reflected in the on-cycle paychecks dated

7/14/06.

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

via e-mail at Steve.Banning@da.state.ks.us .

Return to SHARP Message Page
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SHARP Message #662

DATE: 6/26/06
AUTHOR:
HR
SUBJECT:
Unprocessed Longevity Bonus and Step Increase Data

MESSAGE TEXT:

As part of our effort to upgrade from our current version of PeopleSoft to version 8.9, we are in the process of
identifying unprocessed Longevity Bonuses and unprocessed Step Increases that can be deleted from SHARP.

On Thursday, June 29, 2006, we will run a process to delete unprocessed Longevity Bonuses and unprocessed Step
Increases that have Effective Dates older than 01/01/2000.

This information is currently accessible using the following navigation:

Longevity Bonuses: Home > Administer Workforce > Plan Salaries (GBL) > Use > Longevity Bonus
Step (Pay) Increases: Home > Administer Workforce > Plan Salaries (GBL) > Use > Pay Increases.

This process will not delete Longevity Bonus nor Pay Increase data on these pages that have an effective date greater
than 01/01/2000.

If you have any questions, you may send an e-mail to brent.smith@da.state.ks.us .

Return to SHARP Message Page
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SHARP Message #663

DATE: 6/27/06
AUTHOR:
HR
SUBJECT:
July 3, 2006 Holiday - Payroll Processing & Holiday Credit Default / Hours Worked

MESSAGE TEXT:

Governor Kathleen Sebelius authorized Monday, July 3, 2006 as a State Holiday. A revised SHARP Payroll
Processing Schedule will be instituted and the Holiday Schedule Table has been updated to include this day.

Holiday Payroll Processing Highlights Include:

The Monday, July 3rd Off-cycle is being moved to Wednesday, July 5th and the check issue date is being moved
from Thursday to Friday, July 7th .

All Job and Position Data that affects the 06/18/06-07/01/06 pay period must be entered by 6PM Wednesday, July 5th

There are only two preliminary payroll calculations for the 06/18/06-07/01/06 pay period. The first preliminary
payroll calculation is Wednesday, July 5, 2006. The second is Thursday, July 6th . Final pay calculation remains
Friday, July 7th .

Please refer to Information Circular 06-P-031 (Changes to July 2006 Payroll Processing Schedule)

http://www.da.ks.gov/ar/infocirc/fy2006/ic06p031.htm for more information on the adjusted Payroll Processing
Schedule.

Holiday Credit Default / Hours Worked:

Employees whose positions are currently attached to any of the SHARP Holiday Schedules (other than PSTV) will
have the Holiday Credit earnings code (HDC or HDE) and applicable hours defaulted into the 07/02/06-07/15/06
timesheets and time documents for both Monday and Tuesday, July 3 and July 4, 2006.

Both July 3rd and July 4th are Legal holidays for 2006, so if an employee works both days, the employee is entitled

to holiday compensation (Such as HDP) in addition to the holiday credit (such as HDC) for July 3rd and July 4th ,
2006.
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Please refer to Bulletin 05-03 (Clarification of Issues Regarding Holidays for State Employees)
http://da.state.ks.us/ps/documents/bulletins/0503.htm for more information on Holiday timesheet entry.

For questions regarding the adjusted payroll holiday schedule, send an e-mail to kathy.ogle@da.state.ks.us .

For questions regarding holiday timesheet entry, send an e-mail to brent.smith@da.state.ks.us .

Return to SHARP Message Page
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SHARP Message #664

DATE: 6/28/06
AUTHOR:
HR
SUBJECT:
Application of the $0.30 Pay Diff-Building Trade Class Differential (S14)

MESSAGE TEXT:

NOTE: This message is applicable for a small group of agencies that have employees in selected skilled building
trade job classes.

Application of the $0.30 Pay Diff-Building Trade Class Differential (S14)

Senate Bill 480 passed during the 2006 Legislative Session establishes a $0.30 per hour retention incentive pay rate
differential for selected skilled job trade classes in the building trade job family “N2” effective at the beginning of
Fiscal Year 2007 (06/18/2006).

The $0.30 per hour differential is not incorporated into the compensation rate field in SHARP Job Data as the
legislation and Executive Directive specified otherwise. The differential will be paid with a new earnings code: S14
Pay Diff-Building Trade Class / Retention Incentive Pay Rate Differential which is recorded on employee timesheets
in SHARP.

Following are tips on how to use the S14 code for both non-exempt and exempt employees who fall within job
classifications in the “N2” job identified within the legislation and Executive Directive 06-369
http://da.state.ks.us/ps/subject/arc/memaos/ExecDirective.htm (click on the “PDF Version” hyperlink to the right of the
Description).

Tips:

Do record the hours associated with S14 in .25 increments for both exempt and non-exempt employees.

Do record S14 for Regular hours (REG) worked (Exempt employees should record S14 for actual hours worked as
well) and leave time paid (Such as VAC/VAE, SCK/SCE, and FNL/FNE).

Do record S14 hours for Holiday Credit that is paid (Like HDC/HDE).
Do record S14 hours for all Overtime Hours and Holiday Hours worked and paid , (Such as OTP, CBO, and HDP).

Do record S14 hours for Holiday Premium Compensation hours paid (HDV).
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Do record S14 hours for Compensatory time taken (Like CMT) and Holiday Compensatory time taken (Like
HCT/HCE).

Do include the Retention Incentive Pay Rate Differential in Leave Payouts . $0.30 should be multiplied by the number
of hours being paid out through Leave Payouts (such as Vacation Leave Payout, Sick Leave Payout, Comp Time
Payout, and Holiday Comp Time Payout). For example, the employee’s comp rate is $10/hr and the vacation leave
payout defaults into the timesheet as 122 hours and $1220.00 (122*$10). You must figure and add the additional

payout amount, in this case $36.60 (122*$0.30), to the payout amount that defaulted for a total, in this example, of
$1256.60 ($1220.00+$36.60).

Do not record S14 hours for Compensatory Time Earned (Like CME) and Holiday Compensatory Time Earned (Like
HCP).

Do not record S14 hours for Holiday Credit that is banked in the holiday comp time balance (such as HCC).
Do not record S14 hours for Holiday Premium Compensation for hours banked (HCV).

Do not record S14 hours for leave without pay.

Work Schedules:

To help lessen the burden of entering the S14 code and hours in timesheets, we’ve developed new work schedules
that default the S14 code and hours into employee timesheets when applicable.

The work schedules that currently include the S14 code are: OMR5, 4MF3, 8FT3, BMFA, 8NR5, 8RM3, 8TS5,
8WNS3, 9IR2, EXMA, and PS1C. The details of these schedules are viewable in SHARP using this navigation: Home
> Administer Workforce > Time and Leave > Setup > Work Schedule Table or on the SHARP Customer Service
Documents page http://www.da.ks.gov/sharp/documents/default.htm (click on Work Schedule List).

If you need an additional work schedule added to the table or if you have questions about how this pay rate
differential is applied in SHARP, contact Brent Smith at brent.smith@da.state.ks.us .

Return to SHARP Message Page
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SHARP Message #665

DATE: 6/30/06
AUTHOR:
Payroll
SUBJECT:
Problems with the General Ledger transactions for the off-cycle run B
MESSAGE TEXT:

Due to problems with the General Ledger transactions for the off-cycle run B for pay end date 06/17/2006 processed
on Wednesday, June 28, 2006, the KPAYWAGE report will be re-run. Please ignore the KPAYWAGE that has the
date stamp of June 28, 2006. A new KPAYWAGE will be issued with a date stamp of 06/29/2006. This will have the

correct funding transactions on it. The off-cycle paychecks are dated Monday, July 3, 2006.

Questions regarding the KPAYWAGE should be directed to Steve Banning in Payroll Services at (785) 296-7059 or
via e-mail at Steve.Banning@da.state.ks.us or to Sunni Zentner in Payroll Services at (785) 296-7058 or via e-mail at

Sunni.Zentner@da.state.ks.us .

Return to SHARP Message Page
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SHARP Message #666

DATE: 7/10/06

AUTHOR:
Payroll

SUBJECT:
KPAYWAGE Report and KPAYGL5C File for the On-cycle Payroll for the Period Ending
7/1/2006

MESSAGE

TEXT:

Due to problems with the accounting transactions initially generated for the on-cycle payroll for the period ending
date July 1, 2006 processed on Friday, July 7, 2006, the KPAYWAGE report and KPAYGL5C data file will be re-
run. Please ignore the KPAYWAGE with a date stamp of 7/7/2006. A new KPAYWAGE will be issued with a date
stamp of 7/10/2006. Likewise, those agencies that receive the KPAYGL5C data file should also ignore the file dated
7/7/2006 and should, instead, utilize the file dated 7/10/2006.

Questions regarding the KPAYWAGE should be directed to Steve Banning in Payroll Services at (785) 296-7059 or
via e-mail at Steve.Banning@da.state.ks.us or to Sunni Zentner in Payroll Services at (785) 296-7058 or via e-mail at
Sunni.Zentner@da.state.ks.us .

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

SHARP Message #667

DATE: 8/25/06
AUTHOR:
HR
SUBJECT:
On-Line Communications Directory to be populated from SHARP effective 10/1/2006

MESSAGE TEXT:

The Division of Information Systems and Communications (DISC) will begin populating the On-Line
Communications directory located at http://www.da.ks.gov/phonebook from data stored in the Statewide Human
Resource and Payroll System (SHARP) on a biweekly basis beginning October 1, 2006.

Updating the On-Line Communications directory from SHARP completes the initiative that started over a year ago
with the implementation of the White Pages directory located at http://www.da.ks.gov/whitepages/ on the Intranet.
The goal of this process change is to provide a mechanism to keep employee phone numbers included in the two on-
line directories current. In addition, it provides a streamlined process for those agencies that are currently providing
DISC quarterly updates for the one directory and entry into SHARP for the other directory. Effective with the
implementation of this change on October 1, 2006 you will only need to enter the data in SHARP. However, if your
agency does not populate data in SHARP you will need to continue providing the quarterly updates to DISC and your
data will only be displayed in the On-Line Communications directory (http://www.da.ks.gov/phonebook).

The On-Line Communications directory will continue to display employee name, phone number, city, and agency. It
does not include the employee’s e-mail address. Only the white pages directory located on the Intranet
(http://www.da.ks.gov/whitepages/) will display the employee’s email address in addition to the employee’s name,
phone number, city, and agency.

When entering employee email addresses and phone numbers in SHARP, please be sure that you select your agency’s
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 are
entered correctly. The report is located at the following path: Home > Administer Workforce > Administer Workforce
(GBL) > Report > Employee Email/Phone Listings.

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

Included below is a link to all of the initial documentation that provided detailed information about the process and
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how employee phone numbers and email addresses in SHARP are used to populate the directory.

http://www.da.ks.gov/sharp/documents/GovEmplCommunicationDir_Info.htm

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

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

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

SHARP Message #668

DATE: 8/31/06
AUTHOR:
HR
SUBJECT:
Step Increases Effective September 10, 2006

MESSAGE TEXT:

The following information explains implementation of the September 10, 2006, step increase in SHARP and agency
actions needed to ensure that eligible employees receive the increase. The eligibility requirements are also
summarized.

Late in the afternoon on September 8, 2006, we will run a program to create a list of employees in SHARP that meet
the continuous employment criteria. You can access this list in SHARP at Administer Workforce>Plan
Salaries>Use>Pay Increase. Employees are listed on two tabs — Active and Inactive (employees who are on leave).
The ‘Approved?’ checkbox is automatically selected for employees who have a satisfactory or exceptional
performance review in SHARP when the program runs and the review ‘To Date’ is dated on or after September 10,
2005. The “‘Approved?’ checkbox is blank if the employee has an unsatisfactory review, no review, the review ‘To
Date’ is dated before September 10, 2005, or is on leave without pay. The review rating field shows the latest rating in
SHARP, which may not meet the date requirements for a step increase. Also, employees will not be on the Pay
Increase page if they don’t meet the continuous employment criteria or are currently on step 16.

For employees whose checkbox is not clicked “‘Approved’ on the Pay Increase page, agencies have until 6:00 p.m. on
Thursday, September 21 to enter performance reviews into SHARP and click the ‘Approved?’ checkbox so that they
will receive the step increase. We will then run another program on Friday, September 22 to insert the step increases

into employee job data using the PAY/SPM action/reason code.

Important: Please do not enter rows dated greater than September 10, 2006, until after the step increase has loaded on
September 22. This includes promotions, demotions, transfers, terminations and any other transactions that require a
job data row to insert into employee work history such as position data updates. Also, please add all job data rows that
are effective dated on or before September 10, 2006, before September 22. You may enter rows dated September 10,
2006, since the step increase row will create effective sequence rows when needed.

Summary of Eligibility Requirements
» Employees hired on or before June 17, 2006 and have been continuously employed since that date. Employees hired
on or after June 18, 2006, are not eligible.

» Employees in a regular classified position as of September 10, 2006.
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» Classified employees who have a satisfactory or exceptional performance review rating dated on or after September
10, 2005.

» Employees on steps 4-15 will move one step.

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

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

SHARP Message #669.2

DATE: 9/20/06
AUTHOR:
HR
SUBJECT:
Suffix Field update in SHARP

MESSAGE TEXT:

As part of our effort to upgrade from our current version of PeopleSoft to version 8.9, we have identified a need to
store suffixes separately from the Last Name field in SHARP. Effective Monday, September 25, 2006 we would like
for you to start entering any names containing a suffix on the Personal Data, Dependent Beneficiary and Applicant
Data pages in the new format. For example, John P Smith 111 would be entered as follows. John is entered in the First
Name field, P is entered in the field labeled Middle, Smith will be entered in the Last Name field and 11 should be
entered in the Suffix field. The Name field which contains the employee’s full name including suffix and middle
initial will continue to display the name in the standard PeopleSoft format of Smith I11,John P

Currently the following values are available for use in the Suffix field in SHARP: CPA, ESQ, I, I, llI, IV IX, Jr, MD,
Sr, V, VI, VII, VIII and X. If you hire an employee or have an applicant that has a suffix not listed above please
contact the Division of Personnel Services and we will determine if the suffix needs to be added to the values
available in SHARP or we will have you keep the suffix as part of the last name.

During the weekend of September 23-24, 2006 a batch program will be generated that will update and convert all
existing names in SHARP with a suffix to the new format.

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

connie.guerrero@da.state.ks.us .

Return to SHARP Message Page
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SHARP Customer Service Center

- SHARP Messages -

SHARP Message #669

DATE: 9/14/06
AUTHOR:
HR
SUBJECT:
September 10, 2006 Pay Increase Reminder
MESSAGE TEXT:

Please note this reminder to not enter SHARP Job Data rows dated greater than September 10, 2006, for Classified
Regular employees until after the step increase and other pay related transactions have loaded on September 22. This
includes promotions, demotions, transfers, terminations, end probations, and any other transactions that require a job
data row to insert into employee work history such as position data updates. You may enter rows dated September 10,
20086, since the step increase row will create effective sequence rows when needed.

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

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

SHARP Message #670

DATE: 9/29/06
AUTHOR:
HR
SUBJECT:
Military Leave Increase from 12 Days (96 hours) to 15 Days (120 hours)

MESSAGE TEXT:

Employees who meet the requirements of Kansas Administrative Regulation (K.A.R) 1-9-7b are eligible for 15 days
(120 hours) Military Leave per Federal Fiscal Year beginning 10/01/2006.

The increase from 12 days (96 hours) to 15 days (120 hours) is a result of a change to Kansas Administrative
Regulation (K.A.R) 1-9-7b.

SHARRP batch coding has been updated to reflect this change. When the leave accrual program runs on the night of
10/13/06, 120 hours will default into employee Military Leave balances.

As a reminder, and as outlined in Bulletin 06-01 (Military Leave Clarifications), employees can only apply their 15
working days to a single term of active duty one time. Even if a single term of active duty exceeds the defined 12-

month period, eligible employees cannot apply a new set of 15 working days of military leave with pay to a term of
active duty on which they have already used 15 working days of military leave with pay.

The following detailed information is intended for you IF you have employees recording military leave during the
09/24/06-10/07/06 pay period:

The Federal Fiscal Year begins each October 1st. Unfortunately October 1st doesn’t line up with the date accrual runs
for the SHARP Pay Period 09/24/06 — 10/07/06. All military leave hours are reset to 120 during the leave accrual for
that pay period. As a result, you may submit a request to the SHARP unit (request.sharp@da.state.ks.us ) to ask that
the Military Leave balance be increased for employees whose leave is too low if they need to record military leave for
any day from 10/01/06-10/07/06 since those hours will not have been loaded into their balances yet.

If you have an employee who records military leave hours (MIL/MIE) for any day from 10/01/06-10/07/06, those
hours will not be deducted from the new 120 Federal Fiscal Year military leave hours. To correct this, please send an
e-mail, AFTER 10/13/2006, to the Division of Personnel Services SHARP unit and ask to have the hours used from
10/01/06-10/07/06 reduced from the military leave balance.

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

References:
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Proposed Regulations: http://da.state.ks.us/ps/documents/regs/proposed.htm
Kansas Administrative Regulations: http://da.state.ks.us/ps/documents/regs/
Division of Personnel Bulletins: http://da.state.ks.us/ps/documents/bulletins/

Return to SHARP Message Page
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SHARP Customer Service Center

- SHARP Messages -

SHARP Message #671

DATE: 10/20/06
AUTHOR:
Payroll
SUBJECT:
United Way/Community Health Charities Deduction Start and Stop Dates for 2007
MESSAGE TEXT:

The deduction END date on the general deduction panel for 2006 United Way contributions should be dated between
December 17, 2006 and December 30, 2006 in order for the last 2006 deduction to be taken on the paycheck issued

December 29, 2006. Agencies should verify the deduction end date for all employees enrolled in United Way to
ensure deductions are taken correctly.

For calendar year 2007, agencies can enter a new row effective-dated between December 17, 2006 and December 30,

2006 in order for the first deduction for United Way or Community Health Charities for 2007 to be taken on the

January 12, 2007 paycheck. If the deduction is to be taken over 26 pay periods, a deduction end date of December 16,
2007 should be entered. Please note that the code UTD100 for the Community Health Charities cannot be entered

until December 17th or after. All other United Way codes can be entered earlier.

Questions regarding this message should be directed to Janice Wolfley in Accounts and Reports, Payroll Services at

telephone no. 785-296-3699 or via e-mail to: janice.wolfley@da.state.ks.us.

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

SHARP Message #672

DATE: 10/23/06
AUTHOR:
HR
SUBJECT:
Daylight Saving Time Ended - October 2006

MESSAGE TEXT:

The following information is designed to assist timekeepers with entering time for employees whose shift includes
2:00a.m. on Sunday, 10/29/2006 (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 10/29/2006?
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, 10/29/2006.

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 10/29/2006. 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 10/29/2006-
11/04/2006 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
10/22/2006. If the employee does not adjust his/her work schedule prior to 7:00a.m. Sunday, 10/29/2006, then the
employee could potentially receive OTP/CME for the 10/22/2006 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 Customer Service Center
- SHARP Messages -

SHARP Message #673

DATE: 10/25/06
AUTHOR:
HR
SUBJECT:
Agency Benefits Enrollment Reports

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 enrollment reports in 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 2007.

The two reports will be distributed to agencies via the MVS mailbox and can be accessed using Core FTP or
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. The report lists employees in your agency who are currently enrolled in a
Flexible Spending Account (FSA) for Plan Year 2006 but have not yet enrolled in an FSA for Plan Year 2007. The
report also lists employees who have either enrolled or re-enrolled in an FSA for Plan Year 2007. 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 at approximately 1:30 p.m. on October 24, 2006. Enrollment activity after that time is not included on the report.

The second report is named KWEBCHG. 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 also run at approximately 1:30 p.m. on October 24, 2006. Enrollment activity after that time
is not included in the report.

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

patti.pearce@da.state.ks.us .
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SHARP Customer Service Center
- SHARP Messages -

SHARP Message #674

DATE: 11/2/06
AUTHOR:
HR
SUBJECT:
Open Enrollment Row in SHARP

MESSAGE TEXT:

Open Enrollment elections are currently processing in SHARP for state employees for the 2007 plan year. A Job Data
row dated 12-17-06 was added to benefits eligible employees whose salary tier level changed in 2006 and affected
their Benefits Program eligibility. An employee’s salary tier may have changed to due pay rate changes during 2006.
As a reminder benefit program salary tiers changed in 2006 as follows FT 1 = less than $27,000; FT 2 = $27,000 -
$47,000; FT 3 = over $47,000. In addition, a Job Data row was also added for employees who are currently enrolled
in HealthyKids benefit program codes. These employees have to reapply each year (since their circumstances may
have changed) and those who are approved will be loaded back into HealthyKids benefit codes.

This update affected approximately 4,924 benefits eligible employees. An effective dated row of December 17, 2006,
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 2007 plan year. This
row was added on November 1, 2006.

Please note that a new row will be added to the Benefit Program Participation page with the new Benefit Program
code for affected employees later in the month. The effective date of this row will also be December 17, 2006.

Any effective dated changes made to the Position Data of affected employees dated prior to December 17, 2006,
should automatically update this 12-17-06 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 12-17-06 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 Customer Service Center
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SHARP Message #675

DATE: 11/6/06
AUTHOR:
HR
SUBJECT:
Discretionary Day Reminder - Self Service Message

MESSAGE TEXT:

The following Discretionary Day countdown message will be posted on the State Employee Services webpage
www.kansas.gov/employee/ within the next day. We hope this message will help answer some questions employees
may have.

”XX days left to use your 2006 Discretionary Day!* more...

*For eligible employees whose last workday of a week is Friday, the last day to use the 2006 Discretionary Day is
Friday, December 15, 2006. For employees whose last workday of a week is Saturday, the last day to use the 2006
Discretionary Day is Saturday, December 16, 2006.

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 Executive Branch Holidays, including Discretionary Day usage dates, is located at
http://da.state.ks.us/ps/subject/holiday.htm (Note: Multiple years are listed).

Check with your agency Human Resource Office if you have questions.”

Return to SHARP Message Page
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SHARP Customer Service Center
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SHARP Message #676

DATE: 11/17/06
AUTHOR:
Payroll
SUBJECT:
Payroll Form Revision - SSN

MESSAGE TEXT:

Due to the increased awareness of identify theft we have revised the following Payroll forms to delete the Social
Security Number field. Please use the new version of these forms effective immediately. The forms that have been
revised are as follows:

DA-6P Paycheck Stop Payment Request

DA-179 SHaRP Maximum Arrears Payback

DA-180 SHaRP Paycheck Reversal/Adjustment/Supplemental

DA-182 SHaRP Paycheck Reprint Request

DA-184 Authorization for Direct Deposit of Employee Pay

DA-186 Authorization for State of Kansas Additional Withholding Tax Deduction

These forms are available at http://www.da.ks.gov/ar/forms/default.ntm#Payroll

Please contact Joyce Dickerson at 785-296-3979 or by email at joyce.dickerson@da.ks.gov if you have questions
regarding these forms.

Return to SHARP Message Page
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SHARP Message #677

DATE: 11/29/06
AUTHOR:
HR
SUBJECT:
Inclement Weather Declaration

MESSAGE TEXT:

Governor Sebelius has declared Inclement Weather for benefits eligible non-essential Executive Branch Shawnee
County employees from 3:00 PM Wednesday, 11/29/2006 through 11:59PM Wednesday, 11/29/2006.

A reassessment of the weather conditions will be made at a later time to determine if this declaration will be
extended. Listen to local radio and television for additional information.

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.

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.ks.gov/ps/documents/UpdatedinclementWeather.pdf
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SHARP Message #678

DATE: 12/8/06
AUTHOR:
HR
SUBJECT:
SHARP Password Resets - Help Desk Options Have Changed

MESSAGE TEXT:

If you need a SHARP password change you will notice that the options on the SHARP Security Help Desk have

changed.
To have your password reset or request assistance with your security access, you will need to call 785-368-8000,
choose Option 1 (SHARP), and choose Option 3 (Passwords/Access). Prior to today, Option 3 was Technical and

Option 4 was Security.

If you have questions about the change in this process, please email Kristine Scott at Kristine.scott@da.ks.gov.

Return to SHARP Message Page
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SHARP Message #679

DATE: 12/8/06
AUTHOR:
Payroll
SUBJECT:
2007 Form W-4 Released

MESSAGE TEXT:

The IRS has released the 2007 Form W-4, Employee’s Withholding Allowance Certificate. As noted in Informational
Circular 07-P-015, IRS regulations require a new W-4 be filed for employees wanting to continue to claim exemption
from withholding in 2007. 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 20, 2006 and will insert (for
employee’s claiming exemption in 2006 who have not filed a new W-4 for 2007) a 01/01/2007 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 07-P-015 for additional information pertaining to Forms W-4 processing for exempt
employees.

The 2007 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.ks.gov/ar/.
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SHARP Message #680

DATE: 12/22/06
AUTHOR:
HR
SUBJECT:
CoreFTP file transfer software available for Download

MESSAGE TEXT:

The Department of Administration requires agencies to use file transfer protocol (FTP) software to retrieve any
centrally generated SHARP reports that are created by batch processes and distributed to agency “mailboxes” on the
MVS computer system. Examples of these reports include the Payroll Register (PAY002), Employees Not Processed
in Current Payroll (PAY010) and the Leave Accruals Report (BENO0Q7)

Since the initial implementation of SHARP the Department of Administration has provided agencies with free file
transfer protocol software such as Rapid Filer and most recently WS_FTP software as part of the PeopleSoft 8.0
upgrade. The Department of Administration no longer licenses WS_FTP software. Therefore, if your agency received
WS_FTP software from the Department of Administration you will need to download CoreFTP software which is
being provided at no cost to all agencies by the Department of Administration.

As of February 5th at noon we will be requiring the use of secure ftp transmission for these SHaRP retrievals,
something that CoreFTP will support. Agencies can continue to use their current FTP software (Rapid Filer, LanWork
Place, etc.) if you purchased a license and did not receive the software from the Department of Administration’s
website, but this software must be capable of secure FTP transmission.

To download CoreFTP to your workstation, go to the SHARP web site at http://www.da.ks.gov/sharp/downloads.htm ,
click on downloads, and select CoreFTP. Each user will need to register the software once CoreFTP has been
installed by calling DISC Customer Support Center (CSC) at (785)296-4999.

The “Introduction to CBT and SHARP” Computer Based Training Module has been updated to provide you with
detailed instructions on downloading the software and how to use the software to securely transfer data to your
workstation. SHARP Computer Based Training is available at http://www.da.ks.gov/sharp/CBT-intro.htm .

Please follow your agency procedures for installing any software to your workstation and check with technical staff

within your agency to determine if your software needs to be replaced by CoreFTP. The DISC Customer Support
Center will also be available to assist agencies with questions about the product at the (785) 296-4999 phone number.

Return to SHARP Message Page
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SHARP Message #681

DATE: 12/29/06

AUTHOR:
HR

SUBJECT:
Tuesday, 01/02/2007, Declared Legal Holiday by Governor Sebelius: SHARP
Updates/Notices

MESSAGE

TEXT:

Governor Sebelius has declared Tuesday, January 2, 2007 as a Legal Holiday (National Day of Mourning). As a
result, staff within the Department of Administration are updating Tables and Batch Jobs that need to be changed due
to the announcement:

Payroll Schedule Changes:

- The cutoff for on-line users to enter Job Data, Position Data, and Time and Leave data that affects payouts for the
12/17/06 — 12/30/06 pay period, is Wednesday, January 3, 2007.

- The first pay calculation for the pay period ending 12/30/2006 is Wednesday, January 3, 2007. Please note that there
will only be two preliminary payroll calculations for the payroll period ending 12/30/2006. Final Pay calculation will
remain Friday, 01/05/07.

- SHARP Off-cycle Run “C” for pay-affecting adjustments and supplementals is Wednesday, January 3, 2007.

Time and Leave: 12/31/06 - 01/13/07 Timesheets and Time Documents

- Staff within the Department of Administration have updated the Holiday Schedule Table to reflect the January 2,
2007 holiday.

- Holiday Credit will default into the 12/31/06 - 01/13/07 Timesheets for Tuesday, January 2, 2007 for employees
attached to all Holiday Schedules (except for the PSTV “State of Kansas Holiday 0 Hrs” schedule). The holiday credit
code and hours will be reflected in the printed time documents.

In addition, the following message is being placed on the Important Notices section of the State Employee Services
website: http://www.accesskansas.org/employee/ .
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Benefits Eligible Employees: Governor Declares January 2, 2007 as a Legal Holiday
Governor Sebelius declared Tuesday, January 2, 2007 as a Legal Holiday (National Day of Mourning).

Most State offices will be closed on Tuesday, January 2, 2007 and if you are a benefits eligible employee, you may
receive holiday credit in accordance with Kansas Administrative Regulation 1-9-2: Holidays.*

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

If you are a benefits eligible employee who previously scheduled leave for Tuesday, January 2, 2007, your leave will
be replaced with holiday credit instead.*

*If you are unsure whether or not you are a “benefits eligible employee” who is eligible for holiday credit in this
situation, please contact your Human Resources Office.
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