SHARP Add A Person / New To The State

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

If the employee has never worked for the state before and has no Employee ID Number, and the
recruiting process is not being used to appoint a person, you must ‘Add’ the person to SHARP before
entering the hire in Job Data. Using the agency’s Statewide SHARP security access, users should verify
the SSN is currently not being used in SHARP before proceeding.

Click on the ‘Add a Person’ page and then click on the ‘Add Person’ button to move to the Personal
Information pages where you will enter the employee’s name, birth date, and other information. The
Person ID will default to ‘NEW’, do not make changes to this field, the system will generate the new
employee ID number (EEID) once all of the personal information has been entered.
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Enter the Effective
Date. NOTE: must
be equal to or less
than the Job Data
effective date.

Click on ‘Add Name’
and enter the
person’s legal name
in the pop-up box.
Click ‘OK’ to return
to the Biographical
Details page.
Ensure to use the
‘Name Suffix’ field
for Junior, Senior,
MD, etc.

Bicgraphical Details Contact Information B=gionsl

Drganizations] Relationships

Porcon 10 | NE=TiTd

Name El

*Effective Date I:' Bi2024 |

Display Name

Person ID MNEW

United States

G Counis

Birth State

Birth Location

Biographical History

D

*Effective Date | 10/18/2024
*Highest Education Lewvel | Mot Indicated vl
*Marital Status | Unkonoan ..l

Language Code

|

Alternate ID

1 Full-Time Student

~ Mational ID

(=[]

=*Country Mational 1D

=Mational 1D Type

Add A Person / New To The State

Update Person Detail

|LISA Q | |5c-cial Sacurity Numbsar vl |

English Hame Format

Mame Prefix
*First Name
Middle Name

*Last Name

Mame Suffix

Display Name
Formal Hame

Name

Add Name
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|
|
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Enter the remaining
information (Date of
Birth, Gender, Highest
Education Level, Marital
Status, and Social
Security Number).

Click on the Contact
Information page tab to
continue.

NOTE: If the SSN
(National ID) entered
already exists in the
system, the user will
receive an error and will
not be able to proceed.
If that happens, use the
agency’s Statewide
SHARRP security access
to search by SSN to
obtain the EEID Number
and enter the hire one of
the other ways.

Add A Person / New To The State

Biographical Details Contact |nformation

Regional

Cirganizational Relationships

Daffy Jordan

*Effective Date |'-:|_-' Br20z4

Display Name Daffy Jordan

Bicgraphic Information

Ferson 1D}  NEW

Date of Birth |

Birth Country |LISA

Birth State |

El Years Months —
Ql United States
a|

Birth Location |

Biocgraphical History

*Effective Date | 10182024

*Highest Education Lewel | Mot Indicated

*Marital Status |Urkrc|wr

Full-Time Student

~ Mational 1D

*=Country *Maticnal |10 Type

Mational 10

Waive Data Protection

Primary IDv

||_|5.=-. a | [ social Security Number

a |[[+][[-]
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Enter the new
employee’s home
address by clicking
on ‘Add Address
Detail’. This opens
the ‘Address History’
box.

Click on the ‘Add
Address’ link to
open the ‘Edit
Address’ box.

Enter the address
information and click
‘OK’ until you return
to the Contact
Information page.

Add A Person / New To The State

Biegraphical Details Contact Information Regional Organizational Relationships
Daffy Jordan Empl 1D NEW
Current Addresses
=l g
#:;Emss As OF Date Status Address 1 \
Hoime 1182024 A Add Addrezs Det I:\
_— : /
- [Address History /-
5] 2 - '
Address Type Home Edit Address
*Phonsg Extension
|: Address History l:l 3 Country  United States
i ) — Address 1 | 123 Testing
Emad B Effective Date |ori5/2024 Address _ / | s
*Email
dd Address I City |T{:-|:ek.a

County | Shawnes
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Select your agency from the drop-

down OptionS for bOth the Phone Biographical Detsils Contact Information Begionsl Cirganizational Relationships
Type and Email Type. The types — ot rEw
enable the employee,s Informatlon Current Addresses
to appear in the online B
Communication Directory. fooress  lasOfDate | Status Address
123 Testing | —
] Home 10/18/2024 A Topeka, KS 86612 Edit/View Address Dets |+| | |
When entering the phone number, Shaunes — | —
do not add formatting, SHARP wiill Phone Information
auto-format the number. For (B2
example! Daﬂ:y,S phone number *Phone Type Telephone Extension Preferred
was entered as 7852960000.
SHARP auto-formatted the number | Department of Administ | || 785/258-0000 | |[122
after tabbing out of the field. Enter _
. ] . . Email Addresses
the extension in the Extension field. Bla
Enter the employee’s emall *Email Type *Email Address Preferred
addreSS along Wlth your agency as |E~a|:-artrrart-:-" .!-f:rriris.tlul |-:a""1_.f.}::-r-:ar@_~arrail.:=:-rr
the Email Type.
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Remember to click on the looking
glass to see all of the options within

each field.

Multiple ethnicities can be entered
by clicking the plus sign in the
Ethnic Group section.

Add A Person / New To The State

Biographical Details Contsct Information Regional Organizational Relstionships
Daffy Jordan Person 1D NEW
HN usa
Ethnic Group
Regulatery Region |USA Q| United States B B
Ethnic Group Select employee’s
Ethnic Group, if
CJPrimary known
History

Effective Date Date Entitled to Medicare

Citizenship (Proof 1) Citizenship (Proof Z)

Eligible to Wark it
Relates to I-9 Form (driver’s license,
social security card, or passport

1]

s

Veteran
Military 5tatus | v|
Military Discharge Date B it Dizchangs Date
Central staff verifies
and enters Veteran’s
Preference code when
requested
Smoker History
=Smoker *As of
1l o =]

[+]|[]




SR,

‘Employee’ will default as
relationship, do not change the
selection. The Employee ID
number will be created once you
click ‘Add Relationship’ button to
move to the Job Data pages to
appoint the employee to their new
position.

NOTE: Do not click the save
button.

Add A Person / New To The State

Biographical Details Ciontact |nformation Regional Crganizational Relationships

Daffy Jordan Person IO MEW

Choose Org Relationship to Add

[ Employee >
Iarker

Person of Interect

select Checklist Code | v

|

[ Add Relstionship
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Weork Location Job Information Job Labar

Bayrodll

Salary Flan Compensation Kansas Information

Daffy Jordan Empl ID' KO0OO000000 <
Employes Empl Record O
—
Work Location Details )
. . P - -
Effective Date | j0/18:2024 G To Row |
Effective Sequence =Action |Hira A ui
HR 5Status  Active Reason |7"":=_lﬁrt Position “l

Active

Payroll Status

*Job Indicator | Frimary Job

Position Mumber |}(-:l' 40153 Q |

Fhiein e e

Position Entry Date  10/18/2024

Position Management Record

Regulatory Region USA
Company S0K
S0OHBU
T120200210
100182024
KWFCF

Business Unit
Department
Department Entry Date
Location

Establishment ID | 50K Q

Last Start Date 100/18/2024

Expected Job End Date

Curent

Cormections Officer | (A)

United States
State of Kansas
State of Kansas BU
Security Staff

Winfield Comect. Facil

Date Created 10/18/2024

State of Kansas

Add A Person / New To The State

After clicking the ‘Add Relationship’
button, SHARP takes you right into
Job Data and assigns an Employee
ID number. The employee’s name,
ID, and Record # display. The
action of ‘Hire’ defaults in.

The effective date of the Hire must
be the same or greater than the
effective date used to add the
employee.

Select the appropriate Reason from
the drop down list. The reason
used is based on several factors.
Be sure to review the SHARP
Action/Reason User Guide for the
appropriate Reason for this Hire
action.
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Srarewoe Homen Resource o Pavnoc. Susem

Weork Location Job Information Job Labar Bayrodll Salary Flan Compensation Kansas Information
Daffy Jordan Empl 1D 0000000000 Enter the pOS|t|0n num.ber
Empioyee Empl Record 0 Department and Location data

will default in from Position
Data when you tab out of the
Position Number field.

Work Location Details &) =]

*Effective Date | 10/18:2024
Effective Sequence

HR Status Active

=hction | Hirz

Reason | Viacant Pesition

Payroll Status  Active

Position Number " -
Owermnide Position Data
Position Entry Date 1007182024
Position Management Record
Regulatory Region USA Unit=d States
Company SOK State of Kansas
Business Unit S0OKBU Stat= of Kanss=s BU
Department T1202030210 Security Staff
Department Entry Date 1001852024
Location HWFCF Winfield Correct. Facil Bi20c4
Establishment ID 50K Q State of Kansas

Expected Job End Date
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Work Location Job Information Job Labor Payroll Sszlary Plan Compensation Hanzas Information
Daffy Jordan Empl IO 0000000000
Employes Empl Record O

Job Information Details )

Effective Date

Effective Sequence |

HR Status
Payroll Status

Job Code

Entry Date
Supervisor Level
Reports To
RegulariTemporary

Empl Class
Regular 5hift

Classified Ind

Standard Hours (%)

Standard Hours

FTE

Contract Number
Contract Humber

Contract Type

=0 usa

FL5A Status

EED Class

Active

Active

B108L1
10/18/2024
Kooooooo
Riegulsr

Crther

Mot Applicable

Clzssified

40,00
1. 000000

Adds to FTE Actual Count?

[ 1

Monsxempt

Protective Service

Aetion  Hire
Reason  Vacant Position
Job Indicator  Primary Job _
Current =

Corrections Officer | (A)

Corrections Superviser || Supenyisor Mame K0000000001
FulliPart  Full-Tims

*fficer Code | Mone w |

Shift Rate | |

Shift Factor | |

Work Pericd W Weskhy

CJEncumbrance Cverride

Mext Contract Mumber

10

Fields on the Job Information page
default from Position Data.

Be sure to review everything to make
sure the position is set up correctly.
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Payroll Information D]

Effective Date 10182024

Effective Sequence 0
HR Status Active

Payroll Status Active

*Payroll System | Payroll for Morth America w

Payroll for North America &

Pay Group MNZ31 Mon Exempt 14-day

Employee Type Heurhy

Tax Location Code | Hansss State Taxes

CR

GL Pay Type CR

Combination Code

Work Location Job Infarmation Job Labor Payroll Compensation Kansas Information
Daffy Jordan t Empl I KOO00000000
Employes Empl Record O

BAction  Hire
Reason ‘“acant Position
Job Indicator  Primary Job

Current —

Holiday Schedule |SoKS Q| 5085 Hrs

FICA Status |5tha=t vl
Edit ChartFilis
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Add A Person / New To The State

State of Kansas does not use the Job Labor
page.

Select the Tax Location Code, which defaults in
blank (state where the position is located; refer
to Payroll Informational Circular 23-P-003
SHARP Employee Official Work Station), and
update the Holiday schedule (if needed) which
defaults in with SOKS.

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. Refer to Payroll Information Circular
25-P-003 Employing Foreign Nationals.

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.

Please see Accounts and Reports Information
Circular 05-P-025 for more information and a
partial list of employees who are exempted.
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|

Work Location Job Information Job Labor Payroll Salary Plan

Compensation

Kansas Information

Empl Record O

S5alary Plan Details ..

Effective Date 10182024
Effective Sequence 0O
HR 5tatus Active

Payroll Status Active

™ Classified Pay Plan

* CLASSIFIED GRADE
027

Salary Admin Plan CLA
Grade 027

Step |4 a |

Includes Wage Progression Rule

Empl 1D KO000000000

Action Hire
Reason ‘acant Position

Job Indicater  Primary Job

Grade Entry Date 10/18/2024

Step Entry Date 101122024 []|

12

Add A Person / New To The State

The Salary Admin Plan and Grade
corresponding to the position’s job
code defaults in on the Salary Plan
page. For classified employees, the
Step defaults to 4. You can change
the step if you are hiring the person
above step 4 — be sure that you
selected the correct Reason on the
Work Location page if you appoint the
employee at a higher step. The
Grade Entry Date and Step Entry
Date defaults as the date the
employee first entered the Grade or
Step.
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CHARF Add A Person / New To The State
4

Work Location Job Information Job Labor Payroll Sslary Flan Compensation Hanszs Information
Rafty Jordan Empl 1D K000000000D All of the compensation fields on the
Employes Empl Record O . .
p ': - Compensation page will be blank.
Compensation Details 2 |i|

Effective Date 10/18/2024

o To Row For those positions tied to a pay matrix
Efectve Sequence 0 etion e (salary plans CLA, WS, JDG, CWO), click
IS P ——— . |~ onthe ‘Default Pay Components’ button

to fill in the Compensation Rate and pay
rate fields based on the Step entered on
the Salary Plan page. The hourly comp
rate for these plans must never be

manually entered.

Compensation Rate 201 30000 Frequency H Hawrhy

“ Comparative Information &

Change Amount PRLLEE UsD Howrhy
Change Percent 0.000 Compa-Ratio 0.7

~ Pay Rates &

Annual 41,870 400000 usD
3,485, 200000

161.040000 USD

rovom o For employees whose pay is not tied to a
pay matrix (such as Unclassified),
manually enter the hourly rate in the
Comp Rate field and click the ‘Calculate
Compensation’ button.

Monthly

Pay Components ]

|_=—,

s

Amounts Controls Changes Conversion -
*Rate Code Seq Comp Rate Frequency Percent .
B NOTE: The Rate Code is always
1| [ NaHRLY al | 20.1300003g | |USD al||H a, |+| |—|

‘NAHRLY".

13



ShfRF

SIH- LI HIIIII \HI' IJRCE A ‘P‘LII-\ [ S_\!I—H

Add A Person / New To The State

Wark Location Job Infarmation Job Labaor PBayraoll Salary Plan ‘Compensation

Kansas Information

Daffy Jordan

Kansas Information

Employes Empl IO KOOOO000000 Empl Record 1] t

12

L
3
3
t
C
m
C

Effective Date: 10182074 Effective 0 Job Indicator:  Primary Job
Sequence:
Short Description: ire - it
ort Liescription:  Hire acant Position Current
Assignment Method: | Select Pradefined Schedule v | sohedule |5:'K|D Q |
- Group:
Schedule Effective Date: |:' Bralz4 | *Schedule ID: |5h"F Q |
Country: LUSA State: K5 County: CL Cowley
Salary Authorized: C Classified Position
*Employment |:| Q | Org Prob
Status: -
Probation End Date: |':'4-" B20Z5 | Date Next Increase: | |
GHI Direct Bill Member Type: | ‘1| DB Approval Date: | |

14

Assignment Method defaults in as
‘Select Predefined Schedule’ and does not
need to be updated. Schedule Group
defaults in as SOKID and does not need to
be updated.

The Schedule Effective Date needs to be
the same as the Hire date.

Enter the employee’s Work Schedule ID,
you can use the magnifying glass to
search all available schedule IDs.

The Employment Status will default to
‘Original Probation’ for 6 months for newly
hired employees to classified regular
positions (KAR 1-7-3). For Unclassified
positions, the Employment Status will
default to ‘N’ for N/A with no probation end
date.

Next: Click on the Benefit Program
Participation link
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Benefit Program Participation

Benefit Status

Benefit Record Number |-:l | A

Effective Date 10/18/2024
Effective Sequence O
HR Status Active

Payroll 5tatus  Active

Empl I K0000000000

Empl Record O

Action  Hire
Reason  acant Position

Job Indicator  Primany Job

*Benefits System |Eera"it5 Administration

e

Annual Benefits Base Rate |

Benefits Administration Eligibility &

BAS Group 1D |E¢~ ﬂ|

Elig Fid 1 |KssN

Elig Fid 4 |

Elig Fid 7 |

Benefit Program Participation Details &

*Effective Date |--:._--&2-324 |

*Benefit Program ||-—|'- a |

Job Data Employment Data

41870.400| 3

usD

Benefits Administration

Elig Fld 2 |FT1

Elig FId 5 |

Elig Fld 8 |

Currency Code USD

Ful-time: Sslany Range 1

Current

Benefits Employee Status  Active

Elig Fid 3 |

Elig Fid 3 |

Elig Fid & | |

15

Add A Person / New To The State

Annual Benefits Base Rate: Enter the amount,
which is usually the same as the employee’s
Annual Rate. This field is used to calculate the
employee’s imputed income.

BAS Group ID: is always BA

Elig Fld 1: Enter a 4-letter code related to the
employee’s home address (2-letter state
abbreviation, 2-letter county abbreviation). For
example, KSSN is Kansas, Shawnee County.
For states other than KS, enter the state
abbreviation and ZZ (All Other) for the county.
For example, Texas would be TXZZ.

Elig Fld 2: Enter the employee’s benefit
administration code. GEN — not benefits eligible;

FT1—-FTE .90 and above; PT1 - FTE is .50 to
.89.

Benefit Program Participation Details
Effective Date: The effective date of the Hire.

Benefit Program: Same as the code used in
Elig FId 2.
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Click on the Employment Data link

Simewne Hum Resovnce o Pasroct Susrem
Employment Informaticn Kansas Employment
Daffy Jordan Empl ID KOO0OO00O000
Employes Empl Record O

Organizational Instance (&)

Probation Date

Caomrections Officer | {A)

Professional Experience Date

Business Title

=l usA

Job Data Emploeyment Diats

Organizational Instance Red O Original Start Date 10182024 [ Override
Last Start Date 10v18/2024 First Start Date 100182024
Termination Date Years Months Days
— . -
Org Instance Service Date 10V18/2024 D) Override -’ i 4] i
Organizational Assignment Data &
Instance Record
Last Assignment Start Date 1001872024 First Assignment Start 1071872024
Assignment End Date
Home/Host Classification Home Years Months  Days @
— . [
Company Seniority Date 10182024 LIOverride " o o
— . #
Benefits Service Date  10/18/2024 —uerride Yo 0 0
_ ) ’
Seniority Pay Calc Date  10/18/2024 LIOverride " o o o

Last Verification Date

Positiocn Phone

armings Distribution

SR -

i

which will take you to the
‘Employment Information’ page.

/ Click on the Time Reporter Data link.

16
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Time and Labkor Data

Payable Time Start Date |1018/2024 (]|

Time Reporter Data | Q |

*Effective Date |'-3_-'5-2-3|24 m| L *Status |A:ti'.'a

*Time Reporter Type |Ela|:-5=_~: Time Reporter V|

Elapsed Time Templat C ¢
apsed Time Template |SOKBASIC Q.| g.c TRG & Hows Fiekis

Punch Time Template |—{_'|_|
Time Pericd 1D | Ql
“Workgroup |E-E-_?[:..!-.YHH Q | S=li-Service Hourly T day
*Taskgroup |712n0NTASK Q | i INONTASK
Task Profile 1D |—_1|
TCD Group |—c|_|
Restriction Profile 1D |—L‘|,|

Daffy Jordan Empl I K0OO0DOOOQOO00  Empl Record 0

[+][-]

Payroll

Send Time to Payroll

Commitment Accounting

For Taskgroup
For Department

17

Add A Person / New To The State

The Payable Time Start Date must match the Hire
date.

The Effective Date must also match the Hire date
and the Payable Time Start Date.

The Time Reporter Type defaults to ‘Elapsed Time
Reporter’ and does not need to be updated.

Select the appropriate Elapsed Time Template
based on your agency’s needs.

Enter the appropriate Workgroup.
Enter the appropriate TaskGroup.

If your agency interfaces time from a custom time
capture system to SHARP, enter the TCD (Time
Control Device) Group for your agency, which is the
3-digit agency number + 00.

NOTE: Do not enter a Task Profile ID on this page.
Doing so could cause any Task Profile ID entered on
the timesheet to be overridden, causing time to be
charged to incorrect funding.
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Press ‘OK’ when you are finished entering your data.

NOTE: If your session times out prior to you finishing entering your data and clicking the ‘OK’ button, the employee’s personal information
and EEID will remain saved, but the agency will lose all the Job Data information. If that happens, the agency will not have access to finish
hiring the EE since there is no departmental security (the EE was not attached to any certain agency through the hiring process) and will
need to submit a request to with all of the appointment information to have OPS enter the Hire in Job Data.

18
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