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GUIDANCE NOTES – MANAGER SELF SERVICE


Maintaining Line Managers: Effective Date Options


For any change in line manager information, you will always be asked to complete the date you wish this change to become effective from. 

The Maintain Line Managers : Effective Date Options page will always default to today’s date and you can leave this date in, if appropriate. Alternatively you can enter an historical date or a future date. 

In some instances, it may be necessary to change the effective date.


Future Dated changes already exist for a particular individual 

If a future dated change exists for an individual, you will receive an information message at the top of the Effective Date Options page;
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The effective date field will also update to reflect the date that the future change is recorded as happening. 

N.B. You are still able to overwrite this date if you wish to. 
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(i) Information
This person's Assignment started on 17-Aug-2000. Their last assignment change date is 01-May-2016. Please check the effective date and amend as required.

Maintain Line Managers: Effective Date Options

Back Continue
Please note any changes you make will be saved to the College HR system.
If you have any policy/procedure queries please contact your local HR team.
If you have any system queries please raise a query via ASK HR.
Employee Name Carpenter, Mrs Moyra Employee Number 325275
Organization Email Address m.carpenter@imperial.ac.uk Organization PEPSI-Policy, Systems & Information
Current Manager Doe, Ms Jane
Enter the date on which the changes should take effect, then click on the CONTINUE button
@ |Apri| ~] |2016 ~ e
Sun  Mon Tue Wed Thu Fri Sat
@ Changes should take effect on the effective date as entered below. 27 28 29 30 31 1 2
Effective Date [01-May-2016 3 4 5 6 7 8 9
(example: 26-Apr-2016) 10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
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