CHARF Workforce Administration

Welcome to the overview of the Workforce Administration module in SHARP. The data entered in
Workforce Administration plays an important role in employee pay, how timesheets are created,
longevity bonuses, and benefits deductions.

SHARP online resources can be found here:
https://admin.ks.qov/offices/personnel-services/sharp

Action/Reason User Guide Welcome to SHaRP Customer Service
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The Action/Reason User Guide describes the Actions and Reasons to use when adding or updating
positions or employee Job Data in SHARP. It explains when to use each one, the component (module)
iIn which to use them, and references the appropriate Kansas Administrative Regulation (K.A.R.)
Kansas Statute Annotated (K.S.A.) when applicable.

Action/Reason User Guide

Action/Reason Code User Guide

Action |Description Reason |Description Component When to Use

Central use only. Used for changes associated with
Central Use PeopleSoft upgrades. Agencies should not use this

CNY Conversion CNV Conversion l}ﬂ|: code.

Central use only. Used for changes associated with
Central Use PeopleSoft upgrades. Agencies should not use this
DEM Demotion DCN Conversion only code.

Move a classified employee from a position in one
class to a position in another class having a lower pay
grade for disciplinary purposes or other good cause.
DEM Demotion INV Involuntary Job Data KAR. 1-6-27; K.5.A 75-2949



https://admin.ks.gov/media/cms/c62d8b6d-ddb6-4426-9c8c-0655c030085c.pdf
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Since the actions and reasons on the Action/Reason User Guide are tied to the K.A.R. and K.S.A., you should read
the regulation and statute for more information and details. This can help you determine which action and reason is

appropriate for your data entry. Often, the Actions and Reasons trigger data to insert into other SHARP pages and
fields so choosing the correct codes are important.

Kansas Administrative Regulations

https://admin.ks.gov/offices/personnel-services/agency-information/personnel-
requlations

Home : Offices / Personnel Services / Agency Information / Personnel Regulations

Personnel Services Personnel Regl_”ations

Jobs Article 1 - Purpose, Adoption, and Amendment of Regulations: Personnel Policies

State Employees Article 2 - Definitions
Article 3 - Equal Employment Opportunity and Affirmative Action

s SLE i b Article 4 - Classific ation

Compensation & Classification Article 5 - Compensation

Article 6 - Recruiting and Staffing
Policy and Programs Article 7 -

Probationary Period and Employee Evaluation



https://admin.ks.gov/offices/personnel-services/agency-information/personnel-regulations
https://admin.ks.gov/offices/personnel-services/agency-information/personnel-regulations
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Join the SHARP Infolist to receive up-to-date information relating to SHARP transactions,
procedures, and system status, delivered to your email inbox.

Sign up by going to hitps://admin.ks.gov/offices/personnel-services/sharp/infolist and click on
the link to subscribe.

Infolist

Why should | join the SHARP Infolist?

You will receive up-to-date information relating to SHARP transactions, procedures, and system status, conveniently delivered straight
to your Inbox.

Who should join the SHARP Infolist?

Any SHARP User who enters or views information in the system.

To Join SHARP Infolist:

Members or Non-members:
Click this link to subscribe to the SHARP Infolist or to log in.
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Changes made to Position Data may automatically update Job Data if the position
is filled.

For example, if you enter a new department ID row in Position Data, SHARP
inserts a row in Job Data with the same effective date and action/reason.

It is important to check employee Job Data after entering changes to the position.
You will need to manually add a row if Job Data didn’t automatically update.

Some of the common Position Change data entries that also insert a Job Data row if the position is filled are:

Position Percent/FTE

Change Change Change the FTE associated with the position, such as from 1.0 to .50

Position Funding N .
Change Change Update funding information
Position Position Data Use for all situations not covered by other available reason codes, such
Change Update as changing the position to a new location code or new department

Position Reports To

Change Change Use when only the Reports To number is changed

5
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Workforce Administration

Some Position Data changes also require you to enter additional information in Job Data.

For example, if you reallocate or change the job code for a filled position in Position Data, SHARP adds a
corresponding row to Job Data. However, you must manually add another row in Job Data, using effective

sequencing, to enter the employee’s pay rate.

Position
Change

Position
Change

Position
Change

Position
Change

Position
Change

Position
Change

Change in
Duties

Reallocation
— Position
Review

Reallocation
Per Ad Hoc
Study

Recruitment
Purposes

Training
Purposes

Title
Change

Assign a position to a different job classification due to a change in duties. K.A.R. 1-4-7

Assign position to a different job classification and new pay grade as the result of a position
review conducted by the agency or OPS at the request of the employee or agency. K.A.R. 1-4-7

Assign position to a new job code and classification when the existing classification is abolished
as the result of an ad hoc classification study conducted by OPS pursuant to K.S.A. 75-2938.

Assign a position to a different job class and new pay grade for recruiting purposes due to a lack
of qualified candidates and no training class exists. K.A.R. 1-4-7 and K.A.R. 1-4-2

Use in accordance with K.A.R. 1-4-2, K A.R. 1-4-7, K.A.R. 1-4-8, K.A.R. 1-6-22a (Training
Classes) and K.A.R. 1-6-31 (Governor’'s Training Program) to temporarily reallocate a position to
the lowest level class in a series when it serves as a training class for training a new employee
or to use the Governor's Trainee Program.

Use in accordance with K.A.R. 1-4-3 and K.A.R. 1-4-7 when a position is reviewed and the job
classification changes to a new job classification on the same pay grade. Also use on
unclassified job code changes to existing positions.

6
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When you select an action to change an employee’s job data, the system may change the employee’s HR
or Payroll Status. HR Status indicates whether the employee is still active in the human resources system.

The Payroll Status indicates the payroll or job status of the employee. A person can have an active HR
Status but not currently receiving pay.

For example, if you select the Action of Suspension, the employee’s HR Status is still active, but their
Payroll Status has changed to ‘Suspended'.

‘Effective Date [08/15/2024 ]

Effective Sequence | [|| *Mction |HirE v|

i Reason | iti |
HR Status Active Vecant Pesitian -

Payroll Status  Active *Job Indicator |Pfim3ﬁ"Jﬂ'b \.-'|

‘Effective Date [08/16/202¢ ]

Effective Sequence | [|| *Action | Suspension v|

R s . .
HR Status  Active eason | Safety Violation |

Payroll Status Suspended *Job Indicator | Primary Job V|
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Effective dates enable you to maintain a chronological history of all of your data — allowing you to scroll back to a
particular time to look at information on Position Data or employee records. You can view History (past), Current
(present), and Future information on positions and employees.

All Job Data pages (except Employment Data) use effective dated rows. When you insert a new row on the Work
Location page, the new date displays on the other Job Data pages.

Click on the + to insert a new row.
Today’s date is on the new row — change the effective date if needed.

Data from the prior row copies up on to the new row. Change the Action/Reason and other data as
appropriate.

Since Employment Data doesn’t use effective dates, changes on the page overwrite existing data.

Work Location Details () | 10f1 v

==

*Effective Date |[|T_-'1f-_-‘2[|24 | | Go To Row

Effective Sequence | [|| *Action |HirE “’| f
Reason |‘ufa-:antF'::5iti::-n V|

HR 5Status Active

*Job Indicator | Primary Job

Payroll S5tatus  Active

8
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Sometimes several actions are effective on the same date in Job Data. For example, two actions
effective on the same date are needed when an employee’s position is reallocated and the change
results in a promotion and pay increase. The reallocation row will flow up from Position Data using
effective sequence 0 or the next available in the case of a row already existing with the same effective
date. The user will then need to add an effective sequence row using the next available sequence

number.

*Effective Date |pr_-':_a-'znz4 |

Effective Sequence | [|| *Action |F'::r5.iti:}|'| Change v|

. Reason |F{ | ion - iti = |
HR Status  Active eallocation - Position Review w

Payroll Status  Active “Job Indicator |Pfim3f}'dﬂb v|

Effective Date |p?_-':_3-'znz4 |

Effective Sequence | 1| *Action |F'r:}|1'|:}ti:}r| v|

. Reason | i y ition/C |
HR Status  Active Promotion New Position/Class w

Payroll Status  Active *Job Indicator |Pfim3f§f'~]5'-} v|

OR, for example, an 8/1/24 row already exists in Job Data (effective sequence 0) for an employee and
the agency reallocates the position in Position Data effective 8/1/24. The 8/1/24 Position Change row
will default in to Job Data on effective sequence 1 since zero already exists. The agency will then use

effective sequence 2 for the promotion row.
9
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How to enter two rows with the same effective date in Job Data.
Add a row on the Work Location page. Effective Sequence defaults to zero.
Enter Effective Date, Action/Reason and related data entry.
Add another row on the Work Location page.
Enter 1 in the Effective Sequence field.
Enter the same Effective Date as on previous row.
Enter the Action/Reason and related data entry.
Save.

10
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There are different action types for viewing data in Job Data. The action type you select determines what
information you can see and what you can enter on each row.

For example, Update/Display only shows the top row of data, which may be current or future. No rows of history
data will show.

L 7 [

Create new record

Update!Dlsplay Current, Future Future Effective date greater than or
Only equal to current date

Include History History, Current, Future Future Effective date greater than or
Only equal to current date

Correct History History, Current, Future All Add or change rows with no

(OPS Only) restrictions

Only designated staff in the Office of Personnel Services, Department of Administration, can Correct
History to add or change rows with no date restrictions.
If you need to correct current or historical data, submit a request to the SHARP Corrections staff at

sharp@Kks.gov.

11
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All agencies have Update/Display access
View current and future-dated rows (not history)
Change future-dated rows (not current or history)

Insert new rows with an effective date greater than or equal to the date of the
current row

All agencies have Include History access
View all Job Data — future, current and history
Change future dated rows (not current or history)

Insert new rows with an effective date greater than or equal to the date of the
current row

12
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SHARP has several ways to search for employees. You can enter the information in fields on the Job
Data search page.

Job Data If you are unsure of the
Find an Existing Value full name, you can use a
- wildcard %.
~ Search Criteria
Enter any information you have and dlick Search. Leave fields blank for a list of all values. ‘ Ka%
0
D) :‘::f:;es |Eh:}::55 from recent searches V| / [ g::::dhes |Eh:}::55 from saved searches v| {59 Sm A)

1

EmpI 1D | begins with | [| = Search by Employee ID number
Empl Record |= v| | |
ame [segins witn < | 1- Name: This is the employee’s full name (First

Name<space>Middle Initial<space>Last Name.)

Lastlame | begins with - | | Or you can use both the Name and Last Name

fields. Type in as much as you know how to spell,
such as ‘Kat’ in the Name field and ‘Smit’ in the Last
Name field.

Second Last Name |b|:—gins-'-.'.'ith ‘-'| | |

Alternate Character Hame |b|:_gins.-..-.-ith v| | |

“ Show more options

I Include History [ Correct History

|| D Save Search |- You can also save 5 searches.

Search Clear

13
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Workforce Administration

SHARP has several ways to search for employees. You can enter the information in fields on the Job

Data search page.

Job Data
Find an Existing Value

~ Search Criteria

Enter any information you have and dlick Search. Leave fields blank for a list of all values.

4

3
] Recent

. | Choose from recent searches
Searches

Searches

| / ] Saved |E.

hoose from saved searches w | f

1

Empl ID |b|:—gin5-..-.-ith V| ||

Empl Record |= v| |

HName |b|:—gins-'-.'.'ith v||

Last Name |b|:—gins-'-.'.'ith v||

Second Last Name |b|:—gins-'-.'.'ith v| |

Alternate Character Hame |b|:_gins.-..-.-ith v| |

“ Show more options

I Include History

| Correct History

Search | Clear

| | [] Save Search |

- You can also save 5 searches.

14

You can also ‘Choose from recent
searches’ which will show you the last 5

searches you have completed.

ki

Mame:DAFFY, Last Hame: DUCK

Mame JORGE. Last Mame: TEST

Mame: JULIE.Last Hame: SMITH

Hame: JULIE.Last Hame: SMTIH

Hame:KAR. Last Name: SMITH

You are able to save frequent
searches if you wish and choose from
them later.

Save Search x

Help

Mame DAFFY

Last Mame DUCK

Cenesl m
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To ensure you are hiring or searching for the correct person, you can search by National ID (Social Security
Number). Use your SHARP Statewide security access to see all of the employee’s records.

Search Person by National ID

National ID | w

*Search in |EI'I'I|}|:}':,-EEE- Contingents ¢/ POI

-Chck here after SS
Number is entered

Lﬂupﬂrlﬂtinnﬂl D
®/(a] 1ot~

Mational 10 Empl 1D HameT Country Naticnal ID Type

Information will show in these fields if the NID matches anyone

Many employees have multiple employment record numbers. The ‘0’ employment record number is the only active employment record
for most state employees. Other employment records usually represent terminations or separations from former positions the employee
held.

Users need to determine if they can use an existing record or if they need to add a new employment instance.

Go to the Search Person by National ID page and enter the social security number. If the employee has multiple records, the search
results will list the records the employee has been associated with over time.

If the employee has multiple records and is not active on all of them, then use the lowest record available for your appointment.

If the employee is active on all of their records, use ‘Add Employment Instance’ to add another record for your appointment using your

agency user ID. 15
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All current and former state employees have an Employee ID number. This number stays the same all through the employee’s service
with the state, even if the employee moves to a hew position or agency.

If the employee’s last/current position was not in your agency, you will not have security access to enter a rehire/transfer/promotion etc.
Contact the HR office at the employee’s prior agency or the SHARP unit ( ) in the Office of Personnel Services of the
Department of Administration to enter the rehire/transfer/promotion, etc. for you. You will have access to the employee’s record after the
rehire/transfer/promotion is entered.

Many employees have multiple employment record numbers. The ‘0’ employment record number is the only active employment record

for most state employees. Other employment records usually represent terminations or separations from former positions the employee
held.

Users need to determine if they can use an existing record or if they need to add a new employment instance.

Use your SHARP Statewide security access to see if an employee has multiple records. Go to the Job Data search page and enter the
Employee ID or go to the Search Person by National ID page and enter the social security number. If the employee has multiple records,
the search results will list the records the employee has been associated with over time. If you have the appropriate security access,
select the different records to see which one(s) the employee is active on.

If the employee has multiple records and is not active on all of them, then use the lowest record available for your appointment.

If the employee is active on all of their records, use ‘Add Employment Instance’ to add another record for your appointment.

16
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Workforce Administration

Job Data contains several pages and links. Here is where you'll view or enter a person’s
employment with the State of Kansas, such as promotions, transfers, and retirement.

Work Location Job Information

Job Labor

Payrall

Salary Plan

Compensation

Kansas Information

Daffy Jordan

Employee

Work Location Details (&)

Empl Record

*Effective Date |p4m.4¢2n24

Effective Sequence | I:I|

HR Status Active

Payroll Status  Active

Business Unit S0OKBU
Department G600200210
Department Entry Date 04/04/2024
Location KTTCF

Establishment ID |50K Q|
Last Start Date  04/04/2024

Expected Job End Date | |

Job Data Employment Data

State of Kansas BU

General Security

Topeka Correctional Facility

State of Kansas

Earnings Distribution

Empl D  KO000000000

0

*Action | Hire

Effective Date: Date the data goes
into effect

Sequence: Enter values 0-9 to create
multiple job records on the same
effective date

HR Status: Indicates if person is

Reason |‘-.-fa|:antF'nsitil:ln

*Job Indicator |Primarg,ran

Date Created 04/04/2024

Benefits Program Participation

17

Active or Inactive

Payroll Status: Indicates if person is
active, suspended, terminated, on
leave, or retired

Action/Reason: Shows the action and
reason for each row
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Workforce Administration

Work Location Job Information Job Labor Payroll Salary Plan Compensation Kansas Information
Daffy Jordan Empl 1D K0000000000
Employee Empl Record 0

Work Location Details @

|E| Tof1 v

Position Humber

Position Entry Date

Regulatory Region

Company

Business Unit
Department
Department Entry Date
Location

Establishment ID¥

K0240975

Q

040452024

Position Management Record

LISA
S0OK

SOKBU
6600200210
04/04/2024
KTTCF

s0K

Last Start Date  04/04/2024

Expected Job End Date |

Job Data Employment Data

Earnings Distribution

—[+|[ =
Automotive Driver :|_| |_|

Cwerride Position Data

T

Inited States

State of Kansas

State of Kansas BLU

General Security

Topeka Correctional Facility

State of Kansas

Benefits Program Participation

<

£

£

[}

18

Position Number: Position to which
the employee is assigned

Position Entry Date: Date in which the
employee started in that particular
position number

Department Entry Date: Date in which
the employee started in that particular
department number

Department and Location default from
Position Data
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Work Location Jeob Infermation Job Labor Eayrall Salary Flan Compensation Kanszas Information
 Daffy Jordan__ Empl 1D KOOOO0OOOO00
Employes Empl Record O

Job Information Details

@ [a]

Job Code  0AS001 Automotive Driver
Entry Date 04042024
Supervisor Lewvel

Reports To  K0000000 CS NiMaejor KOO00000000

RegularTemporary Temporary FulliPart Part-Time

Empl Class Unc Tmp Mo *Officer Code |”E-"I'IE v|
Regular Shift Mot Applicable 5hift Rate | |

Classified Ind  Unclassified Shift Factor | |

M

Standard Hours 20.00 Work Period W Weekly

FTE 0500000

Adds to FTE Actual Count? Encumbrance Owerride

Contract Humber &)

Contract Number =] Mext Contract Mumber

Contract Type

Bl usa

FLSA Status Exempt Work Day Hours |

EEO Class Service Maintenance

19

Workforce Administration

All information on this page defaults from
Position Data.

Job Code: Job Classification of the
position

Entry Date: Date the employee began
working in the job code

Reports To: Supervisor’s position number,
title, employee ID number, and name

Regular/Temporary: Indicates if position is
Regular or Temporary

Full/Part: Indicates if the position is Full

Time or Part Time

Empl Class: Identifies general employee

groups and may affect leave accrual

Classified Indicator: Indicates if the

position is classified or unclassified
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Work Location Jeob Infermation Job Labor Eayrall Salary Flan Compensation Kanszas Information
 Daffy Jordan__ Empl 1D KOOOO0OOOO00
Employes Empl Record O
Job Information Details | <, |

Effective Date 04/04/2024

Effective Sequence 0 Action Hire
HR Status Adctive Reason Vacant Position

Payroll Status  Active Job Indicater Primary Job

Job Code 0AB0D1 Automaotive Driver

Entry Date 04042024

Supervisor Lewel
Reports To  HOZ254532 G5 Iv-Major
RegularTemporary Temporary Full/Part Fart-Time

Standard Hours (D

Standard Hours 20.00 Work Pericd W Weekly

FTE 0.500000

Adds to FTE Actual Count? Encumbrance Cwerride

Contract Humber &

Contract Type

BN usa

Contract Humber ) Mext Contract Murmber

FLSA Status Exempt Work Day Hours

EEQ Class Service Maintenance

20

Workforce Administration

Standard Hours: Number of hours an
employee is scheduled to work each
week and is used to determine employee
annual salary

Work Period: Should always be Weekly

ETE: Full Time Equivalent of the position

Adds to FTE Actual Count?: Indicates if
the position counts toward agency FTE
totals

FLSA Status: Indicates if the position is
exempt or nonexempt

EEQ Class: EEO category of the
position’s job code; defaults from Job
Code Table
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Work Location Job Information Job Labor Eayroll Salary Plan Compensation K.ansas Information State Of Kansas does not use thIS page

,_ Dafty Jordan Empl 1D KOOOO0000DO

Employee Empl Record 0O

Labor Information ()

Effective Date 04/04/2024

Effective Sequence 0O Action  Hire
HR 5Status  Active Reason Wacant Position
Payroll Status  Active Job Indicator  Primary Job

Bargaining Unit | Q |

Labor Agreement | Q|

Labor Agreement Entry Dt | |

Employee Category | Q |

. Employee Subcategory | Q |
Employee Subcategory 2 | Q |

Position Management Record
Union Code
Union Seniority Date | |
Works Council 1D

Labor Facility 1D | q|

Entry Date | |

[l 5top Wage Progression
[l Pay Unicn Fee
[ Exempt from Layoff Reason | Q |

21
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Work Location Job Information Job Labor Payroll Salary Flan Compensation K.ansas Information
Daffy Jordan Empl 1D KOO000000000
Employee Empl Record
Payroll Information ) | Q |
Effective Date 04/04/2024
Effective Sequence 0 Action Hire
HR 5Status  Active Reason Vacant Position
Payroll Status  Active Job Indicator Primary Job
Payroll for North America (2
Pay Group EX3 Exempt
Employee Type S Salaried Holiday Schedule |F'ErT"L-r Q, | SO0 Hrs
Tax Location Code | K Q Kansas State Taxes
FICA Status | Subject q

GL Pay Type UT

Combination Code

Edit ChartFields

22

Workforce Administration

Pay Group: Payroll code assigned to
employees based on the position’s FLSA
status

Holiday Schedule: Code that determines the
number of hours of holiday credit auto-
inserted on employee timesheets for each
holiday

Employee Type: Salaried or hourly

Tax Location Code: Code is based on
employee’s work location

FICA Status: Determines Social Security
and Medicare taxes; options are ‘Subject’,
‘Exempt’ and ‘Medicare Only’; see next
page for specific guidelines

GL Pay Type: Determines correct
expenditure sub-object to charge payroll
when general ledger transaction is charged,;
defaults from Position Data

Combination Code: Used for funding
sources in Commitment Accounting
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FICA — Most employees are subject to FICA, but the State’s Section 218 Agreement with the Social Security Administration exempts some
employees from Social Security (OASDI) and Medicare. Agencies are responsible for ensuring that employees are exempted as appropriate. If
the employee is exempt only from Social Security, select ‘Medicare Only’ from the drop down list. Employees exempt from both, select ‘Exempt’.

The following employees are exempted from FICA and/or Medicare:

Students: Exempt — Employed by educational institution while attending classes full-time

Kansas Police and Fireman'’s Retirement: (1) Exempt — Employees hired prior to April 1, 1986. (2) Medicare Only — Employees hired on or after
April 1, 1986.

Members of the Federal Retirement System: Medicare Only — Employees hired prior to January 1, 1984

F-1 Visa: Exempt

J-1 Visa: Exempt

Foster Grandparent and Senior Companion: Exempt

Emergency Duty — National Guard — Agency 034: Exempt

Resident Worker: Exempt

Employees Receiving Disability Insurance Benefits: Exempt — Limited to ‘such employee is entitled to disability insurance benefits under section
223(a) [42 USCS, 423(a)] and such entitlement commenced prior to the calendar year in which such payment is made, and if such employee did
not perform services for such employer during the period for which such payment is made...” See Social Security Action, Section 209(a)(13)
Wages after death: Exempt — If payment will be issued in the year following death

Please see Accounts and Reports Information Circular No. 05-P-025 for more information and a partial list of employees who are exempted and
25-P-003 Employing Foreign Nationals.

23
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Work Location Job Information Job Labor Payrzll Salary Plan

Compensation

Kansas Information

Daffy Jordan_

Employee Empl Record 0

Salary Plan Details ()

Effective Date 04042024

Effective Sequence 0O
HR Status Adlive
Payroll Status  Acdtive
o -
Salary Admin Plan UNC Unclassified Pay Flan
lpl-
4

Grade 001 Unclassified Salary Flan
Step Q

Includes Wage Progressiocn Rule

Empl ID KOOOO0000000

Action Hire

Reason ‘“acant Position

Job Indicator  Primary Job

Grade Entry Date 04/04/2024

Step Entry Date |

24

Workforce Administration

Salary Admin Plan: Salary Plan associated
with the position’s job code

Grade: Pay grade on the salary plan

Grade Entry Date: Date on which the
employee was first assigned to the pay grade

Step: Pay grade step of the employee
(Required for classified, Judicial WS and
JDG, and CWO salary plan employees); CLA
and CWO default to step 4 while WS and
JDG default to step 1

Step Entry Date: Defaults the date the
employee entered this step of the pay grade
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Work Location Job Information Job Labor Eayroll Salary Flan Compensation K.ansas Information
Dafly Jordan, Empl 1D K0000000000
Employes Empl Record 0
_— Compensation Rate: Rate calculates based
Compensation Details () | Q | 1of1 v

on the Comp Rate field on the bottom of the
page,; it is based on the Compensation

Effective Date 04/04/2024 ‘

Effective Sequence 0 Action  Hire Frequency of either Hourly or Biweekly
HR Status  Active Reason  Vacant Position
Compensation Rate 200.000000- Frequency B Biweskly Frequencv: Defaults in based on the
» Comparative Information .::. pOSItlon’S FLSA StatUS and Employee Type
Change Amount 0.000000- usD Biweekly .
_ Change Amount: Amount of any changes in
Change Percent 0.000 Compa-Ratic 015 .
compensation rate between the current row
I and prior effective dated row
~ Pay Rates (O
Annual 0800000000  usp  Dailv 50000000 USD Change Percent: Percent of any changes in
Monthly i 733233333 ysp  Hourly 50000000 USD compensation rate between the current row

| Default Pay Components

Pay Components © Pay Rates of Hourly, Daily, Monthly, Annual:
LAY SRR Calculated rates based on the comp rate and
Amounts Controls Changes Conversion 113 pOSition’S Standard Hours
*Rate Code Seq Comp Rate Currency Frequency Percent
1 |NAHRLY Q | | n| | zn.nnnnnn|, |u5|:> Q, | |H Q |T| |?|

| Calculate Compensation |
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SIH LIIDE HIIIII SOURCE IIII‘PI'II\ [ EJ'I [T
Work Location Job Information Job Labor Eayroll Salary Flan Compensation K.ansas Information
.Dafy Jordan,_ Empl 10 KODD0D00O0O
Employes Empl Record 0
Compensation Details (2 |i| 1af1 «

Effective Date 04/04/2024 ‘

Effective Sequence 0 Action  Hire
HR Status  Active Reason  Vacant Position
Payroll 5tatus  Active Job Indicater  Primary Job
Cumrent
Compensation Rate 800.000000+- Frequency B Biwesekly
~ Comparative Information @
Change Amount 0.000000- uso Biweekly
Change Percent 0.000 Compa-Ratic 0.15
~ Pay Rate
| Default Pay Components
Pay Components (2
%/
Amaounts Controls Changes Conversion 13
*Rate Code Seq Comp Rate Currency Frequency Percent
&| | n| | zn.nnnnnn|, |U5D Cl| |H q, |+| |—|
| Calculate Compensation |
R ——
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Rate Code: Most common is NAHRLY (North
American Hourly)

Seq: Sequence is most often 0

Comp Rate: The rate in this field calculates
the rates in the Pay Rates area (Annual,
Daily, etc.)

**Press the Default Pay Components button
for employees who are on a pay grade/step
(such as CLA, WS, JDG, CWO) to pull the
hourly rate into this field from the pay matrix.
Do not manually enter an hourly rate

**For employees who are not on a pay
grade/step (such as unclassified employees),
enter an hourly rate and press the Calculate
Compensation button
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Work Location Job Information Job Labor Bayroll Salary Plan Compensation Kansas Information

. Daffy Jordan Employee Empl 1D KOOOODOOQO00 Empl Record 0

Kansas Information Q 10f1 « Wiew All
Effective Date: 04042024 Effective Sequence: 0 Job Indicator: Primary Job
Short Description: Hire “facant Paosition ~ .
Assignment Method: |5E|E':’t Fredefined Schedule  ~ Schedule Group: |5:'|{“:' Q |
Schedule Effective Date: |EI4.-[I4.-.:EI.:4 | *Schedule 10 |4r"'1'F Q |
Country: USA State: KS County: SN Shawnee
*Employment M Q NiA

Status: —_— —
Frobation End Date: | | Date HMext Increase: | |
GHI Direct Bill Member Type: | Q | DB Approval Date: | |
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Assignment Method: Default “Select
Predefined Schedule”

Schedule Group: Default “SOKID”

Schedule Effective Date: Same as Hire or
Rehire date

Schedule ID: Employee’s ‘Work Schedule’
code

Country: Defaults to USA

State: State where the position is located as
indicated on the ‘Kansas Information’ tab in
Position Data

County: County where the position is located
as indicated on the ‘Kansas Information’ tab
in Position Data
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SafRF
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Work Location Job Informaticn Job Labor Bayrcll Salary Plan Compensaticn Kansas Informaticn
__ Daffy Jordan Employee Empl 1D KOOOODOOOO00 Empl Record 0
Kanzas Information | ] | 1of1 « Jiew All

Effective Date: 04042024 Effective Sequence: 0 Job Indicator: Primary Job
Short Description: Hire “acant Paosition -
Cumrent

Assignment Method: | Select Predefined Schedule M Schedule Group: |5D'|{|D Q |
Schedule Effective Date: |E'4-'.['4-'.EE'24 | *Schedule 10: am-F Q |
Country: UsA State: KS County: SM Shawnee

Salary Authorized: G Governor

*Employment | M Q | MUA
Status:
Probation End Date: | | Date Next Increase: | E|
GHI Direct Bill Member Type: | Q | OB Approwval Date: | |

Additional information on the original probationary period — A classified employee is to receive a
performance review prior to the end of the probationary period. If the overall rating is unsatisfactory, the
employee is not granted permanent status. An employee on original probation may be dismissed at any
time during the probationary period. The probationary period may be extended for up to 6 more months
if the action to extend probation is taken before the end of the original 6 month probationary period.
Also, a probationary period of not more than 12 months be established by the appointing authority if
specific training or certification requirements cannot be completed within 6 months.

28

Salary Authorized: Defaults from ‘Kansas

Information’ tab from Position Data

Employment Status: Status is Original

Probation, Promotional Probation, Trainee,
Permanent, or Not Applicable; ‘Original
Probation’ for newly hired classified
employees are subject to a 6 month
probationary period (KAR 1-7-3)

Probation End Date: Date the employee’s
Original Probation or Promotional Probation
ends

Date Next Increase: For eligible employees,
the system calculates when they are to
receive their next step increase based on
when the employee started on the current
step

GHI Direct Bill Member Type and DB
Approval Date: Do not enter data into these
fields
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Benefit Program Participation

Workforce Administration

Employee

Benefit Status ()

Benefit Record Humber | n

| i

*Benefits System | Benefits Administration

Annual Benefits Base Rate |

Benefits Administration Eligibility &
BAS Group ID | BA
Elig Fid 1 |KS‘|.-"N
Elig Fid 4 |

Elig Fid 7 |

Benefit Program Participation Details ()

*Effective Date |n4_-‘[|4_-'2[|24

*Benefit Program |EEN

aj

5
Q)

20200.000| 58 ,sp

Benefits Administraticn

Elig Fid 2 |EEN
Elig Fid & |

Elig Fid 8 |

Currency Code USD

Mo Benefits - Gen Deds Cnly

Empl 1D KO000OOO0000
Empl Record

a

Benefits Employee Status  Adive

Elig Fid 2 |
Elig Fid & |

Elig Fid 9 |

(+][=)

The Benefit Record Number is used when an employee has more
than one Empl Record.

The Benefit Record Number indicates which position is responsible
for benefits.

The position with the matching Empl Record is responsible for
benefits.

The Employment Record Number and Benefit Record Number

should always match in the following situations:

- Multiple non-benefits eligible positions (GEN)

- Multiple positions with different benefits eligibility. For example, if
an employee is benefits eligible on Empl Rcd 0 (PT1), the Benefit
Record Number should be 0. If the employee is not benefits
eligible on Empl Rcd 1 (GEN), the Benefit Record Number
should be 1.

- Multiple positions with different job status (active and
terminated). For example, if a benefits eligible employee is active
on Empl Rcd 0, then the Benefits Record Number is 0. If the
same employee has terminated on Empl Rcd 1, then the
corresponding Benefits Record Number is 1.

If an employee is active on multiple positions in the same agency
and both positions are benefits eligible, the Benefit Record Number
can be lower than the Employment Rcd Number. For example, the
Benefits Record Number could be 0 for Empl Red 1.

NOTE: If each active employment record has a unique benefit
record number, leave balances are stored for each Employment
Record Number. Also, the automatic longevity bonus process splits
the bonus into each timesheet for those employees.
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Benefit Program Participation

Workforce Administration

) Daﬁanrdan,

Employee

Empl 10 KOOOO000000

Empl Record 0

Benefit Status () Q| of 1
"
Benefit Record Humber |3 | v | Ze To Fo
Effective Date  04/04/2024
Effective Sequence 0 Action Hire
HR Status  Active Reason “acant Positicn
*Benefits System |E|enefi1s- Administration w
Annual Benefits Base Rate
Ush

BAS Group ID |E|A a, |
Elig Fid 1 ||<5mn’ |
Elig Fid 4 | |

Elig Fid 7 | |

Benefit Program Participation Details @

*Effective Date |n4_:n4_-'zn::_4 |

*Benefit Program |EEN Q, |

Benefits Administraticn

Elig Fid 2 |GEH
Elig Fid 5 |

Elig Fid & |

Currency Code USD

Mo Benefits - Gen Deds Only

Elig Fid 2 |
Elig Fid & |

Elig Fid 9 |

30

Benefits System: is ‘Benefits
Administration’ for non-Regents agencies.

Agencies must manually enter the Annual
Benefits Base Rate (ABBR) amount,
which is usually the same as the Annual
Rate on the Compensation page.

ABBR is used to calculate the imputed
income amount for employees enrolled in
a Group Term Life (GTL) deduction code.
If the ABBR is incorrect, the imputed
income amount may be under or over
reported as taxable wages on the
employee’s W2.

For additional information about imputed
iIncome, see next page and the
Documents section on the SHARP
Customer Service page.
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Srarewne Homen Resounee s Pavnoct Ssrer

Annual Benefits Base Rate (ABBR)/Imputed Income

What is Imputed Income? Benefits eligible state employees have group term life insurance coverage which provides an insured death benefit of
150% of the employee’s annual rate of compensation. The State of Kansas, as the employer, pays the entire cost of coverage.

‘Imputed Income’ is the value of this group term life insurance that is in excess of $50,000. IRS Code Section 79 requires that the cost of

coverage in excess of $50,000 be included in the employee’s taxable wages and reported on the W2. Imputed income is subject to Social
Security and withholding taxes.

Agencies must manually enter or update the Annual Benefits Base Rate (ABBR) amount, which is usually the same as the annual rate. The rate
Is used to calculate imputed income for all employees enrolled in this Group Term Life insurance. A benefits eligible employee whose ABBR is

more than $33,333.33 is subject. Therefore, if the ABBR is incorrect, the imputed income amount may be under- or over-reported as taxable
wages on their W2.

Employment in Multiple Positions: Some employees are actively employed on more than one position but may not be benefits eligible on all of
the positions. KPERS regulations require that if an employee has KPERS coverage in one position, all of the positions are considered for
imputed income. However, a small group of employees or situations are exempt from this concept: Legislators (Legislative Group Term Life is not
calculated on non-benefits eligible positions), Board Members, Foster Grandparents, National Guard, and Students.
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Benefit Program Participation

. Daffy Jordan Empl 1D KOODOODOOOD
Employee Empl Record 0
Benefit Status () |€| 1of1 ~

Benefit Record Humber | 0

]
| | Go To Ro
Effective Date  04/04/2024
Effective Sequence 0 Action Hire
HR Status  Active Reason “acant Positicn
Payroll Status  Active Job Indicator  Primary Job
Current d
*Benefits System | Benefits Administration w |

Benefits Administration Eligibility &3

BAS Group Iy | B =1 | Benefits Administration
' Elig FId 1 |I{E-'l.l".l"'|’ | Elig FId 2 |EEN |
Elig Fid 4 | | Elig Fid 5 | |
Elig Fid 7 | | Elig Fid 2 | |
Benefit Program Participation Details &0 | (] |

"Effective Date | Ja/berza24 | Currency Code s

=B fit P =
s rogram | GEM <, | Mo Benefits - Gen Deds Only
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BAS Group ID: always BA for Executive,
Legislative, and Judicial branches

Elig FId 1: Manually enter the code which
starts with the EE’s home state
abbreviation and the 2 letter county
abbreviation of residence. For states other
than KS, ZZ can be used for the county
code. For example, MOZZ or CAZZ

Elig FId 2: Benefit Program Code; must
match the Benefit Program code entered
in the Benefit Program Participation
Details section

Effective Date: Date the Benefit Program
is effective; for new hires and rehires the
date must match the hire/rehire date

Benefit Program: Code based on the FTE
tier described earlier

Update the Benefit Program code, as
needed, if the employee’s FTE changes
or moves to a non-benefits eligible
position.
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Use the benefit Program Participation page to view or update information relating to an employee’s
eligibility for benefits and to enter Annual Benefits Base Rate information used to calculate imputed income
for the employee.

Employees in benefits eligible positions are:

Classified Regular

Unclassified Regular

Unclassified Temporary with an Empl Class of ‘L’ (Unclassified Temp Ben Elig) or ‘P’ (Special Project)

At the time this is posted, per the State Employee Health Plan manual, if an FTE is:

.75 or greater, the EE is eligible to pay full-time GHI premiums; Benefit program code is FT1

.50 - .74, the EE is eligible to pay part-time GHI premiums; Benefit program code is PT1

49 or less, the position is not eligible for benefits for GHI or KPERS; Benefit program code is GEN

The GRT benefit program code is used on non-benefits eligible employee records if employee is also
active on a benefits eligible position.
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Srmewne Hume Resounce ano Pavnout Swren
Employment Information Kansas Employment
_Dafty Jordan Empl 1D KOODODOOOOO
Employee Empl Record 0

Organizational Instance

Crrganizational Instance Red 0 Crriginal Start Date 04042024

— . "
Drg Instance Service Date  04/04/2024 LI Qverride L4 0 4 11
Organizational Assignment Data &
Instance Record
Last Assignment 5tart Date 04/04/2024 First Assignment S5tart 04/04/2024
Ascinnment End Date
Home/Host Classification  Home Years Months Days Time Reporter Dats
o s ClOnwerride 24
Company Seniority Date 04042024 ] 2 11
. - COwerride 2
Benefits Service Date 04/04/2024 » ] 2 11
- . e
Probation Date | |
Professional Experience Date | | Last Verification Date | |

Business Title Automotive Driver Pasition Phone
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Workforce Administration

State of Kansas doesn’t use many of the
fields on the Employment Information page.
Below are the ones used:

Organizational Instance Rcd: Same as the
Employee Record #

Original Start Date: Employee’s original hire
date

Benefits Service Date: Employee’s service
date used to calculate length of service. The
date can be adjusted to adjust length of
service by manually checking the ‘Override’
box; the date field opens so the service date
can be adjusted

Time Reporter Data: Clicking on the Time
Reporter Data link moves you to the Time and
Labor Data page to enter Time Reporter Data;
see Time and Labor CBT and job aids
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The Kansas Employment page can be used
as one of the ways to adjust length of service.

Length of Service: Displays the current length
of service which also shows on the
Employment Information page

Employment |nformaticn Kansas Employment

DEIﬁ':.’JEIFIjEII'I Employees Empl 10 KOoooooo00o0 Empl Record 0

Length of Service Adjustment: One way to
adjust the length of service by entering a
Length of Service Length of Service Adjustments positive number to increase and a negative
o - number to decrease length of service. For
fears: Wonths: 4 Days: 11 Years: Months: | | Days: | | example, to deduct one year enter -1 in the
- - Years field. To deduct 20 days, enter -20 in
the Days field. The amount entered will be
deducted or added after you save

NOTE: Since SHARP continues to calculate
length of service when an employee
terminates, you must adjust the length of
service if the employee is rehired more than
30 days after termination.
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Biographical Details Contact Information Regional

Daffy Jorda person 0 K000DD0DOD0OD

Hame Tof 1« Wiew A

*Effective Date | p4/04/2024 E

Display Name Daffy Jordan View Nams ]

Biographic Information
Date of Birth |07/21/2000 Years 24 Months O
Date of Death
Birth Country |USa Q United States

Birth State

Birth Location

Biographical History Tof 1 « View Al
=]

Il

| CWaiwe Data Protection

*Effective Date |04/04/2024

.
*Highest Education Level | Mot Indicated u|

*Marital Status |5ir-;la -| As of D4/04/2024

O Full-Time Student

* Mational 10

[=][a]

=Country *National 1D Type Mational 1D Frimary ID

|LI5A Cll [ Secial Security Number “| |"2-3-|-55?5

[+ =]
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Workforce Administration

Personal information for each employee is
found/entered on the Modify a Person
page within Workforce Administration.

NOTE: The effective date must be equal
to or less than the Job Data effective date.

All the fields highlighted in yellow are
required, the fields highlighted in green
are optional.

NOTE: Based on a user’s security, the
Date of Birth and National ID fields may
be masked by an * or X for security
purposes.
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Biographizcal Details Contact Information Regional
. Daffy Jordan Empl 1D KOO00000000
Current Addresses
EES
Address | pc of Date Status Address
Type
TE54 1=t 5t — | —
Home D4/04/2024 A Lensxa, KS TE814 ew Address Det | + | | — |
Johnson — | —
Phone Information
La|EY
*Phone Type Telephone Extension Preferred
[ Mobile «| || 7851296-0000 | [123 |+ -]

Email Addresses
EE

"’Email Type *Email Address

| Wark «| | |Daffy.Jordan@work.gov

Preferred
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Workforce Administration

Current Addresses: An active Home or

Mailing address is required for every
employee

Phone Information: When entering the

phone number, do not add formatting.
SHARP will auto-format the number once
the user tabs out of the field. For example,
phone number 785-296-0000 will be
entered as 7852960000. Enter the
extension in the Extension field

Email Addresses: Enter all available email
addresses

NOTE: Select your agency from the drop-
down options for both the Phone Type
and Email Type. The types enable the
employee’s information to appear in the
online Communication Directory.

Click the + button to add multiple types of
addresses, phone, or email.



SHARF

S ATELIDE HIIIIIH HI SOURCE fnc ‘P‘I'JI-L [ SU! TEM

Biographical Details Contact Information Regional

.. Daffy Jordan

Bl usa

Ethnic Group

Regulatery Region United States

O Primary

Pereon 1p KOODOOOO00D

Date Entitled to Medicare
Citizenship [Froof 2) |:|

History
Effective Date | 08/16/2024
Citizenship (Froof 1) |:|
Eligible to Work in U.5.
Veteran
' Military Status v

Military Discharge Date

Smoker History

=Smoker *As of

Edit Discharge Date

[+](-]
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Workforce Administration

Data on this page is not required.

Ethnic Group: Select employee’s ethnic
group, if known. Click the + sign to add
multiple ethnicities. Only one can be
marked primary

Citizenship (Proof 1 & 2): These fields can
be used if the agency chooses to show
which documents were used for 1-9
purposes; such as passport, DL, SS card
*DO NOT use document numbers as
these fields are not masked for security

Military Status: If the employee has
submitted a request or documentation,
OPS will indicate whether the employee’s
request was denied or verified
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Workforce Admin WorkCenter

G {E} KWC_WA_SAL_INCREASE - Last Salary Increase

~ Queries

Wordorcs A cumries .| : Those users with Agency HR Administrator and Agency HR Inquiry roles will have access
Last Satary Inorease R . to the Workforce Admin Queries section of the Workforce Admin WorkCenter. The queries
Detailed EmployeeiPosition I highlighted in yellow pertain to Workforce Admin data. Each query can have the results
Empioye Satary EF Dated exported into Excel for data analysis.

Length of Service
KPERSVGTLTIAA Enrolled\Waived
Emergency Contacts
Work Location
Employes Address
Employes Email'Phone

Position Management Queries

Detailed Position Information
Location Codes D
\Unclassified Job Codes
Classified Job Codes
Judicizl Job Codes

DAY Job Codes

~ Reports/Processes

Workforee Admin Reports

e

K.an=as Employes Job Action History
~ Links

Workforee Admin WorkCenter

L

Waorkforce Admin WaorkCenter Job Aid -
39
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