Personnel Administration Alert
2011-10
Issued 6/24/2011

Please distribute this alert to any users within your agency who are responsible for personnel administration.
Employee/Emergency Contact Reports 

· Information regarding a new Standard R/3 Report                                     Transaction Code: Y_DC6_14000171
A new report has been created within SAP that allows HR offices to select and filter either employee contact information or emergency contact information for all employees within the agency. This report will also allow HR offices to identify employees who have not provided emergency/employee contact information.  
The report shares the data maintained in Employee Self Service and within IT0006 – Address and IT0021 – Family Relationship. To ensure that this contact information remains up to date in SAP, HR offices should run the standard Employee/Emergency Contact Reports regularly.
Roles with Access to the Report 
HR Admin Viewer COPA

HR Service Representative

HR Admin Advisor COPA

HR Service Representative (OA)

HR Systems Admin (OA)

Report Instructions
Open the alert attachment for detailed instructions on how to run the standard Employee/Emergency Contact Reports.  The reports can be created for individual employees, organizations or for the entire agency. 
Questions? 
If you have any questions regarding these report instructions, please submit an HR help desk ticket in the reporting category.  You may also call the HR Service Center, Business Information & Support Division at 877.242.6007, Option 4.
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