20 October 2023

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.

Career Management

Ty

2 Select the Contract Data option.

1 AD 6th or 10th Yr Anniversary

F| Agreement to Extend/Reextend

F| Board Images

F Contract Data

| DD-4 Enlistment/Reenlistment
1 Ext/Rext within 30 days Report

F Extensions not Executed

F Obligated Service Report

Continued on next page



20 October 2023

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.

Update Confracts

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘ Add a New Value ‘

w Search Criteria
Empl ID | begins with v | 1234567 Q

Contract Number | begins with v| ‘

Name | begins with V| | ‘

I Last Name | begins with V| | ‘

Second Last Name | begins with V| | ‘

Alternate Character Name | begins with V| | ‘

® Include History [BlCorrect History (JCase Sensitive

Basic Search & Save Search Criteria

Find an Existing Value Add a New Value

Continued on next page



20 October 2023

Change the Date of a Pending Contract, Continued

Procedures,

continued

Step

Action

4

Select the appropriate Contract.

Update Contracts

| Find an Existing Value | | Add a New Value I

Enter any information you have and click Search. Leave fields blank for a list of all values.

* Search Criteria
EmpIID | begins with | 1234567 Q|

Contract Number | begins with V‘ | ‘

Name | begins with V‘ | ‘

Last Name | beqgins with V‘ | ‘

Second Last Name | begins with V‘ | ‘

Alternate Character Name | begins with V‘ | ‘

8 Include History Correct History (] Case Sensitive

Basic Search Ef Save Search Criteria

View All 1-4 of 4]v]

Empl ID Empl Record Contract Number Name Second L Last Name Alterna Contract Begin Date Contract End Date Contract Status|
1234567 | (blank) 0001 Malone, Post  (blank)  Malone (blank) 04/02/2001 (blank) Active

1234567  (blank) 0002 Malone, Post | (blank) Malone (blank) 04/20/2010 (blank) Active

1234567  (blank) 0003 Malone, Post | (blank) Malone (blank) 05/21/2014 (blank) Active

1234567 (blank) 0004 Malone, Post | (blank) Malone (blank) 02/06/2020 (blank) Active

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

February 2020
Comment

Contract Template ID

Initializ
2 3 4 5 6

Provider ID 9 10 11 12 13 14 15

Contract Content  Qbligated servic| 16 17 18 19 20 21 22

Memberis sellinf 23 24 25 26 27 28 29

Save I Return to Search I Previous in List ' Current Date :

[ Contract Status/Content I I Contract Type/Clauses [ Reason/Oath Info I Contract Leave I Mbr Service Dates [ Contract Approval >
Malone, Post. Person ID 1234567
Contract Data
Contract Number 0004 "Contract Status | Active El
Contract Begin Date ]02/07/2020 Contract Expected End Date  02/06/2023
Contract End Date Calendar 'I gulatory Region |AD Q

Member not elig B.

[ Additional Contract
[ More than one year expected

[ Waive Working Time Compliance

l Add H Update/Display H Include History Correct History

Contract Status/Content | Contract Type/Clauses | Reason/Oath Info | Contract Leave

Mbr Service Dates | Contract Approval | Contract Audit

Continued on next page



20 October 2023

Change the Date of a Pending Contract, Continued

Procedures,

continued

Step

Action

6

Click the Contract you are updating again.

Update Contracts

| Find an Existing Value | | Add a New Value |

Enter any information you have and click Search. Leave fields blank for a list of all values.

* Search Criteria
EmplID | begins with v 1234567 Q|

Contract Number | begins with V‘ | ‘

Name | begins with V‘ | ‘

Last Name | begins with V‘ | ‘

Second Last Name | begins with V‘ | ‘

Alternate Character Name | begins with V‘ | ‘

8 Include History Correct History (] Case Sensitive

Basic Search Ef Save Search Criteria

View Al 1-4 of 4]v]
Empl ID Empl Record Contract Number Name Second L Last Name Alterna Contract Begin Date Contract End Date Contract Status|
1234567 | (blank) 0001 Malone, Post  (blank)  Malone (blank) 04/02/2001 (blank) Active
1234567 | (blank) 0002 Malone, Post | (blank)  Malone (blank) 04/20/2010 (blank) Active
1234567 | (blank) 0003 Malone, Post | (blank) Malone (blank) 05/21/2014 (blank) Active
1234567  (blank) 0004 Malone, Post | (blank)  Malone (blank) 02/06/2020 (blank) Active
7 Click the Contract Type/Clauses tab.
{ Contract Status/Content II Contract Type/Clauses |I| Reason/Oath Info | ‘ Contract Leave | | Mbr Service Dates ‘ ‘ Contract Approval | >

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.

Contract Status/Content { Contract Type/Clauses ‘l Reason/Oath Info I Contract Leave Mbr Service Dates Contract Approval Contract Audit

Malone, Post _ Person 1D 1234567
Contract Data
Contract Number 0004 Begin Date 02/07/2020 Contract Status  Active
Contract Type Q 10f1[V] View Al
Effective Date | 02/07/2020 *=
Contract Type |REN * Q| poeniistment
[ Extend Contract
Contract Clauses Q 10f1[v] View All
Seq Nbr 1 Clause Q + =
Clause Status ﬂ

Long Descr

®

Comment

Add

o

Contract Status/Content Contract Type/Clauses Reason/Oath Info Contract Leave Mbr Service Dates | Confract Approval Contract Audit

Return to Search |

Previous in List ‘ Next in List

Update/Display H Include History Correct

9 Enter the new Member Signature Date. Click Save.

‘ Contract Status/Content || Contract Type/Clauses H Reason/Oath Info

| Contract Leave || Mbr Service Dates | >

Malc

. Person ID 1234567
Contract Data

Contract Number: 0004 Begin Date:  02/07/2020 Contract Status: Active Expected End Date:  02/06/2023
Total Length of Extensions this Enlistment(YMM): Number of Extensions this Enlistment:
Contract Type Q | 10f1[v] View All
- - Cancelled
Effective Date: 02/07/2020 Contract Type: REN  Reenlistment Cancel Contrac!
Reason/Oath
Contract Term Years/Months/Days: | b| Indefinits Re-Enlistment

Reason for Extension/Reextension/Retention

Reason: Request of Individual ﬂ Member Signature 02/07/2020

Date:

. Begin Extension/Re-Extension:
Other (Specify):

Oath Administrator Information

Name: Eilish, Billie, Pirate Military Grade: 04 ﬂ
City: Butte State: MT
I Return to Search \ [ Previous in List | Next in List [ Notify I I Add I I Update/Display I [ Include History I Correct History
(Contract Status/Content | Contract Type/Clauses | Reason/Oath Info | Contract Leave | Mbr Service Dates | Contract Approval Contract Audit

10 | Once the transaction is saved, it updates immediately and the technician can
then run a new DD4 or Extension contract.




