CHARP Update Position FTE
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Prior to reading this job aid, please review the Position Management and Workforce Administration CBTs.

From the main SHARP Homepage, select the Manage Positions Homepage, select the Manage Positions tile, and
then the Add/Update Position Info page. Enter the Position Number and click Search.
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If a change needs to be made to a
position’s FTE, the Standard Hours
field on the Description page must also
be updated as well. The Full/Part-Time
field may also need to be updated; any
FTE less than 1.0 needs to be Part-
Time.

Click the plus sign to add a row, enter
the effective date (defaults to today’s
date), use reason code PFC, update
Full/Part-Time field (if needed), update
Standard Hours, and daily schedule.

Other updates such as Reports To, Job
Code, Location, etc. may also be made
at this time if needed.

Update Position FTE

Deceription ‘Specific Information Budget and Incumbents Kansas Information

Positif nformation
Pasition Number 0000000

k]

Headcount Status _E
e —
*Effective I:-at. |

*Position Status | Approved

Job Information

“Business Unit [SOKBU Q|

*Job Code |c:?c13c- Cl|

*Reg/Temp | Regular

B

1078 w | |T||>_||

e Action Date  4pp4/2024

v | Status Date | 111072013 =] Key Fosition

State of Kansas BU

w | *FulliPart Time | Part-Time A

*Regular Shift | Not Applicable w | Union Code | Q |
Title |De:-L.'.'_.' Director Short Title |Dem.:-_:Dir | R
Work Location
*Reg Region | usa Q | United States
*Department | 1730502000 Q@ | HR Information Services Company SOK State of Kansas
*Location | KTLMD Q | Landon State Office Building
Reports To | Kooooooo < | Deputy Secratary Dot-Line | Q |
Supervisor Lvl | Q, | Security Clearance | Q |
Salary Plan Information
Salary Admin Plan [UNC Q| Grade [001 Q| sep | Q
Standard Hours 30.00 Work Period | w Q | Weskly
Mon Tue Wied Thu Fri Sat Sun
|r3.:IC- ||r3.:ID ||-3.:ID | |-3.C0 | |-3.C-:l | | | | |

+[=]

Current Head Count 1 out of 1
*Status | Active b4
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Next, click on the Specific Information
page to update the FTE. The FTE and
Standard Hours need to correlate. For
example, 20 Standard Hours has a .50
FTE. 30 Standard Hours has a .75 FTE
etc.

Click save when finished.

Description Specific Information Budget and Incumbeants

Kansas Infarmation

Position Number K0000000

Headecount Status  Filled

Specific Information

Effective Date  10/04/2024

Max Head Count l:l

Mail Drop 1D |
Work Phone|
Health Cerfificate | b |
Signature Authority | W |
~ Education and Government
Position Pool ID 005 HEInfoSves
i | Encumber Immediately o |
*Pre-Encumbrance Indicator
= g
*Encumber Salary Option | Salary Steo v |
\Inzlassified

*Classified Indicator

Current Head Count 1 out of 1
Status Actve

Incumbents

Update Incumbents
Include Salary PlaniGrade
Force Update for Title Changes

Budgeted Position

Confidential Position
Job Sharing Permitted
Available for Telework

Academic Rank

Calc Group (Flex Service) ljl
*FTE 0750000 Adds to FTE Actual Count
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A position’s Standard Hours is used, in conjunction with an EE’s hourly rate, to calculate an EE’s annual
salary. Any changes to a position’s FTE/Standard Hours when a position is filled, will affect the EE’s annual
salary and ABBR. As a result, when the position is filled, you will need to proceed to Job Data and add an
effective sequence row with the same effective date using Data Change/Status Change in order to update
the holiday schedule (if needed), work schedule (if needed), ABBR (always), and benefit program
participation code (if needed). As of the publication date, the SEHP manual states any EE working 30 hours
or more per week is eligible for Full-Time Group Health Insurance (GHI) premiums. See next page for
examples.
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The Position Change/Percent/FTE Change row will flow up to the Job Data row of the EE in the position.

Update Position FTE

Work Location Details &

*Effective Date | 10104/2024 [

Effective Sequence

HR Status Actve

Payroll Status  Active

I+

| Go To Row
*Action | Pasition Change W |
Reason | PercentFTE Change W |
*Job Indicator | Primary Job W |

You will need to add a Data Change/Status Change row using the same effective date and the next available

effective sequence number.

Work Location Details &

*Effective Date | 1010472024 ]

Effective Sequence E

HR Status Actve

Payroll Status  Active

I+

| Go To Row
*Action | Data Change b |
Reason | Status Change w |
v]

*Job Indicator | Primary Job
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Click on the Kansas Information tab to update Work Schedule if
Click on the Payroll tab to update needed. Change the Schedule Effective Date to match the Data
the Holiday Schedule if needed. Change/Status Change effective date and select a new
Schedule ID.

Work Location Job Information Job Labor Payroll Salary Flan Compensation Kanzas Information ‘Waork Location Job Information Job Labor Payroll Salary Flan Compensation Kansas Information
Empl I K0000000000
.Daffydordan e _.Daffv Jordan____ Employes Empl 1T KO000000000 Empl Record 0 \
Employes Empl Record
- . i 10750 View A
Payroll Information (2 Kansas Information . ! -

Effective Date 4042004 Effective Date: 1000472024 Effective Sequence: 1 Job Indicator: Primary Job
Effective Sequence 1 Action Data Change Short Description: Data Chg Status Change Current
HR Status  Active Reason Status Change
Payroll Status  Active Job Indicator  Primary Job Assignment Mathod: [ Select Fradafinad Schadule "’] Schedule Group:
Current
Payroll System  Payrall for North Amesica Schedule Effective Date: 081372010 *Schedule ID: |3L"-F Q |
Payroll for North America (2 Country: Usa State: = County: SM Shawnss

Salary Authorized: Gaovernor

Pay Group HN13 Mon Exempt T-day

Employes Type Hourly Holiday Schedule m S0K-2 Hrs *Employment
Tax Location Code Kansas State Taxes . Probation End Date:

Edit ChartFialds GHI Direct Bill Member Type:

= | M
D

A

Date Next Increase:
DE Approval Date:

i

Combination Code
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Click on the Benefits Program
Participation tab and update the
Annual Benefits Base Rate
(ABBR). If the FTE causes a
change in Full/Part-Time GHI
premiums, update Elig Fld 2 as
needed, click the plus sign in the
‘Benefit Program Participation
Details’ section, enter the effective
date to match the FTE Change
effective date, and update the
Benefit Program code. Click
Save.

Update Position FTE

Bensfit Program Participation

Daffy Jordan Empl ID
Employae Empl Record

Benefit Status

L
Benefit Record Number E

Effective Date
100472024
Effective Sequence 1 Action
HR 5tatus  Active Reasom

Payroll Status  Actve Job Indicator

*Benefits System | Benefits Adminisiration b

Annual Benefits Base Rate

Benefits Administration Eligibility (2
BAS Group ID |BA
Elig Fld 1 |KS5N Elig Fid 2

Elig Fid 4 Elig Fid 5

Ilij

Elig Fid 7 Elig Fld 2

Benefit Program Participation Details (2

*Effective Date |[12/07/2014

*Benefit Program |FT1

!

o UL

K0000000000
il

Data Changs
Status Change

Primary Job

Benefits Employee Status 2

Benefits Adminisiration

FT1

Currency Code Usp

Ful-time: Salary Range 1

Job Data Employment Data Eamnings Distribution

Lurment
iotive
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