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OFFICE OF HUMAN RESOURCES MANAGEMENT
EMPLOYEE SERVICES AND LABOR RELATIONS DIVISION (ESLR)

QUICK REFERENCE GUIDE: Updating the Race and Ethnicity Information in SAP
Infotype 0077 — Additional Personal Data

Purpose

This guide provides methods to create and update the Race and Ethnicity information in SAP using transaction PA30.
Instructions include:

e Logging into SAP.
e Entering the race and ethnicity information.

Additional Information

Human Resources (HR) Liaisons are expected to enter the race and ethnicity either at the time of the new hire action (if available)
in SAP, or by way of visual survey after the employee begins their first day of work.

Questions/Assistance

For assistance please contact the ESLR Analyst assigned to your agency.
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Use the following steps to update employee’s records race and ethnicity.

Step | Action

Visual

Open SAP Application

Click the SAP Icon on your desktop.

f

SAP Logon

Select SAP Production Environment

2 Highlight and Click open ECC-PRD-ERP
(You may only have one item listed).

Log On Varisbte Logon... | [ & TF L] I G2 [2¢

* L[ Name + Gystem Desaription SID | Group/Server Inst...
- E|rgsw Dev - BWD BWD pgchwd00.5ap.m... 10
» E|rgaw sax- sws BWS  pocbwsDO.sap.m... 00
128w Prd- P BWP  pachwp00.sap.m... 90
188w QA- BWQ BWQ  pochwo00.sap.m... 20
5 - BW Parallel DEV System BWi PGCBWDTOsap... 10
- BW Parallel Q/A System BW2  PGCBWQTD.Sap.... 20
in BWT  pocbwb00.sap.m... 70

El

BECC -

n RT  pgeerb00.sap.my... 70
{ERECC Dev- ERD R

pgcerd00.sap.my....

D
L_[' C Prd- ERP
['ECC QA- ERQ RQ  PGC [
JBECC 5BX- ERS S pgeers00.sap.my... 00
BER1 - ECC Parallel DEV System ER1 PGCERDTO.sap. 10

JBER2 -~ ECC Parallel Q/A System ER2  PGCERQTOS3p.. 20

Log Into SAP

Enter your user name and password.

SAP

New password

Client 110 Infgrmation
“pn System!
u 1
ser A <
Password | RERRRRwaooaod nty Production System

Logon Language EN
Clients:

110 : ERP Production Client

*** To reset your password, contact the HelpDesk***
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Use Easy Access Screen to Execute Transaction | 4 ot Favogmes  Extrgs
4 . © I
Enter transaction code PA30.
SAP Easy Access - User Men
[ [& HRmasterdata Edt Goto Extras Utiities Setting System  Hep w |
~ ST Geee LT
Maintain HR Master,
1. Search for the employee by clicking the “Pick . <:IQ
List” icon to display search options. Enter the [ ® [ romel o o <:|
data in the appropriate fields and hit enter: ~ 48 peron
* (0 Collective search help
| Bas Pasoral 0ot | Adobons Enployes 0ata | Vs/19/Etcty
N: Last name - First name C: Personnel ID Number K: Organizational 3s...
- Infotype Text S.. Penod
Last name | | 0000 Actions * Period
| 0002 Personal Data Today Curr.week
| 0006 Addresses Al Current month
5 | 0007 Planned Working Time From curr.date Last week
. 0008 Basic Pay To Current Date Last month
Choose the employee’s name you intend to I 0105 Commuricaton QumentPerod__ Ocurent Yexr
update. | e
, Diactswhcion Q
ey . Infotype
2. Enter 0077 for Additional Personal Data into l ” :":I
the “Infotype” field and hit enter on your
keyboard.
: lcapd
3. Click the “Create” icon. ' —
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1V -dBC@@ CHE Do EE @
Create 0077 Additional Personal Data
B2
Enter the employee’s ethnicity and race Personnel No 56431 Name Sample, Sally
EE group 1 Active Personnel ar 3750 Permitting Inspections Enforce
1. Usethe “Drop down” menus to select the EE subgroup 01 Permanent FT Status Active
appropriate ethnic category. Start 88/21/2016 To 12/31/9999

2. Click the box that identifies the correct race for
Additional Personal Data

6 the employee.
Ethnic origin - Q
Note: Do not choose more than one race types. If the Ethnicity(New) hd

employee identifies as two (2) or more races,

there is an option for that designation. Race Data

% Race Category |

American Indian/Alaskan Native
Race Data Asian
o Race Category Black or African American
Two+ Races <|:| \l\/ﬁ;:: Hawaiian/Pacific Islander -

4 '

Military status

Medicare
Evamnt fram EEM

You will see a warning. This warning has no impact,

nor does it require an action on your part.

7 A ) _— R .
Continue to hit the enter key on your keyboard until /1y Ethnicity(New) field maintained thus Ethnic origin field is disregarded

the information is saved.
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