Personnel Administration Alert
2019-10
Issued 08.23.2019

Please distribute this alert to any users within your agency who are responsible for processing human resource transactions, personal data and benefit enrollments.
Addition of ‘Undeclared’ Gender Option in Employee Self Service (ESS)
· Information regarding the addition of ‘Undeclared’ gender option in ESS.
Effective July 28, 2019, the ‘Undeclared’ gender option was added to infotype 0002 (Personal Data) and infotype 0021 (Family Member/Dependents) in SAP.  Effective August 26, 2019, the ‘Undeclared’ gender option is being added to the following data screens in ESS:

· Personal Data
· Emergency Contact 
· Family Member/Dependents
Below are screenshots of how the gender options will appear in ESS. 
Personal Data: Detail
 
Emergency Contact: Detail
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Family Member/Dependents: Detail (This screen will only appear in ESS if an employee is eligible for benefit enrollment/changes via ESS such as PEBTF Open Enrollment.)
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Please Note:  The gender options are in DISPLAY MODE ONLY for the employee and dependent information.  Therefore, employees are unable to go into ESS and make any updates to their gender and/or their dependents.  The employee will have to contact the HR Service Center or the Human Resource office for Independent Agencies not supported by the HR Service Center to have either their or their dependents gender updated in SAP.  Per the Gender Transition Guidelines administered December 15, 2016 by the Office of Administration, no documentation is required to support a gender change in SAP.
Questions? 
If you have any questions regarding the Addition of ‘Undeclared’ Gender Option in Employee Self Service (ESS), please submit an HR help desk ticket under the Personnel Administration category.  
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