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State of Kansas 

Update Profile – Non-Employee 
Statewide Management, Accounting, and Reporting Tool 

Step Action 

1 **Only the KAP_AGY_T_E_MAINTAINER and KAP_CEN_T_E_MAINTAINER 
roles have access to perform this function. 
 
Navigation: Travel and Expenses>Manage Employee Information>Update 
Profile 
 

2 On the search page, click on the Add New Value tab. 

3 Enter a unique “Employee ID” This number must be a unique value, statewide.  
Suggested schema for this number is: 
First 5 digits agency number followed by a 5 digit sequential number 
Example 1730000001 
***Do not use an alpha character to start this number 
 

 
 
Click Add 
 



11/19/2012 3:26:00 PM Jobaid_Addingnon-Employee4T&E_20100720              2 

 

Step Action 

4 Fill out all highlighted fields 
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Step Action 

5 Click on the organizational data tab and fill out all highlighted fields.  The 
Fund, Bud Unit and Program fields are optional. 
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Step Action 

6 Click on the bank accounts tab, and click on the Bank Account icon. 
 

 
 

7 Enter the Bank Name and Branch Name if known (these fields are not 
required) 
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Step Action 

8 Select the look up next to the Bank ID Qualifier field  

 
 

9 Select the value “001”. 
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Step Action 

10 Select the look up next to the Bank ID field  

 
 

11 Enter the new routing number and click the Look Up button. 

 
 

12 Click on the desired routing number in the External Bank Id column. 
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Step Action 

13 Enter the employee’s Bank Account number in the Bank Account Number field. 

 
 

14 Select the look up next to the DFI Qualifier field 
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Step Action 

15 Always select the value “01” 

 
 

16 Click the drop down box next to the Account Type field and select the 
appropriate type of account. (Check Acct and Savings will be the most 
commonly used account types) 

 
Click the OK Button 
 

17 Verify that the Payment Method is “Automated Clearing House”.  Make sure 
the Default check box is selected for the account. 
 

 
18 Click the Save button. 
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Step Action 

19 Once the profile has saved, click on the Organizational Data tab.  A yellow 
“Validate” button will appear.   

 
Click this button to Validate the employee profile.  Verify that the “Valid for 
Expenses” field is Yes. 

 
20 Task Complete 

 


