
Correcting an Occupation Code Retrospectively 
 
The following guidance describes how to alter an occupation code so that it 
appears as though the value had always been the value that is now added 
and is intended for use when making corrections to positions where an 
incorrect or closed code has previously been used. 
 
URP = Local Workstructures Administration 
 
Select Position >> Description 
 
You’ll be asked to choose the effective date for any changes you’re about to 
make: 

 
 
When changing an Occupation Code we want to make this a retrospective 
change as if the Position has always had that value (i.e. we are making a 
correction). We will specify that later so it is OK to leave the effective date 
unaltered (it defaults to today) so click on No.  
 

 
Select the appropriate Position and the following screen will be displayed: 



 
 
Click in the Date Effective Name field and the following screen opens: 

 
 

Click on the icon in the Occupation Code field and select the appropriate 
value from the list of values shown. 
 
Click on OK to confirm the selection. 
 



 
 
Whereas in most cases Update is selected to make a change effective from 
the required date, in this case we are correcting the Occupation Code so that 
it will appear that the Position has always had that value; so click on the 
Correction button. 
 

 
Close the form. 


