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This Organizational Management Alert includes:

· A review of the importance of properly maintaining and updating addresses for organizations and positions.  Changes due to Reorganizations, Office Relocations, Office Closures, and Position Transfers or Relocations   - IT1028, ST Main Address for Organizations and Positions must be updated. 
This alert serves as a reminder to agencies of the importance of ensuring work address is updated when a reorganization or an office relocation occurs.  

On November 16, 2007, a memorandum entitled “IT1028 (Main Address) for Organizations and Positions” was sent to all HR Directors from Deputy Secretary James A. Honchar announcing a new program to support continuity of government planning.  Agency HR offices were asked to compile and provide work location information to populate Infotype 1028, subtype Main Address, in SAP.  Detailed information regarding this was included in Organization Management Alert 2008-1 (IT1028, ST Main Address for Organizations and Positions). 
The following information is outlined in the EUP’s and is being presented in this Alert to bring special attention to these issues.  
· The Main Address is required for all organizations.  The Main Address is only required on positions when the organizational unit’s address does not match the position’s address.  When completing the Main Address infotype, the required fields are:  Street, City, State, ZIP, Country (i.e., U.S.) and Phone Number
· IT1028, ST Z001 (SRM Plant Address) must also be created and maintained on the organization in addition to ST Main.   The SRM Plant Address subtype is being maintained for a different purpose and must still be saved during the OM Organizational action.
· The first field on the Mail Address infotype is Address Supplmt.  The Address Supplmt field will be blank in most cases; however, a Supplmt code may be populated for some records.  This code will be used as a cross-reference to a listing of Commonwealth owned and leased properties maintained by the Department of General Services.  
· The Main Address should always be a street address; use a rural route address when a street address is not available.  DO NOT use a post office box style address.
· When creating a new organization, IT1028 Main will be provided in the PQ10 action.  If changes are being made to the organizational unit and the main address changes, use PO10 to copy and update the new main address.
· When creating a new position (including the Federal/Business Associate), IT1028 Main will be provided.  To bypass the infotype when an update is not required, select the yellow up   [image: image1.bmp] icon to skip the screen.  DO NOT use the green back button.
· The IT1028 Main Address will only be presented during the reclassification action (ZPQ13 – ZSR Reclass Position) if an existing IT1028 Main Address is currently maintained on the position.  Therefore, the following must occur during a reclass action:   
· If the Main Address is present, determine if the infotype is still valid (i.e., position address is different than the Main Address found on the organization).  If yes, make any changes, if necessary, and save the infotype.  If the infotype is no longer valid (i.e., Organizational address is correct), delimit the Main Address on the position using PO13 after the reclassification action has been processed. 
· If no previous Main Address infotype was being maintained on the position, then IT1028 ST Main will not be presented during the reclass action.  Remember, during reclass action, you are presented with a previous copy of the infotype.  If IT1028 Main does not exist on the position, then the infotype is not presented during the reclassification action.  If a Main Address infotype is required on the position after the reclassification action is completed and was not presented during the action, use PO13 to create the infotype.  
It is also imperative that agencies complete a review of all addresses to make sure they are still accurate from past activity.

 

A report can be run using the PPI_SAP_WFT_POS_IRIS in IRIS to review all work addresses for positions and use the ADDRESS_IND field in that view to quickly determine whether the address is coming from the ORG or Position Infotype in SAP:

 

ADDRESS_IND (‘Address Indicator’ – Value ‘P’ if Work Address fields reflect data from IT1028 at the Position Level; Value ‘O’ if Work Address fields reflect data from IT1028 at the Organization Level;)
If you have problems creating the report using IRIS, please submit a Reporting Help Desk Ticket for assistance.
Also, some inconsistencies have been identified by the Office of Administration.  This report will be reviewed and where necessary, specific agencies will be contacted to make any changes or corrections.

If you have any questions regarding this alert, please submit an Organization Management Help Desk Ticket.  
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