
SECTION 1: Update Duty Title

This Job Aid assists HR Professionals in 
executing required and necessary updates 
to a Member’s records prior to a board. 

The first section assists HR Professionals in executing a position duty title update for 
an assignment that is in a Completed status via the Manage Assignments section. 
This transaction is often completed when the Member held a surplus/excess templet.
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continued on next page

NAVIGATION: HR Professional > Navigator > 
Menu> Workforce Administration, Assignment 
Tracking, Manage Assignments

NOTE: In a future release, a 
Member’s Assignment Duty Title will 
reflect the Duty Title that is reflected 
in the Member’s Evaluation. 

REFERENCE:
User Manual, Ch. 12

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

2. Place cursor in the Menu text box, type Manage Assignments.

2A. Select Manage Assignments.
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3. The Assignment Search screen displays. 

3A. Enter all applicable criteria for the Member.

3B. Select Search.

4. The Current/Approved landing page displays.

4A. Find and select the Completed tab on the left panel. 

5. The Completed screen displays.

5A. Under the Permanent Assignments section, locate the appropriate assignment. 

5B. Select the Other Actions drop down arrow. 

5C. Select Update Duty Title.

6. The Assignment Details screen displays.

6A. Under the Standard Fields section, select 
the Duty Title magnifying glass icon to select 
the appropriate duty title from search or list. 

6B. The Lookup screen displays.

6C. Select the desired Duty Title from the 
dropdown listing.

7. Select Submit Duty Title Update to complete 
the process.
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Update Duty Title CONTINUED

continued on next page

3. The Assignment Search screen displays. 

3A. Enter all applicable criteria for the Member.

3B. Select Search.

4. The Current/Approved landing page displays.

4A. Find and select the Completed tab on the left panel. 

5. The Completed screen displays.

5A. Under the Permanent Assignments section, locate the appropriate assignment. 

5B. Select the Other Actions drop down arrow. 

5C. Select Update Duty Title.

6. The Assignment Details screen displays.

6A. Under the Standard Fields section, select 
the Duty Title magnifying glass icon to select 
the appropriate duty title from search or list. 

6B. The Lookup screen displays.

6C. Select the desired Duty Title from the 
dropdown listing.

7. Select Submit Duty Title Update to complete 
the process.
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SECTION 2: Update Historical Assignments (Assignment History)

continued on next page

The second section assists HR Professionals in executing a Job Code 
(Military Occupational Specialty (MOS)) or position duty title update 
for a historical assignment from legacy interfaces via the Manage 
Converted Assignments section. In many cases, Members request 
date adjustments, duty title updates, or the addition of a missing 
temporary assignment. A Member must provide a Legacy Soldier 
Record Brief (SRB), assignment order or evaluation as Key 
Supporting Documents (KSDs). 

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

NOTE: In a future release, a Member’s Assignment Duty 
Title will reflect the Duty Title that is reflected in the 
Member’s Evaluation. 

REFERENCE:
User Manual, Ch. 12
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1. Select the Role: HR Professional. The HR Professional 
landing page displays.

2. Place cursor in the Menu text box, and type Manage 
Converted Assignments. 

2A. Select Manage Converted Assignments. 

3. The Assignment LITE Search screen displays.

3A. Enter all applicable criteria for the Member.

3B. Select Search.

A

B

3

UPDATE RECORDS FOR 
BOARDS (HR PRO) JOB AID



Update Historical Assignments (Assignment History) CONTINUED

continued on next page

4. The Manage Converted Assignments screen displays.

4A. Locate and select the appropriate assignment. 

5. Update Assignment screen displays.

5A. To update the Member’s Job Code (MOS), find and 
select the Job Code (MOS) magnifying glass icon. 

5B. The Lookup screen displays. 

5C. Select the desired Job Code from the dropdown 
listing.

5D. To update the Member’s Duty Title, find and select the 
Duty Title text box and enter desired title.

6. Select Apply.

6A. Select Done to complete the process.
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Update Historical Assignments (Assignment History) CONTINUED
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4. The Manage Converted Assignments screen displays.

4A. Locate and select the appropriate assignment. 

5. Update Assignment screen displays.

5A. To update the Member’s Job Code (MOS), find and 
select the Job Code (MOS) magnifying glass icon. 

5B. The Lookup screen displays. 

5C. Select the desired Job Code from the dropdown 
listing.

5D. To update the Member’s Duty Title, find and select the 
Duty Title text box and enter desired title.

6. Select Apply.

6A. Select Done to complete the process.
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