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OPTION 1: Navigating to Manage Converted Assignments

This Job Aid will assist HR Professionals in all three 
components (COMPOs) with updating and adding 
historical assignment data in IPPS-A. This Job Aid 
focuses specifically on permanent assignments.

UPDATE ASSIGNMENT DATA
JOB AID

1

1. Click HR Professional.

2. Select the NavBar icon.

2A. Select Menu.

2B. Select Workforce 
Administration.

3. Click on Assignment Tracking. 

NAVIGATION: HR Professional > NavBar > Menu > 
Workforce Administration > Assignment Tracking > 
Manage Converted Assignments

4. Click on Manage Converted Assignments.

5. Enter Search Criteria.

5A. Click Search.

6. Click on the assignment that requires a conversion.

NOTE: Do not delete all history to recreate a Member’s historical record, 
deletion may cause other components of the Member’s record to error 
out or not update appropriately in association with other transactions.
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Navigating to Manage Converted Assignments CONTINUED

1. Click HR Professional.

2. Select the NavBar icon.

2A. Select Menu.

2B. Select Workforce 
Administration.

3. Click on Assignment Tracking. 

NOTE: To search by Name enter 
Rank, First name, and Last name.

continued on next page

4. Click on Manage Converted Assignments.

5. Enter Search Criteria.

5A. Click Search.

6. Click on the assignment that requires a conversion.
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OPTION 2: Navigating to Manage Converted Assignments 

continued on next page

Soldier Talent Profile Search
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1. Click HR Professional.

2. Click on the Soldier Talent Profile Search Tile.

3. Enter Search Criteria in any of the available fields.

4. Click Search.

5. Click the box on the row that populates the Member’s name.

6. Click on the assignment that requires a conversion.

6A. Click on View all Converted Assignment history in 
IPPS-A (with sufficient permission).
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Combining Permanent Assignments

continued on next page

1

1. Update incorrect data (e.g., Assignment dates).

2. Click on Apply.

3. Select Yes.

4. Click on Done.

5.  New assignment data will display.

6. Click on the delete icon to remove rows that contain 
duplicate assignments and/or overlapping dates.

7. Click Yes. 
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Adding Historical Assignments

Version 1.0 20241028

1. Use the previously shown Options 1 or 2 to navigate to 
the Manage Converted Assignments landing page.

2. Click Add Historical Assignment.

3. Fill in the required information.

4. Click Apply.

5. Click Done.

6. Scroll down to see the added assignment.
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