
State of Kansas
SHARP Payroll Adjustment – DA-180
Statewide Human Resource and Payroll System

	Date Created
	9/21/2026

	Date Updated
	9/22/2026

	[bookmark: _Hlk91153561][bookmark: _Hlk91153607]Purpose
This job aid provides the necessary steps for processing SHARP Payroll Adjustments using the DA-180 workbook. The maximum number of pay periods per DA-180 is 4 pay periods. If more than 4 pay periods need adjustments, you’ll need to prepare additional DA-180 workbooks/requests.

If Kansas Public Employees Retirement System (KPERS) or Group Health Insurance (GHI) ONLY adjustments are needed, please submit a SHARP incident request to OAR Statewide Payroll before completing a DA-180 form.

Step 1.  Gather the following information:
· DA-180 workbook template
· Employee SHARP ID and job data
· Details of the pay periods, payments, and adjustments needed

Step 2.  Open the DA-180 workbook and complete the Checklist tab:
· Select Yes or No for steps 1-5, in order
· There MUST be at least one red line before the DA-180 will be accepted.
*ONE EXCEPTION will be based on the additional question regarding the number of ADJ-ALLs needed and/or the remaining paycycles in the calendar year.
     - If there are more than 3 pay periods of ADJ-ALL adjustments, submit the DA-180.
     - If there are 3 or fewer pay periods of ADJ-ALL adjustments but there are 3 or less off-cycle
       paycycles left in the calendar year, submit the DA-180.
· If all five (5) rows on the checklist tab are green, and the answer to the ADJ-ALL question is NO, the form will be sent back and not entered.

Step 3.  Complete the Employee Data tab before beginning any calculations:
· Employee name
· Employee SHARP ID (EE ID)
· Requesting Agency number
· Employees’ current employment status
· Type of adjustment
· Pay Period begin date
· Pay Period end date
· Original Paycheck Number, or enter ‘NONE’ if no original check was created
· ADJ Paycheck Number, if applicable
· Hourly pay rate (during those pay periods)
· Benefit program (during those pay periods)
· Employee age as of December 31st (during those pay periods)

All fields must be completed accurately, as this information drives earnings, deductions, taxes, and Taxable Group Life (TGL) calculations. If any fields are left blank, the DA-180 will be sent back and not entered.

Step 4. Complete the ‘Was Paid Earns, Was Paid Deds, and Was Paid Taxes’ tabs respectively, running the following Payroll Workcenter queries in SHARP, download the query results, then copy and paste the query results into each respective tab: 

· Was Paid Earns – run PAYCHECK: EARNINGS BY EMPLOYEE
· Was Paid Deds – run PAYCHECK: DEDUCTIONS BY EID
· Was Paid Taxes – run PAYCHECK: TAXES BY EMPLOYEE

Step 4a. Enter the totals from the 3 tabs into the ‘Was Paid Detail’ tab, splitting them out by the first and second week of the pay period(s).
· NOTE – if entering earnings that don’t add to gross pay, only include the hours not the dollar amounts (e.g. CME, Leave without pay codes, etc.)
· Be sure to enter the TGL from the earnings into the designated field
· Garnishment deductions also need to be included but will NOT be adjusted
· Verify the Net Pay matches the original check Net Pay amount

If an earnings, deduction, or tax code is not available in the spreadsheet drop-down, do not submit the form. Submit a SHARP Payroll Incident request to have the code(s) added.

For multiple pay period adjustments, repeat step 4 for each pay period, up to a maximum of four (4) pay periods. 

If adjusting only one pay period, proceed to step 5.

Step 5.  Create the Online Check.
· Navigate to Payroll Procedures/Job Aids | Kansas Department of Administration > Adjustments > Online Check for the job aid
· Build the online checks by week using the correct should be data to generate the adjusted paycheck gross earnings. This amount will be needed to calculate the TGL and Fair Labor Standards Act Overtime (FLSA OT), and ultimaltely calculate the correct taxes and deductions.
· Complete the TGL and FLSA OT calculations to include with your online check details

Step 5a. Calculate TGL - Navigate to the ‘TGL Calculator’ tab to manually calculate the should-be TGL:
· Enter the employees’ age as of December 31st in the green cell
· Enter the total check gross in the blue cell
· Populate the rate from the chart in the purple cell
· The updated TGL rate will be in the yellow cell; enter this amount on the “Should Have Been Paid” tab in the designated row in week 2 of the earnings section

Step 5b. FLSA Overtime – Important note: If the employee has OT and hours other than Regular (e.g. shift differential, holiday) for any of the pay periods, you must manually calculate the FLSA OT rate using the FLSA OT Calculator by pay period. 

Navigate to the ‘FLSA OT Calculator’ tab and enter information in the yellow cells:
· Hourly rate of pay for hours reported
· Week 1: 
-REG Hours
-Premium Pay
-OT Hours
-Hours not included in FLSA Calculation
· Week 2: 
-Repeat the same entries as Week 1
· OT Rule: 
-OT amount must equal total OT earnings for the pay period
-If both weeks have OT, use the combined total OT earnings

If an earnings, premium pay, OT hours or non-FLSA code is not available in the spreadsheet drop-down, do not submit the form. Submit a SHARP Payroll Incident request to have the code(s) added.

For multiple pay period FLSA OT calculations, repeat step 5b for each pay period, up to a maximum of four (4) pay periods. 

Step 5c. Update the Online Checks accordingly for the TGL and FLSA OT rates, then copy and paste the detailed calculated checks by week into the ‘Online Check Screenshot’ tab (online check review/print screen is not enough detail)

Do not submit a DA-180 without Online Check validation. If it isn’t included, the DA-180 will be sent back and not entered.

If adjusting only one pay period, proceed to step 6.

Step 6. Update Timesheet(s)
· Update the employee’s timesheet(s) to reflect the correct (Should Have Been Paid) hours and/or earnings for each pay period being adjusted. 
· Approve payable time for each timesheet.

If the timesheet(s) don’t match the “Should Have Been Paid” hours and/or earnings, the DA-180 will be sent back and not entered.

Step 7. Capture “Should Have Been Paid” totals in the ‘Should Have Been Paid’ tab
· Record system-calculated hours, earnings, deductions, and taxes from the Online Check
-All earnings, deductions, and taxes on the ‘Was Paid Details’ tab will auto-fill to this tab.
· If one of these should not have been paid or deducted, indicate the S/B Hours or S/B Paid as zero
· If additional earnings, deductions, and/or taxes should have been paid/or deducted, there are specific rows available to add these as needed.

Step 8. Validate requested Adjustments – Review and Confirm
· All pay periods are documented
· All earnings/hours, deductions, and tax codes are valid
· TGL and FLSA OT calculations were completed and used for the ‘Should Have Been Paid’ amounts
· Online Check was calculated and used for the ‘Should Have Been Paid’ amounts
· Confirm your validation and request by signing-off on the ‘DOA Entry’ tab where indicated
· We ask for your name and email, along with a secondary contact and email should you not be available

Step 9. Submit Completed DA-180 via SHARP Payroll Incident Ticket
· Incident Ticket Service Type = Payroll Adjustment
· Incident Ticket Service Attribute = DA-180 Form
· Short Description = 3-digit agency ID and SHARP EE ID DA-180 (e.g. 173 K0000987654 DA-180)

Any DA-180 submitted outside of the ticketing system will not be processed and will be returned by OAR Statewide Payroll.

DA-180s submitted prior to 10 a.m. on the SHARP Off-Cycle Cutoff date will be entered for that off-cycle payroll, provided no issues exist with the request. Those submitted after 10 a.m. on the SHARP Off-Cycle Cutoff date will be entered for the following off-cycle payroll.

Step 10. Verify adjustments processed as expected
· OAR Statewide Payroll will note in the ticket what off-cycle the adjustment was entered in and close the ticket.
· Agency staff must review payroll reports the following business day to confirm that the adjustment has processed as expected. 


	Questions?

If there are any questions concerning this process, please contact OAR Statewide Payroll via a SHARP Payroll Incident ticket. 
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