
CDC (Check Distribution Code) CHANGE 
 
Select My Client Groups 
Select Show More 
Select Change Assignment 
Search for Employee Record 
 
Action Details – When and Why 
When does the assignment change start: Select the effective start date 
What’s the way to change the assignment: Select CDC Change 
Why changing assignment: Select CDC Change 
 
Continue 
 
Assignment Details 
Update the CDC code 
 
Continue 
 
Add comments and any attachments 
 
Submit 
 


