Personnel Administration Alert
2019-08
Issued 07.31.2019

Please distribute this alert to any users within your agency who are responsible for maintaining personnel records and processing human resource transactions.
 New Military Service ESS Service and SAP Military Service Report
· Information regarding a new Military Service ESS service for employees to add/update and review active military service records on SAP Infotype 9014.
· Information regarding SAP Transaction Y_A1D_14000634 “Military Service Report”.
Effective July 29, 2019, a new Military Service ESS service is available to employees to review and update military service information on IT9104. The Military Service ESS service can be accessed from the left-hand navigation panel, under the “Personal Information” heading:
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Employees who do not have an active military service record on IT9104 will receive a “Military Service: Add” screen upon entering the ESS service:
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Employees with an active military service record on IT9014 will receive a “Military Service: Overview” screen upon entering the ESS service and can review Military Service Sources currently stored on the infotype. The “Military Service Sources” section reflects data from the active record stored on IT9014 and is not editable by the employee.  The employee may ‘right-click’ a checkbox and select “More Field Help” to view a description for each source indicator:
[image: image3.png]Military Service: Overview
R — .

| = L




Employees may add or edit self-disclosed military information on either the “Military Service: Add” or “Military Service: Overview” screens. Employee submissions will update the “Self-Disclosed” section of IT9014 and place a checkmark in the “Employee Self-Service” checkbox (if not previously checked) and update the associated self-disclosed fields (Military Service Years, Last Branch of Service, Currently Serving in Guard or Reserves and Do Not Recognize for Military Service).
If an employee adds or edits self-disclosed military information, a new IT9014 record will be created. The new record will populate with a Start Date equal to the employee’s date of submission and will retain all prior military service data from the previous record (if applicable). 
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Employee Military Service Recognition Campaign

Submission of data into the ESS Service will only update the employee’s “Self-Disclosed” indicators as described above.  This update is not sufficient for the employee to be recognized as part of the Military Service Recognition initiative. To be eligible for recognition, the employee must meet the following conditions:

· The “Military Service Indicator” on the employee’s IT9014 must be “Confirmed” (as depicted in the screenshot above).


· The “Do Not Recognize for Military Service” checkbox must be unchecked. 
Employees who do not yet have “Confirmed” military service must utilize Ask HR (via ESS) to submit a “Military Service Recognition” Quick Case, with attached supporting documentation (such as a Form DD-214 or other military documentation), to the HR Service Center (HRSC).  An HRSC representative will review and confirm the submitted documentation.  Upon confirmation, the HRSC representative will update IT9014 by checking the “Agency-Verified Military Service” checkbox which will automatically update the “Military Service Indicator” to a “Confirmed” status. Communication regarding an employee’s military service confirmation status will be sent from the HRSC representative directly to the employee.  
Detailed instructions explaining the confirmation process will be sent to employees in agencies participating in the recognition campaign.

Standard Report

A military service standard report (transaction Y_A1D_14000634 – “Military Service Report”) is now available in SAP.  This transaction may be utilized to produce a variety of reports from IT9014 regarding an employee’s current and prior military service records.  Specifically, this report will enable users to generate lists of employees eligible for annual recognition events and to obtain counts of employees with confirmed and/or self-disclosed military service. 
The following roles will provide access to the standard report:

· YPC>HR_SERVICE_REP_COPA

· YPC>HR_SERVICE_REP_OA_COPA

· YPC>HR_SYSTEMS_ADMIN_COPA

· YPC>HR_ADMIN_ADVSR_COPA

· YPC>HR_ADMIN_VIEWER_COPA

· YPC>EMPLYMNT_ADVSR_COPA

The attached “Report Instructions” document provides specific direction to compile lists of employees eligible for the Military Service Recognition Campaign, as well as general instructions for creating ad hoc reports which utilize data from IT9014.     
Questions? 
If you have any questions regarding the New Military Service ESS Service please contact the HR Service Center at 866.377.2672 or submit an HR help desk ticket under the Personnel Administration category. For questions pertaining to the New SAP Military Service Report, please submit an HR help desk ticket under the Personnel Administration category.
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