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                  Re-activating Benefit/Deduction Handout

· Access PDADEDN
· Enter the Employee ID (Banner ID) and the PTRBDCA Code of the Benefit/Deduction that needs to be re-activated in the Key Block
· Next Block (Ctrl Page Down) to the General Deduction Information window

· Highlight the End Date Field

· Delete the End Date

· DO NOT SAVE

· Access Options

· Select New Effective Date

· Enter in the New Effective Date

· Click OK

· Change the Status from Terminated to Active and Make any other changes as needed.

· SAVE
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