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Change the Date of a Pending Contract 

 
Introduction This guide provides a workaround for changing the Contract Begin Date 

of a contract that is in a Pending status. 

 
Information This procedure is used when the contract has already been created and 

the member requests a change to the re-enlistment date after the fact. 

 
Procedures See below. 

 

Step Action 

1 Click on the Career Management tile. 

  
 

2 Select the Contract Data option. 
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Change the Date of a Pending Contract, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Enter the Empl ID, ensure the Correct History box is checked (any time you are 

going back into a contract), and click Search. 

 
 

 

 

Continued on next page 
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Change the Date of a Pending Contract, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Select the appropriate Contract. 

 
 

5 Update the Contract Begin Date. Click Save and then click Return to Search. 

 
 

 

Continued on next page 
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Change the Date of a Pending Contract, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 Click the Contract you are updating again. 

 
 

7 Click the Contract Type/Clauses tab. 

 
 

 

Continued on next page 
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Change the Date of a Pending Contract, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 Change the Effective Date. It should match the date entered in the Contract 

Status/Concept tab. Select the Reason/Oath Info tab.  

 
 

9 Enter the new Member Signature Date. Click Save. 

 
 

10 Once the transaction is saved, it updates immediately and the technician can 

then run a new DD4 or Extension contract. 
 

 

 


