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HOW TO CHANGE PERSON-IN-CHARGE OF KSK 
 

Condition: 

 ONLY PM level and above can access to KSK listing 

 

STEP 1: Go to GROUP > STAFF/KSK 

 

 From the menu bar, select “STAFF/KSK” under GROUP tab. 

 

 

STEP 2: Search the KSK Using Keywords 

 

 Enter staff code in “Keywords” input 

 Select KSK for “Type” 

 Click “Search” button 
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STEP 3: Click the Edit Icon 

 

 Click the “Edit” icon of the target KSK 

 

 

STEP 4: Change PIC and Save 

 

 A pop up window will appear 

 Select new PIC 

 Click “Save Info” 


