Personnel Administration Alert
2019-07
Issued 07.26.2019

Please distribute this alert to any users within your agency who are responsible for processing human resource transactions, personal data and benefit enrollments.
Removal of Forms of Address on Infotype 0002 (Personal Data) and Utilization of the ‘Undeclared’ Gender Option in SAP and Onboarding
· Information regarding the removal of Forms of Address on infotype 0002 (Personal Data) and utilization of the ‘Undeclared’ gender option in SAP and Onboarding
Effective July 28, 2019, the following Forms of Address on infotype 0002 (Personal Data) will be removed from the “Form Addr.” field in SAP:  
· Mr

· Mrs

· Ms

· Miss

Moving forward, the only Form of Address option available to users in SAP in the “Form Addr.” field on infotype 0002 (Personal Data) will be ‘Dr’.  All correspondence generated and sent to an employee from the HR Service Center is now addressed to the employee’s first and last name.  The only exception shall be if a user or employee selects the Title/Form of Address ‘Dr’, in which case the correspondence will be addressed to ‘Dr. FIRSTNAME LASTNAME’.  Below is a screenshot of how the gender options will appear on infotype 0002 (Personal Data) in SAP:
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All active employees who currently have ‘Mr’, ‘Mrs’, ‘Ms’ or ‘Miss’ in the “Form Addr.” field will have a blank value moving forward on each infotype 0002 (Personal Data) field in SAP on each individual record.  All ‘Mr’, ‘Mrs’, ‘Ms’ or “Miss’ Form of Address records currently in SAP will be removed.  If research is needed on a Form of Address previously utilized on an infotype 0002 (Personal Data) record for an employee, the Logged Changes in Infotype Data Transaction (S_AHR_61016380) should be utilized.
‘Mr’, ‘Mrs’, ‘Ms’, and ‘Miss’ are also being removed from the Onboarding and E-PAR applications and will no longer be utilized.

In conjunction with the removal of Forms of Address in SAP, effective July 28, 2019, an ‘Undeclared’ gender option will be available for use on infotype 0002 (Personal Data) infotype 0021 (Family Member/Dependents).  Below are screenshots of how the gender options will appear on infotype 0021 (Family Member/Dependents) in SAP:
Infotype 0021 (Family Member/Dependents), Subtype 1 (Spouse) 
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Infotype 0021 (Family Member/Dependents), Subtype 7 (Emergency Contact) 
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The ‘Undeclared’ gender option is also being added to the Personal Information and Emergency Contacts tour stops in Onboarding and will update infotype 0002 (Personal Data) and infotype 0021 (Family Member/Dependents), subtype 7 (Emergency Contact) accordingly. 
Questions? 
If you have any questions regarding the Removal of Forms of Address on Infotype 0002 (Personal Data) and Utilization of the ‘Undeclared’ Gender Option in SAP, please submit an HR help desk ticket under the Personnel Administration category.  
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