Personnel Administration Alert
2019-03
Issued 03.18.2019

Please distribute this alert to any users within your agency who are responsible for accessing personnel records and processing human resource transactions.
 New Military Service Infotype (IT9014)
· Information regarding the addition of IT9014 (Military Service) for employees with Military Service.
· Revised Alert (07.31.2019): This revision provides additional information regarding the maintenance of IT9014 (Military Service).

Effective March 25, 2019, Infotype 9014 (Military Service) will be available to maintain and track data for employees with military service. The new infotype will provide a central data collection system that will help the Commonwealth administer and support programs for employees who have served in the United States Armed Forces.
IT9014 Overview
The infotype will identify employees who have confirmed and/or self-disclosed military service according to multiple sources of data. A new ‘Military Service Indicator’ will be populated automatically based on selections in the ‘Confirmed’ and ‘Self-Disclosed’ military source sections and cannot be maintained directly. If any of the military sources in the ‘Confirmed’ section are checked, the ‘Military Service Indicator’ will show as ‘Confirmed’. If military sources are only checked in the ‘Self-Disclosed’ section, the ‘Military Service Indicator’ will show as ‘Self-Disclosed’.
Please refer to the Data Element Help in SAP to obtain a description of each source indicator. Select ‘F1’ on the keyboard when displaying the infotype.
IT9014 is a shared infotype for employees who are dual hires. If an employee is dually-hired and the infotype exists on the primary position, the infotype will be automatically created under the dual hire personnel number with the same data as the primary position.  If IT9014 is changed on either personnel number, the other personnel number will be updated automatically.

Users with the following roles will be provided display and maintain access to IT9014:
· YPC>HR_SERVICE_REP_COPA

· YPC>HR_SERVICE_REP_OA_COPA

· YPC>HR_SYSTEMS_ADMIN_COPA

· YPC>HR_ADMIN_ADVSR_COPA

Users with the following roles will be provided display only access to IT9014:

· YPC>HR_ADMIN_VIEWER_COPA

· YPC>EMPLYMNT_ADVSR_COPA
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Infotype Maintenance and Transaction Processing
On March 27, 2019, an initial mass load will occur to populate this infotype for employees under the Governor’s jurisdiction and within independent agencies who have been identified as having confirmed and/or self-disclosed military service.
Agencies will not be required to maintain information on the infotype. Quarterly programs will run in February, May, August and November to keep all confirmed source indicators up-to-date with the following exceptions:

· Certified Veteran Applicant: updates will be performed manually by the HR Service Center (HRSC) and communicated through the ‘Certified Veteran Applicant’ field in E-PAR. See Personnel Administration Alert 2019-01 New Certified Veteran field in E-PAR (Hire Actions) for further details.  

· Agency-Verified Military Service: updates will be performed manually by the HR Service Center (HRSC) for employees who submit documentation and want to be recognized as part of the Military Service Recognition Campaign. See Personnel Administration Alert 2019-08 New Military Service ESS Service and SAP Military Service Report for further details.
· Agency-Verified Military Service: independent agencies will be responsible for maintaining this confirmed source indicator on an as-needed basis when employees present verifiable documentation during the normal course of business.
IT9014 will be presented as part of the infotype sequence for hire, rehire and return from furlough transactions. The HRSC will create, update or bypass the infotype accordingly when processing a hire request. 
Independent agencies not served by the HRSC should process the infotype as follows:
1) For employees who disclose military service or veteran status on an employment application and provide documentation verifying their prior service, check the ‘Agency-Verified Military Service’ confirmed source indicator and save the infotype. 
2) For employees who disclose military service or veteran status on an employment application and prior service is NOT verified, check the ‘Employment Application’ self-disclosed source indicator and save the infotype.
3) For employees without prior military service, bypass the infotype.
Additionally, updates to the self-disclosed source indicators will occur automatically for Onboarding hires on a nightly basis and on an ad-hoc basis via an ESS Survey planned for later this year. Further information regarding the ESS Survey will be provided when the service becomes available.
Infotype Reporting

IT9014 has been added to the Logged Changes (S_AHR_61016380) transaction to retain history of all updates to the infotype.
The ‘Certified Veteran Applicant’ source indicator will be an available field on both the selection screen and data output for the PA40 Actions Report (Y_DC1_32000565) transaction.
[image: image2.png]HR PA40 Actions Report
DG

Date Selection

Changed On Date. 01/01/2013[3)
Start Date.

o
o

03/13/2019

Further Selection Crfceria

Personnel Number
Business Area a1
Personnel Subarea

Employee Group.

Employee Subgroup

Organizational Unit

Job 14

Action Reason Code

Budget Fund

Budget Fund Center

Postion Type Service

i Service Cert No

o
o
o
o
o
o
o
o
o
o
o
o





A standard report is also being developed to allow agencies the ability to report on Military Service data.  Agencies will be notified when the report becomes available later this year. 

SAP Veteran Qualifications

Effective immediately, agencies should cease tracking military service using SAP Qualifications, since doing so would be duplicative of the data captured on IT9014.  SAP Qualifications previously utilized to track Agency-Verified and Self-Disclosed military service have been renamed as follows:  

· Qualification ID 50410980 from ‘US Veteran’ to ‘DO NOT USE - US Veteran’
· Qualification ID 50407878 from ‘SD US Veteran’ to ‘DO NOT USE – SD US Veteran’
Questions? 
If you have any questions regarding the tracking of Military Service, please contact the HR Service Center at 866.377.2672 or submit an HR help desk ticket under the Personnel Administration category.  
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