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Date 
	
2/18/2026 – The last update of this job aid was 01/08/2025.

If you find errors or omissions or have other suggestions for this job aid, log a Kansas Service Desk ticket with Expense as the Category.
	

	
Purpose

	
This job aid discusses:

· Reimbursing expenses for employees of another agency.

· Employee IDs and unique profile IDs.

· Updating employee profile detail.

· Authorizing expense users.

See job aid titled “EX Approvals…:” for discussion of reassigning an expense document for approval and assigning approvers to profiles.

An expense document may be a cash advance (CA), travel authorization (TA), or an expense report (ER).
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                                                   Overview

An employee must have a valid employee profile for an agency for that agency to reimburse them through the Expenses module.

Bank Account information does not flow from SHaRP to SMART.  For expense reimbursements, Bank Account information must be entered or updated directly in the Expenses module.

An employee who is an authorized expense user can view or modify expense transactions on behalf of another employee.  An authorized user is also referred to as a proxy to the employee.


        Reimbursing Expenses for an Employee of Another Agency

Best practice is for the employee’s agency to reimburse the employee as usual and create an interfund to receive payment from the agency reimbursing the employee’s expenses.

Using this method, there is no need for the reimbursing agency to create a unique profile ID.





	
	            
                    Employee IDs and Unique Profile IDs

A person working for an agency is considered an employee if they have an Employee ID for the agency in SHaRP.  They will automatically have an Employee Profile in Expenses module under the same SHaRP Employee ID.

The format for an employee ID is an alpha character followed by a 10-digit number.  For example, K000987654, J000123456, W000024680.

                            ----------------------------------------------------------

A person working for an agency is considered a non-employee if they do not have an Employee ID for the agency in SHaRP.  They will not automatically have an Employee Profile in the Expenses module.

For a non-employee, the agency must create an Employee Profile in the Expenses module using a unique profile ID.  Navigation:  Expenses >Employee Infor & Security > Employee Profile > Update Employee Profile >+Add a New Value.  Follow instructions under Updating Employee Profile Detail.

The format for a unique profile ID is 11 alphanumeric characters.  The first 3 characters should be the agency number (do not start with an alpha character), the remaining 8 characters may be any combination of alphanumeric characters.  For example, 17312345678, 264ABCDEFGH, 1730000JDoe.

The unique profile ID is for use only in the Expenses module.

If they reimbursement to the employee is 1099 reportable, the payment should be made via the AP module rather than the Expense module.




	
Updating Employee Profile Detail

Bank Account information does not flow from SHaRP to SMART.  For expense reimbursements, Bank Account information must be entered or updated directly in the Expenses module.
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Navigate to update the Employee Profile. 

	
Navigation:  Expenses > Employee Info & Security > Employee Profile > Update Employee Detail.
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Enter the Empl ID.

Click Search.

	
[image: the Employee Profile (Edit)-Find an Existing Value page with begins with field and Search button called out with a box.]

The screenshot above shows the Search by Empl ID, other Search by criteria may be used. 
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On the Employee Data tab, enter or modify fields as needed.

















Click Save.

	
[image: the Employee Profile - Employee Data page with Employee Data tab, and Telephone and Personnel Status fields called out with a box.]

Fields:

· Telephone – For an employee, leave blank.  For a non-employee, if the non-employee has a SoK employee ID in SHaRP for another agency, enter the employee ID.  For an employee, leave blank.

· Personnel Status – For an employee, select Employee.  For a non-employee, select Non-Employee.
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On the Organizational Data tab, confirm the Default Profile box is checked for your GL Unit.

If not, check the box.

Enter or modify fields as needed.



















Click Save.

	
[image: the Employee Profile - Organizational Data page with Organizational Data tab, row count, Default Profile, Department, and ID fields, and Default ChartField Values tab called out with a box.]

Fields:

· Department – Select the department.

· (Supervisor Information) ID – Select the SHaRP employee ID for the employee who will be the first level approver, HR Supervisor for expense documents.  The first level approver, HR Supervisor may be a different employee than the employee’s supervisor for work assignments, evaluations, etc.  Hit the Tab key, confirm the name that shows is correct.

· Default ChartField Values (optional) – Except for a select few, most fields will default blank from SHARP. User may select values which will auto populate in expense documents but may be modified on the expense documents.
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On the Organizational Data tab, confirm the Valid for Expenses field shows Yes.

If not, check the box, if a Validate button shows, click the Validate button, click Save.  

	
[image: the Employee Profile - Organizational Data page with Organizational Data tab and Valid for Expenses field called out with a box.]
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On the User Defaults tab, enter or modify fields as needed.



















Click Save.

	
[image: the Employee Profile - User Defaults page with User Defaults tab and Expense Defaults caption called out with a box.]

Fields:

· Expense Defaults (optional) – Select values which will auto populate in expense documents but may be modified on the expense documents.
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On the Bank Accounts tab, confirm the Default Profile box is checked for your GL Unit.

If not, navigate to the Organizational Data tab and check the Default Profile box for your GL unit.


	
[image: the Employee Profile - Bank Accounts page with Bank Accounts tab and Default Profile, Payment Method, and Bank Account # fields, and Default box and add button called out with a box.]

Fields:

· Payment Method – Select Automated Clearing House.

· Bank Account Info – Click the link on an existing row or click + to add a row.  Click the Bank Account icon.  Confirm the Default box is checked for the row.
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On the Pay to Bank 
Accounts page, enter or modify fields as needed.
























Click OK.


Click Save.


	
[image: the Pay to Bank Accounts page with Bank ID Qualifier, Bank ID, Bank Account Number, DFI Qualifier, and Account Type fields called out with a box.]

Fields – Required fields are below, all other fields are optional:

· Bank ID Qualifier – Select 001.

· Bank ID – Select the Beneficiary Bank (the bank expense reimbursements will be deposited to.

· Bank Account Number – Enter the bank account number.

· DFI Qualifier – Select 01.

· Account Type – Select Checking Account for a checking account, select Time Deposit for a savings account.
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Authorizing Expense Users

An employee who is an authorized expense user can view or modify expense transactions on behalf of another employee.  An authorized user is also referred to as a proxy to the employee.
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Navigate to authorize expense users. 

	
Navigation:  Expenses > Employee Info & Security > Security > Authorize Expense Users.
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To search by Employee ID, enter the  
enter the employee’s Employee ID.

To search by User ID, select User ID for the Search By and enter  the employee’s SMART User ID.


Click Search.

	
[image: the Authorize Expense Users page with Search Value field and Search button called out with a box.]

Click Employee ID to authorize multiple SMART user IDs for one employee ID. Enter the Employee ID.  

Click User ID to authorize multiple employee IDs for one SMART user ID.
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To add an authorized expense user, click + on any row.

If Search Type was  Employee ID, enter the Authorized User ID.

If Search Type was User ID, enter the Empl ID.

Hit the Tab key, confirm the name that shows is correct.

Click Save.













To delete an authorized expense user, click - on the row for the authorized user.

Click OK.

Click Save.

	
[image: the Authorize Expense Users - Employee page with Authorized User ID field and add, remove, and Save buttons called out with a box.]

The screenshot above shows the search by Employee ID.  The results include the employee’s SMART user ID and SHaRP employee ID, and the SMART user IDs for which the employee is an authorized user.

[image: the Authorize Expense Users - User page with Empl ID field and add, remove, and Save buttons called out with a box.]

The screenshot above shows the search by User ID.  The results include the employee’s employee ID and the employee IDs for which the employee is an authorized user.




[image: a pop up message reading "Delete current/selected rows from this page? The delete will occur when the transaction is saved" with OK button called out with a box.]
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