FLUID Sneak Peak*

Employee Self Service (ESS)

ESS Home page (Displaying the following Tiles):

¥ Employee Self Service

Messages My System Profile
Welcome to Employee Self Service

MAINTAIN EMAL, A3 SWORDAND SECRET QUESTION & AKSWER

We hope you enjoy the new Fluid look and feel

Primary Email: ti@ks.gov

My Time View Paycheck View Leave Balances

Careers: Search/Apply for Jobs W-4 and K-4 W-2: Consent, Reissue, Forms Total Rewards

View Personal Information Employee Training Summary

e
o«
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Timesheet: Accessible under “My Time” tile:

My Time

=
& Employee Self Service Timesheet
Timesheet
Mary Employes Employee ID 00001
Director ______ Empl Record 0
Actions = Time Source Schedule Earliest Change Date  01/13/2019

Select Another Timesheet

=view By | Calendar Period v Previous Period  Next Period

"
“Date | 01/13/2019 4

Reported Hours  80.0000

From Sunday 01/13/2019 to Saturday 01/26/2019 ®

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat - .
113 114 115 116 117 1113 1118 1720 1121 122 1123 1124 1125 1126 LCE U (RS e LR
.0000 3.0000 | HDC - Holiday Credit-Paid-1.0 v 17INONTASK Q + -
80000 80000 80000 |so00i  8.0000 so000| | soo00| [s.0000 640000 | REG - Regular Earnings v 173NONTASK Q + | -
£.0000 8.0000 | VAC - Leave-Vacation v 17INONTASK Q + | -
Save for Later Submit

All times listed on this report reflect actual times charged (including time worked and leave taken) and are true and correct to the best of my
knowledge. Note: Salaried employees may record actual hours worked or accept the default hours.

Reported Time Status Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Status

B Q 1-100f10 ¥
Date Reported Status Total TRC Description Add Comments
01/14/2019 Saved 8.0000 REG Regular Earnings o

A s imnan s A nnna | mea PP —~

Resizing Your Timesheet (or other SHARP or Employee Self Service Pages)
If your timesheet looks too large or too small, use the following tips to adjust the size:
® Press and hold the Ctrl key on your keyboard, then use the wheel on your mouse to reduce or increase the size of your
timesheet
@® Press and hold the Ctrl key on your keyboard and click the plus (+) or minus (-) symbol to zoom in and out
® To return to 100%, Press and hold the Ctrl key on your keyboard and 0 (zero)
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Supervisors can find their employee timesheets (to review and approve) under the Team Time Tile:
F

Team Time

L
¢ Employee Seff Service Team Time
. » y
© Approve Employes Time n_ppro.e Reported Time
Timesheet Summary
i \fiew Employes Timeshests
* Employes Selection
Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Time Reporter Group

Employes ID

Empl Record

Last Name

First Mams

Business Unit

D=partment

Reports To Position Number

Position Mumbser

Change View
*View By Wilesk v
Date [01/17/2018 ol

Employees For Mary Employee. Time Needing Aporoval From 01/13/2013

" Q
Time Summary Demographics | Ik
Select Last Mame First Mame Employee ID

1 Mame

Approval (@

Select All Deselect All
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Clear Criteria

Save Criteria

# Show Schedule Information

Prewious Week

- 0111842018

Empl
Record

Approve

Job Title

Mext Wask

Hours to be
Approved

0.000000

Reported
Hours

0.000000
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SHARP

SHARP Home page: Common Homepage for all SHARP users. Each SHARP user will see this as their default homepage:

¥ SHaRP Homepage

Messages

SHaRP Messages

My System Profile SHaRP Information and Forms

MAINTAIN EMAIL, PASSWORD AND S2CRET QUESTION & ANSWER

Primary Email: TL@ks.gov

State Employee Service Center Quick Links/External Resources Policies, Regs and Info Circs

SHaRP Training

What are all those icons in the banner at the top? NOTE: We may add a designated “Sign Out” icon before going live:
¥ SHaRP Homepage Global Search

Messages

SHaRP Messages

Department of Administration, Office of Personnel Services 2/19/2019

*Prototype shown; Tiles and Content May Change Page 4



Home: Click on it to take you back to the homepage (SHARP Homepage):

Search: Click on the magnifying glass to display a search feature:

Actions List: Click on the three dots to display Sign Out. Note: This may be replaced with the words Sign Out:

Perzonalize Homepage

Help

Sign Cut

Navigation Bar (NavBar): This feature contains pages you’ve been to recently, your favorites and the traditional click
navigation (under the Navigator icon).

MavBar

NavBar expanded:

NavBar ﬁ

:0

Recent Places

My Favorites

Mavigator
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Can’t find the page you need? Let us know and we can add it to an existing Tile and Navigation Collection. Until we add it,
navigate to the page using the NavBar:

NavBar: Navigator #
(-} Self Service >
u
I
RecentPlaces  Jl  Manager Self Service 3
‘l
I Workforce Administration y
[
My Fa\mrin{;

* Benefits >
E Time and Labor 3y

Navigator

How do you get to the Different modules or Homepages?
Select Homepages by clicking on the title of the current Homepage and selecting the homepage of interest:

v SHaRP Homepage

Messages SHaRP Homepage

SHaRP

Time and Labor

Time and Labor Home Page (Timekeeper role):
¥ Time and Labor

Reported Time Payable Time Time and Labor Reports Time Reporter Data & Schedule

A

poy

Leave Balances Time and Labor Funding i Time & Labor WorkCenter

= | !
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Did you know you can run select Time and Labor Queries? See the Time and Labor WorkCenter Link under the Time and Labor
Reports Tile (or the Time and Labor WorkCenter Tile):

What’s behind the Time and Labor WorkCenter Tile?:
Time & Labor WorkCenter

A

Time and Labor WorkCenter Tile: Navigation Collections: Note the view below is via the Time and Labor HR Role and the
query selected is the Reported Time by EE (Employee) by Year. The left side of the page contains the Time and Labor
WorkCenter Job Aid and the queries available to run. The criteria and query results are displayed in the right content area.
Time and Labor WorkCenter

« Time and Labor

Time and Labor WorkCenter & « KWC_TL_REPORTED_TIME_EE_YR - Reported Time by EE by Year
@ Links c o~ ID

- Year o
= Time and Labor WorkCenter View Resulis

Time and Labor WorkCenter Job aid Reportad

Status

Datetime Last Updated Datetime

Dept Rpt §
D Name ID Red Dt TRC Descr Quantity Created By Modified

Taskgroup TskProfiD User

1
!

||+

[
[}
1
|
[
/]
[
[/
!

& Queries B | o

= Time and Labor
Payable Time by EE by N’nlh

Payable Ti EE by BPED
Payable Time by EE by Guarter
Payable Time by EE by¥year
Reported Time by Depfiby PPED

Reported Time by EE‘W Maonth
Reported Time by y PPED
Reported Time by m Quarter
Reported Time by EE by Year

Time Reporter Data by Agency
26470210 Payable Time

v Time and Labor WorkCenter
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Example below is Time Reporter Data by Agency:
Time and Labor WorkCenter

KWC_TL_TIME REPORTER DATA - Time Reporter Data by Agency

Time and Labor WorkCente| % «
@ Links S o= | 3DigitDeptiD|

View Resulis

Hol Stnd

= Time and Labor WorkCenter Dent
o Name ID Rod# Sched  HrsMWk |

B Time and Labor WerkCenter Job aid 1] Status Template

- Blapcediline Workgroup FLSA Type éJ;;E Descr Position RegTemp ClassilUncl Full’Part

|+

(]

[}

[}
B Queries '{_ T o~
= Time and Labor I

Payable Time by EE b\Nonlh
Payable Time by EE by PPED
Payable Time by EE Ry Quarter
Payable Time by EE BY Year
Reported Time by D‘pl by PPED
Reported Time by ﬂf by Month
Reported Time by JEE by PPED
Reported Time t* by Quarter
Reported Time bPEE by “Year
Time Reporter Data by Agency
26470210 Payable Time

oooooOooOooOooO0ONO

Workforce Administration Page:
¥ Workforce Administration

Hire Employee Maintain Employee Record Workforce Reports Tables
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What'’s behind the Hire Employee Tile?:

Hire Employee

s 88,

Hire Employee Tile: Navigation Collections:

The left side of the page contains Navigation Collections (links to other, related SHARP pages). The selected component (or

search page in this page print) is displayed in the right content area. The Hire Employee Navigation contains links to SHARP

pages that may be needed to complete the hire process for a new and/or existing employee. The Navigation collection also
includes links to the KPERS and MAP portals.

< Workforce Administration Hire Employee

~

7] Manage Hires Personal Information

= Job Data Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
] General Deduction

¥ Search Criteria
7| Tax Data

EmplID | begins with ~~
7] Retirement Plans
Name | begins with
7 Direct Deposit
Last Name | begins with

Second Last Name | begins with v

7 Emergency Contacts m

7] Driver's License
Alternate Character Name | begins with v

] Maintain Employee Review
Middle Name | begins with

T| Timesheet Oinclude History [Correct History

3 | Savings Plans

Search Clear Basic Search &' Save Search Criteria
T Employee Job Action History

71 Search by National ID
Find an Existing Value | Add a New Value

3 | Accrual Balances
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What'’s behind the Benefit Categories Tile?:

Benefit Categories

Benefit Categories Tile: Navigation Collections:

The left side of the page contains Navigation Collections (links to other, related SHARP pages). The selected component (or

search page in this page print) is displayed in the right content area. The Hire Employee Navigation contains links to SHARP

pages that may be needed to complete the hire process for a new and/or existing employee. The Navigation collection also
includes links to the KPERS and MAP portals.

< Benefits Benefit Categories a Q @
New Window | Help | & ~

7] Savings Plans -
Tl . Retirement Plans

| Health Benefits Enter any information you have and click Search. Leave fields blank for a list of all values

5] Spending Accounts Find an Existing Value

- L
5] Assign to Benefit Program Search Criteria

=1 o EmplID | begins with
i | Leave Plans

Benefit Record Number | = ~
i Medicare Information

- Name | begins with
i Disability Benefits m

Last Name | begins with ~
| Maintain Shared Leave Requests

Business Unit | begins with
-] Return Confirmation Letters

Department Set ID | begins with Q
5] Review Accrual Balances
Department | begins with ~ Q
7] Review Accrual History Balance
Organizational Relationship | = ~ v

5 | Job Data
Alternate Character Name | begins with ~
& KPERS Website Oinclude History [ Correct History

& MAP Employer Portal
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Payroll Page — What’s behind the Employee Payroll/Benefits Data Tile?:

¥ Payroll

ayroll Processing Payroll Reports

e
[5og

Payroll Funding Payroll Annual/Period Process Setup Tables

Payroll WorkCenter

1

Employee Payroll/Benefits Data Tile: Navigation Collections:

The left side of the page contains Navigation Collections (links to other, related SHARP pages). The selected component (or

search page in this page print) is displayed in the right content area. The Employee Payroll/Benefits Data Navigation contains

links to SHARP pages that may be needed to review/update payroll-impacting information for a new and/or existing employee.
< Payroll Employee Payroll/Benefits Data

7| Review check
s Pay Review Paycheck

) N ) s bl ; g vl
-l Employee Benefits Data v Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
1 Employee Deductions/ER.

Contrib Search Criteria
1 Employee Tax Information v Company[begins wih V]| Q
Pay Group 5egs vith v ] Q
Pay Period End Date |= ~ Q,
1 Gamishment Processing v Oft Cycle 2 O
Page Nbr|= vl Q
& Job Data Line Nbr|= v/ Q
Separate Check Nbr|= ~
E Modify a Person Paycheck Number|= v
Empl ID|begins with
Name | begins with w
%1 Request Direct Deposit
_l—_| Search by National ID m Search Clear | Basic Search '_lgj Save Search Criteria
7] Update Payroll Options
% Create Additional Pay
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What'’s behind the Payroll Funding Tile?:

Payroll Funding

Payroll Funding Tile: Navigation Collections:

The left side of the page contains Navigation Collections (links to other, related SHARP pages). The selected component is
displayed in the right content area. The Payroll Funding Navigation contains links to SHARP pages that may be needed to
review/update payroll funding information for a new and/or existing employee.

< Payroll Payroll Funding

1 Chartfields A )
ChartField Values
ChartField Values
1 Combination Codes ~
Fund Code
1 Time and Labor Funding ~

Budget Reference

I Department Budget Tbl Funding
Program Code

1 Central Processing v
Account
PC Business Unit
Project/Grant

u Activity

Source Type
Category
Subcategory
Class Field

Chartfield 1 (Y

ChartField 2

Security Access Notes:

e Established security roles will determine which homepages, tiles, navigations collections, and links an individual will be
able to view and/or update in the system

e Note that navigation collections are designed to provide direct access to all functions potentially required for a business
process, therefore, the same system page (i.e. Job Data) may be included in multiple navigation collections to prevent
the end user from having to navigate to a separate homepage to access additional information

e FLUID technology provides multi-platform mobility, displaying system homepages, tiles, and pages built using FLUID
technology in the best format for the device being used to access the information

e Rarely used pages not included in a navigation collection can be accessed using the NavBar navigation
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