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DISTRIBUTION POSITION CHANGE 
JOB AID
This Job Aid is designed to assist Professionals in 
executing a Distribution Position Change (D-PSN) for a 
Member prior to their arrival.

This new capability enhances the Human Resources 
Command’s ability to distribute personnel more 
effectively and efficiently to the appropriate Enterprise 
Management Level/Organization Requisition Assignment 
Area (EML/ORGRAA). It also provides greater flexibility 
and ownership to field units, enabling them to align 
incoming Members with the correct positions in advance.

At the brigade level, this functionality empowers 
strength managers to actively manage inbound 
personnel by placing them in the appropriate positions 
ahead of their arrival. This proactive Unit Identification 
Code (UIC)/Position Change maintains the Member’s 
original assignment ID, ensuring seamless processing 
in the In-Transit Grid upon their arrival and reducing 
the potential for administrative delays or errors.

This Job Aid also addresses how HR Professionals 
can utilize the Assignment Dashboard to identify all 
Approved Distribution Positions available for action 
under their assigned EML.

Navigation

1.	 Navigation: HR Professional > Navigator > Menu > 
Workforce Administration > Assignment Tracking > 
Manage Assignments
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Navigation CONTINUED
2.	Navigate to Assignments Search page. Screen displays Search Criteria. Select Search.

3.	The Current/Approved landing page displays.
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Distribution Position Change
4. Under the Permanent Assignments section, locate the appropriate Distribution Position assignment.
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NOTE: Distribution Assignment Position Number will begin with the letter “D.” HR Professionals will be 
unable to arrive Member until Member is placed in a valid position.
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5. Select Other Actions drop down arrow. Select UIC/Position Change.
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6. The Assignment Details landing page displays.

7. Under the Standard Fields section, select the UIC lookup tool.

7A. The Lookup page displays. Select the appropriate UIC.

Distribution Position Change CONTINUED

NOTE: The UICs available under the lookup tool will only be those within the same DMSL/ORGRAA structure.  
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NOTE: If the position is Standard Excess, the HR Professional must input the Member’s Job Code and 
Duty Title.
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7B. Select the Position lookup tool. The Lookup page displays. Select the appropriate Position Number.
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8. Select the Submit UIC/Position Changes button to complete process.

9. Select the Return to Landing Page link to return to the Current/Approved landing page and arrive Member.

Distribution Position Change CONTINUED

NOTE: Once the assignment is updated to an eligible position, the system will automatically create an 
amendment to the order. During this process, the Assignment ID will remain the same.
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Distribution Position Change CONTINUED

10. The Current/Approved landing page displays. The HR Professional can now arrive the Member. 

NOTE: The UIC/Position Change function can be performed multiple times, 
provided the assignment remains in an Approved status.
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Assignment Dashboard 

This section is designed to assist HR Professionals with using the Assignment Dashboard to identify all 
Approved Distribution Positions available for action under their assigned DMSL.

1. Select the Role: HR Professional. The HR Professional landing page displays.

2. Place cursor in the Menu text box, type Assignment Dashboard, and select Assignment Dashboard.
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Process the DD Form 214-1 (ARNG/USAR) CONTINUEDAssignment Dashboard CONTINUED 

3. The Assignment Dashboard landing page displays.

3A. To see Members with Approved Assignments, select all UICs.

3B. Enter the desired DMSL. 

3C. Select Refresh Summary.

3D. Screen displays Assignment Summary. Select the 35 Approved Distribution Positions checkbox.
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4.	Select the Number Link displayed on the 35 Approved Distribution Positions row.

Assignment Dashboard CONTINUED 

5.	Screen displays a byname roster under Assignment Details - Approved Distribution Positions.

NOTE: The number displayed is the approved distribution positions available, 
for the selected DMSL.

NOTE: This page will provide the Assignment details, Members information, 
Arrival Date, and the Distribution Position Number.

6.	Select the Details link for the desired Member.

7.	 The selected Member’s Current/Approved page will display. Follow steps 5-10 on pages 3-6 of this job 
aid to complete the UIC/Position Change.
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IPPS-A RESOURCES
Website

Training Aids 

R3 Resources Demo Server

User Manual (Chapter 13) 

https://ipps-a.army.mil/
https://ipps-a.army.mil/Training/Training-Aids/
https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html
https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html

