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Complete the following steps: 

 Step Action 

 
 
 
 
 
 
Enter 
Effective 
Date of 
Transaction 

5.  From the Job Change Details section, enter in the Effective Date of the 
transaction (YYYYMMDD). 
 

 
Alternatively, you can click the calendar icon, and select the effective date. 

 
 
Important!  The effective date 
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Complete the following steps: 

 Step Action 

 
 
Save Job 
Change 

8.  Scroll to the bottom of the Job Change form and click the Save button. 

 
 

Note:  You can continue to the next step or exit the Job Change form and 


