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1.0 SCOPE:   

1.1 This work instruction is applied to change a TSA vendor’s name or mailing address.  

2.0 RESPONSIBILITY:   

2.1 Lead Payroll Technician  

2.2 Fiscal Services Technician I 

3.0 APPROVAL AUTHORITY: 

3.1   Supervisor IV, Payroll Services 
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5.11 Hit <F4> to copy record.  No need to enter in effective date as it will automatically default 
to the first day of the month following the end date of the record you previously closed.  

5.12 Tab down until you get to the “Pay to Vendor” field.  Tab over to the field after the vendor 
code. 

5.13 Hit <Shift + Enter> to bring up choices of addresses for the vendor.  This will bring up all 
addresses for the vendor. 

5.14 Use the up and down arroww


