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Follow these procedures when an employee issues a personal payment to the agency for reimbursement of benefits. 

IMPORTANT – Complete These Verifications Before Proceeding

· Verify the employee’s payment. Confirm that the funds received from the employee have been deposited.
· Verify the employee’s arrears balance in SHARP. Confirm that an arrears balance is listed on the most recent PAY007 report before processing the PRB. Do not process the PRB before the arrears balance has been established in SHARP.
· Exception: If the employee does not/will not have an arrears balance established in SHARP, skip Step 1 and proceed to Step 2 to submit the PRB form. This exception allows the reimbursement to be applied to the specified benefit balances without a SHARP arrears balance.

1. Go to the employee’s current timesheet and add the PRB amount, submit, and approve the timesheet as normal:

[image: Image of a timesheet detailing an example of the entry of a PRB code.]

· SHARP will apply this to the arrears balance.

1a. Verify processing of the PRB when reviewing the post-payroll reports.

 This is the end of the process.

2. For any personal employee reimbursements that are not or will not show as arrears in SHARP, or if you want to apply the reimbursement to specific benefit balances, complete the PRB form detailing exactly what the employee reimbursement is for so the funds will be applied accordingly:

· Before submitting, you must ensure that the amount circled on the form is zero. This requires the EE and ER deductions to be split correctly in the deduction details.
[image: Example of a completed PRB Form.]

2a. Create a SHARP Incident ticket and submit the PRB form to OAR Statewide Payroll.
2b. Verify processing of the PRB when reviewing the post-payroll reports.

 This is the end of the process.
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Timesheet

Actions~

Select Another Timesheet

*View By = Calendar Period v
o
*Date | 05/12/2024 v
Reported Hours  80.0000

From Sunday 05/12/2024 to Saturday 05/25/2024 ®
Sun Mon Tue Wed Thu Fri Sat Sun
512 513 514 5115 5116 517 5118 519

8.0000 8.000C 8.000C 8.000C 8.0000

Employee ID
Empl Record 0

Earliest Change Date  05/12/2024

Previous Period  Next Period

Mon Tue Wed Thu
5/20 5121 5/22 5/23
8.0000 8.0000 8.0000 8.0000

Fri
524

8.0000

Sat

5125 Total Time Reporting Code

80.0000 REG - Regular Eamnings
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In the area below, input the details that tie to the check amount that has been deposited.
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‘Email completed form with required document to payadj@ks.gov. Any incomplete forms will be returned to
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