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	This job aid outlines the required steps agencies must follow when an employee returns to work from furlough. It provides guidance on:
· Determining whether the employee will receive back pay
· Identifying arrears balances
· Establishing a Max Arrears Payback agreement (if applicable)
· Correcting timesheets
· Updating KPERS plans
· Processing payroll adjustments

	Related Processes
	· Max Arrears Payback (Form & Instructions)
· DA-180 (Procedures & Form)

	Important Notes for Furloughed Employees
· While an employee is in furlough status, the FU1 Time Reporting Code (TRC) advances:
· Employee and employer GHI deductions
· Employee and employer KPERS contributions (if applicable)
· When the employee returns to work, the furlough KPERS plan must be marked as Terminated.
Holiday Rule
· Employees Not Receiving Back Pay: Employees who were on furlough during a holiday are not eligible for holiday credit. No holiday timesheet corrections are required.
· Employees Receiving Back Pay: If back pay is authorized, agencies must correct the timesheet to reflect the applicable holiday code (HDC or HOO) rather than ADM for any holidays occurring during the furlough period.
Questions & Support
· Job Data, Position Data, Timesheets, or KPERS updates: sharp@ks.gov
· Payroll adjustments or arrears questions: Submit a SHARP ticket.
Will the Employee Receive Back Pay for the Furlough Period?
· YES — Employee Will Receive Back Pay: Follow Steps 1–7 below.
· NO — Employee Will NOT Receive Back Pay: Proceed to the Employee Will NOT Receive Back Pay section.




	IF YES — Employee Will Receive Back Pay

1. Identify Employees With Arrears
· Run PAY007 to identify employees with an active arrears balance.
· For employees with active arrears balances, proceed to Steps 2 and 3. Otherwise, proceed to Step 4.
2. Review Max Arrears Payback Guidance
· Navigate to the Payroll Reference Library:
· Max Arrears Payback (Form & Instructions)
· Review eligibility and requirements.
· Determine whether your agency will allow the Max Arrears Payback option.
3. Set Up Max Arrears Payback (If Allowed)
IMPORTANT: If the agency approves a Max Arrears Payback agreement, it must be entered before requesting any payroll adjustments. Otherwise, the system will apply the maximum available net pay toward outstanding arrears.
· If approved, enter the Max Arrears Payback agreement for the employee.
4. Identify Furlough Hours Requiring Correction
· Run the Payable Time Extract.
· Filter for employees who reported FU1.
· Use the extract to identify:
· Employees requiring corrections
· Dates and hours that must be updated
5. KPERS, FLSA/Position Management Updates
Inactivate the Furlough KPERS Plan
· Terminate the furlough KPERS plan effective the first day of the pay period following the end of furlough.
[image: Image explaining how to terminate the KPERS plan.
]




Mid-Pay-Period Reminder
· SHARP cannot terminate a retirement plan mid-pay-period. When an employee returns from furlough during a pay period, the furlough KPERS plan must be terminated effective the first day of the following pay period.
· Once a termination row is entered, deductions associated with the terminated KPERS plan will not process for the pay period in which the termination is effective.
· Employees with both furlough KPERS and regular KPERS in the same pay period may require manual paysheet adjustments to ensure the appropriate KPERS contributions are processed.
· Agencies must log a SHARP ticket with a list of employees requiring KPERS on-cycle adjustments.
Note: These KPERS requirements apply to SHARP only, not the KPERS Portal.

FLSA / Position Management
· Positions temporarily changed from exempt to non-exempt due to furlough may be returned to exempt status effective the first Sunday following the end of furlough.
· Agencies with FLSA/Position Management questions must contact OPS directly.

6. Update the Timesheet
· Change FU1 → ADM for all affected dates, except holidays.
· NOTE: For holidays occurring during the furlough period, change FU1 → HDC or HOO, as applicable, rather than ADM.
· Submit the timesheet.
· Approve Payable Time.
7. Process Employee Payment
IMPORTANT: Employees with an active arrears balance cannot have their back-pay adjustments processed through ADJ-ALL. Agencies should use the DA-180 process for all furlough back-pay adjustments, regardless of whether an arrears balance exists.

Note: Each DA-180 can accommodate up to four pay periods. If corrections span more than four pay periods, agencies must submit additional DA-180 forms to cover all affected pay periods.
IF NO — Employee Will NOT Receive Back Pay
1. Identify Employees With Arrears
· Run PAY007 to identify employees with an active arrears balance.

2. Review Max Arrears Payback Guidance
· Navigate to the Payroll Reference Library:
· Max Arrears Payback (Form & Instructions)
· Review eligibility and requirements.
· Determine whether your agency will allow the Max Arrears Payback option.

3. Set Up Max Arrears Payback (If Allowed)
IMPORTANT: If approved, the Max Arrears Payback agreement must be entered before the employee's next payroll is processed to ensure arrears are collected according to the agreement.
· If approved, enter the Max Arrears Payback agreement for the employee.

4. KPERS, FLSA/Position Management Updates
Follow the guidance outlined under Step 5: KPERS, FLSA/Position Management Updates in the Employee Will Receive Back Pay section, including KPERS termination requirements and mid-pay-period limitations.
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