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1. Open a new step 
 

 

 

 
 

 

2. In Step Type field; select                     
“Re-engagement - RE” 

3. In Description field; type                     
“Re-engagement Appointment at       
(time of re-engagement appointment)” 

 

 

 

 

4. Using dropdown arrows; select Planned 
Start and Planned End equal to the date 
of the re-engagement appointment. 

5. In the Additional Hours field, add 1 hour 

6. Using dropdown arrow change 
Contractor Managed to “No” 

 
 

 
 

7. Right click and Save 

** An updated PDP does not need to  
be mailed to the participant, as they will receive  
a corresponding RE appointment letter.  

 

 

 

 
 


