



INFORMATIONAL CIRCULAR NO: 	27-P-011		Supersedes 26-P-013

DATE:  	November 6, 2026

SUBJECT:  	2026 Year-End/2027 Year-Begin Payroll Tasks

EFFECTIVE DATE:   Immediately

OAR CONTACTS: 	   doa_payroll@ks.gov 	

APPROVAL: 	   Sunni Zentner (original signature on file)

SUMMARY:	2026 Year-End/2027 Year-Begin Payroll Tasks


As 2026 calendar year-end approaches, the Office of Accounts and Reports is preparing for the issuance of calendar year 2026 Wage and Tax Statements (Forms W-2) and Non-Resident Alien Compensation Statements (1042-S).  

Any 2026 paycheck adjustments processed after the cut-off dates will update the employee’s calendar year 2027 balances; a corrected W-2 (Form W-2C) for 2026 will not be issued for the employee involved.

	SHARP ONLY Agencies

	Paycheck Adjustments

	Friday
12/18/2026
	* DA-180 forms must be submitted by 6:00 p.m. for guaranteed 2026 processing.
* Do Not forget to research your RP (Rejected by Payroll) rows for Time and Labor.  If these rows require a DA-180 for cleanup, this is your last opportunity for 2026 processing.

	Monday
12/28/2026
	* Agencies have until 7:00 p.m. to enter on-line adjustment (ADJ-ALL run control)
* Do Not forget to research your RP (Rejected by Payroll) rows for Time and Labor.  If these rows require the on-line adjustment (ADJ-ALL) for cleanup, this is your last opportunity.

	Wednesday
12/30/2026
	On-Cycle Paychecks are Posted to SMART as normal.  

	Thursday
12/31/2026
	Final On-Cycle Paycheck is issued early.

	[bookmark: _Hlk120519516]Thursday
12/31/2026
	Final 2026 Off-Cycle Paycheck (Off-Cycle A) is Issued early.



	CANCELLED PAYCYCLES
	Off-Cycle B and Off-Cycle C are CANCELLED.

	Arrearages/Advances

	
Agencies are reminded that ADV earnings are being paid to employees in situations where the employee's earnings are not sufficient to cover certain deductions.  ADV earnings are taxable wages at the time the earnings are paid.  The taxable wages are then reduced when the ADV is collected.  (ADVNCE deduction) Any ADV earnings paid to an employee in calendar year 2026 will increase the employees' W-2 taxable wages if the earnings are not collected by the end of the calendar year. Refer to the final PAY007 report for all employees with ADV earnings.


	Sunday
12/20/2026
	* KPAY229 is ran, in nightly batch, to remove the outstanding payroll arrearages from SHARP.
* Once this job has ran, any employee inquiries for specific information regarding these debts will be directed to the employee's agency.

	Prior to Monday 12/28/2026
	*  All outstanding payroll debts (arrearages or advances) must be resolved by personal reimbursement (PRB) or paycheck deduction prior to off-cycle A.
* PAY007 'Deductions in Arrears Report":  Verify that collection will be made on all employees listed on this report.
*  Any employees that are unable to pay off their arrear’s balances either through payroll deduction or personal check will either:
· Need Form DA-181 Completed
· OR the balance of the arrears will be sent to set-off


	Thursday
12/30/2026
	*  DA-181, SHARP Exclusion Request Form is due by 12:00 p.m.
*  Agencies are allowed to request specific debts not to be submitted to the Set-Off Program for the period of one calendar year by submitting this form.
* This form is to only be used for arrearages that are being actively collected on.

	Starting Monday
1/04/2027
	*  Payroll arrearages and advances, not including advances for Group Health Insurance for active employees and those requested for exclusion, via the DA-181 form, are sent to the State of Kansas Set-Off Program for collection.

	REGENT ONLY Agencies

	Wednesday
12/23/2026
	On-Cycle files for PPED 12/19/2026 are due early by 12:00 p.m.

	SUNDAY 12/27/2026
	Regent On-Cycle runs early as a stand-alone payroll.

	Monday 12/28/2026
	FINAL Off-Cycle A files for PPED 12/19/2026 are due early by 12:00 p.m.
* These files should contain a 'C', indicating the current year business.
* Pay adjust check date should contain the original check issue date for the paycheck being reversed.
* Any paycheck reversals submitted after this date will update the 2027 payroll balances.
* For supplementals and salary underpayments, the pay adjust check date should be blank.
* For all other adjustment types, the pay adjust check date field should contain the original paycheck issue date of the paycheck being adjusted.  (Must be a 2026 date)



	Monday
12/28/2026
	Regent Off Cycle A runs as normal.

	Thursday
12/31/2026
	Final On-Cycle Paycheck is issued early.

	Thursday
12/31/2026
	Final 2026 Off-Cycle Paycheck (Off-Cycle A) is Issued early.



	CANCELLED PAYCYCLES
	Off-Cycle B and Off-Cycle C are CANCELLED.






	SHARP AND REGENTS

	
Tuesday
12/29/2026 and after
	From this point forward, only Adjustments impacting OASDI and/or Medicare for tax years prior to 2027 will result in a W-2C.  All other adjustments will update the 2027 payroll balances.

Regents
Payroll adjustment files should contain a 'C' for current year business.

	After 4/11/2027
	OASDI and/or Medicare Adjustments will be processed on the off-cycle payroll.
*  Arrearages or refunds for OASDI and/or Medicare taxes for prior calendar years and limited to those adjustments resulting from a change in Social Security status, must be submitted in an off-cycle payroll or on separate REGENT payroll interface files.

Regents
*  Payroll adjustment files should contain a 'P' indicating prior year business
*  Pay adjust check date field should contain the original check issue date of the paycheck being adjusted
*  This scenario is the only scenario where the prior year indicator of 'P' should be used.  Any other type of adjustment that is sent in with this type will be rejected.

	United Way and Community Health Charities

	*  SHARP Payroll will verify the deduction end date for all employees enrolled in United Way and/or Community Health Charities.
*  The deduction END date on the general deduction page for the 2026 United Way or Community Health Charities contributions for both the UTDXXX and UTFXXX deduction codes should be dated 12/19/2026.
*  This forces the last 2026 deduction to be taken on the paycheck issued 12/31/2026, IF the deduction was taken over 26 pay periods.

	PRIOR TO
Saturday
12/19/2026
	*  For calendar year 2027, agencies can enter a new row effective-dated 12/20/2026 for the first deduction to be taken on the 1/15/2027 paycheck.
* If the deduction is to be taken over 26 pay periods, a deduction end date of 12/18/2027 should be entered.
* Use the code UTDXXX.

	PRIOR TO
Saturday
12/19/2026
	*  Nightly batch process establishes UTFXXX (fee portion) of the United Way/Community Health Charities deduction.
* This process reduces the 2027 deduction amount by $0.06 and creates a UTFXXX deduction code.
* The sum of the UTDXXX and UTFXXX deduction codes will match the employee's authorized deduction amount.
* Refer to this process if you miss the 12/19/2026 deadline and need to manually set up the United Way fee deduction.

	Wednesday1/6/2027
	*  Verify employee UTDXXX and UTFXXX deductions are taken correctly.
* If an employee is missing either of these deductions, you will need to manually set the deductions up.






	Tax Information

	 PRIOR to Tuesday
12/1/2026
	*  Per IRS regulations, all employees claiming exempt from federal withholding must file a new W-4 each calendar year.
* Agencies need to run the Payroll WorkCenter query 'EE Fed W/H=Exempt' to get a listing of employees currently claiming exempt from federal withholding.  These employees need to be contacted, and a 2027 W-4 needs to be submitted if they want to continue to claim exempt from federal withholding. 
* Agencies should review the primary email address stored in ESS for employees by running the Payroll WorkCenter query 'ESS Primary Email by Agency' and contact employees who have an invalid email address. 
* The 2027 Federal W-4 form can be found on ESS.
* 12/1/2026 - An email notification will be sent to all SHARP employees to the employee's email address listed under 'Update My Profile' in the Employee Self Service Center (ESS) who are claiming 2026 exempt from federal withholding.

Regent agencies are responsible for verifying the data in their own systems.  The information above is specific to SHARP.


	Sunday
12/20/2026
	KPAY320 processes in nightly batch
* This process searches for all employees that had a W-4 email notification sent.  
* If a new W-4 has not been received, a 1/1/2027 row is AUTOMATICALLY entered in the Employee Tax Data, updating the employee's marital status to 'single' with no adjustments.
* The KPAY320 only looks at the federal taxes.  Employees are advised to also review their state tax withholding to determine if changes are needed. 

*This process will also enter a new effective-dated row in the SHARP federal tax data records on 12/20/2026 for employees with a special tax withholding status of ‘Non-Resident Alien’ to reflect that no 8233 form has yet been submitted for calendar year 2027.  The new tax row will have a 1/1/2027 effective date.
* The 8233 indicator on the tax data panel must be updated once a form 8233 for 2027 has been submitted.  


	Sunday
12/20/2026 and after
	Any paper W-4 forms received on 12/20/2026 or after, agency personnel will need to enter the data with a 1/1/2027 date.  Agency Workflow Administrators will also need to change the effective date to 1/1/2027 for any electronic W-4s received in this time-period.

This process will also need to be completed for any employees who did not get the radio button checked when the steps on 12/01/2026 were completed.

	Monday
1/08/2027
	* All paper W-4 forms must be entered into SHARP with a 1/1/2027 effective date.
Critical:
* Make sure to check the radio buttons ‘New W-4 Received’ on the employee’s ‘Federal Tax Data’ panel in SHARP for the new row that is entered.
* Agency Workflow Administrators also need to check the radio button ‘New W-4 Received’ on the electronic W-4s submitted by the employee for calendar year 2027.






	Working After Retirement KPERS (WAR)

	Effective
Sunday
12/20/2026
	*  All employees that have KPERS code AXD should be returned to code AC for 2027. 
*  Refer to WorkCenter Query:  WAR AXD Job Aid.   https://admin.ks.gov/offices/accounts-reports/state-agencies/payroll/payroll-procedures-job-aids




	W-2

	*  Encourage your employees to go paperless with their W-2!
*  If an employee has an active mailing address in SHARP Personal Information, that address is the address that will be used for mailing the W-2. 
(Personal Information > Modify a Person > Contact Information Page)
* If the employee has no active mailing address, then the home address will be used.
* There are character limits on the W-2 form.  It is critical the employees' address length on Address 1, and Address 2 if applicable, is limited to 30 characters.  

	Thursday
1/7/2027
	* Last opportunity to complete any changes to employee name, address, or social security number.

This includes any Regent changes that would be submitted via the MRI (Management Reporting Interface).

	Week of 1/11/2027
	*  W-2 programs will be executed during this week.
* Notification of the release of electronic W-2s will be sent via SHARP Infolist.  

	2/01/2027 or before
	*  For employees not consenting to electronic W-2s, W-2 forms will be printed and mailed on or before February 1, 2027.
* Notification of the W-2 mailings will be sent via the SHARP Infolist.



Refer to Informational Circulars 27-P-009 and 27-P-010 for payroll cycle schedules for the last payroll of 2026 and first payroll of 2027. These do not provide the same level of detail as that provided in this informational circular.  
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