Personnel Administration Alert
2011-16
Issued 10.21.11

Please distribute this alert to all users within your agency who are responsible for transactional and time and attendance information in SAP.
Personnel Number Locked by User 

· Information regarding an error message that indicates the employee’s record is locked or being processed by another user
HR professionals that attempt to access an employee’s record and receive an error message indicating the employee’s record is locked or being processed by another user must contact the agency’s IT help desk for assistance.  The IT help desk will submit a remedy ticket to resolve the issue and unlock the user profile.  When submitting the remedy ticket, IT help desk staff should select the following categories: 

· Tier 1
SAP Support
· Tier 2
SAP – Desktop

· Tier 3
User Lock

Agencies should not enter an E-PAR or HR help desk ticket to unlock the employee’s record.  
Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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