Enterprise Services Communication – 03/26/2013
What?
Communication InfoType IT0105, E-mail Subtype 0010 will now appear during certain Personnel Actions (PA40)
Who?

HR and Payroll professionals
Why?
Ensure that employee email is entered and remains up-to-date
When?
Distribute immediately
Message:
Effective 3/26/2013, Human Resource Management System Communication InfoType IT0105, E-mail Subtype 0010 will come up during the following Personnel Actions (PA40):
· new hire (U0) after IT 0006 Addresses

· rehire (U6) after IT 0006 Addresses

· quick hire (UI) after IT 0006 Addresses

· rehire quick hire (UK) after IT 0006 Addresses

· concurrent appointments (UM) after IT0016 Contract Elements

· appointment change (U3) after IT0016 Contract Elements

Agency actions required
· Hire Action:  Enter the employee’s work email address.  

· If you do not know the email address at the time of the new hire, click the next record button to move to the next infotype.  
· Enter the email address using Maintain HR Master Data PA30 as soon as you obtain it.
· Separation Action:  Delimit the Communication Infotype IT0105, E-mail Subtype 0010.
· For specific instructions, refer to the OLQR procedures for the hiring actions.

Questions? Contact:
Service Center: (360) 664-6400
Email Contact: servicecenter@des.wa.gov
