Correcting Discrepancy on the Hire Details

A discrepancy occurs when the information for a current or former employee in Workday does not match what the person wrote on the
application. This discrepancy must be corrected before submitting the Hire Details. Otherwise, Workday will not recognize the person and

reject the Hire Details.

Sometimes the Hire Details will indicate if there is a discrepancy indicated in the screenshot below.
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Process Date: :I@

Disposition: Ell=
AC = Note: If you change the Status, it may be
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Other times, it is not as clear. For example, if the person indicated on the application that he/she never worked for state, but in fact the person
did work for the State and has a W employee number in Workday, then the discrepancy will not appear on the Hire Details page. However, if

you know if the person is either a current or former employee of the State then correct this before completing the Hire Details. Otherwise, the
Hire Details will not go over to Workday.

Example: In the screenshot below, the No radio button is filled in to indicate there is no discrepancy, but there is a current Employee ID number.
This is technically a discrepancy or a mis-match of what is in Workday and what the person indicated on the applicaiton.

Current or Former

Employee:

Current/Former

Employee Match Yes ® No
Discrepancy:

Employee ID:;
— TRUTTGET o TImeS n
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Verifying the Current/Former Employee Status of the Selected Candidate for Hire

To prevent Workday rejecting a Hire Details due to a discrepancy, it is recommended to verify the person’s employee status prior to submitting

the Hire Details. This is done by verifying the information on the Employee Validation file located on the Human Resources Officers’ website
against the information on the application.

After logging onto the HR Officers’ website, click on the Discrepancies tab.
The Employee Validation files are in two parts, based on the employee’s last name.

Select either A-L or M-Z, based on the person’s last name.

DEPARTMENT OF BUDGET AND MANAGEMENT N,

[MaryLAND | HUMAN RESOURCES OFFICERS

HOME HREVENTS JOBAPS SPS FORMS  DISCUSSIONS  TRAINING [y iie a0t )=

{=} print page

Secure Information - Discrepancy Checking and MS 106 Information

Announcements

Welcome to the Office of Personnel Services and Benefits Secure Web Site 3/11/2015 11:01 AM
by System Account

Welcome to DBEM's Secure Site for Discrepancy Information. If you have any problems with access to this system or need to obtain access for new users, call the
DOIT Help Desk at 410-260-7778 or by email at ssrvice.desk@maryland.gov.

Discrepancy Checking Information

B (A-L) Employes validation File for Discrepancy checking

& (M-Z) Employes validation file for Discrepancy chedking-7-20-15
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The Employee Validation file pulls information from Workday. If the person is not on the file, then the person is not in Workday.

Locate the person on the Excel spreadsheet. It is important to search by name, last four digits of the SSN and/or by Date of Birth.

E [ o |5 Atol - Microsoft Excel =& |i&
Home Insert Page Layout Formulas Data Review View & 0 o BB
= N Cut ) = P HigH e | = Cam F = 3 AutoSum * ¥
Arial == = Wrap Text General v 2 5 Normal | Bad Good Neutral = o ‘rt-.F
i) Ba Copy ~ }Q =) J|| BB } ﬂ_l @ Fin- Z &a
Past = B : . . <0 ;00 Conditional Farmat |[Calcula Explonatory ... [laput ||| Insert Delete Format sort & Find &
aste o Fomat Bainter B I = [ Merge & Center § v % | %R F;;a'n'%”gav as?[;nlllaa . | oy | | Che: | = ¥ m g| | ESLIREER ROAN ey Fi?ter' SIeTeﬁ'
Clipboard Alignment MNumber Styles Cells Editing
A59150 -
| A | B | c | D | | B | G | H | | | J “
Employee ID Legal Name - First N\ame  CRCFINT007-Worker- Legal Name - Middle Legal Name - Last N\ame  CRCFINT007-Worker- Date of Birth CFINT-Worker-S5N-Last- Worker Type Employee Type E
Legal-First Name-Upper1 Name Legal_Last.Name-Upper1 1
1
2 |\ ————— ;= 8/31/19587 2808 Employee
3| Ve Katherine Katherine A Aaby Aaby 12/19/19500720 Employee Contractual - Contract
4 VWi Christopher Christopher R Aadland Aadland 2027119521354 Employee State/Regular
5 Vi IRIS Iris AALBERS Aalbers 2/11/1977 3305 Employee Contractual - Hourly
6 |V David David B Aalders Aalders 7/23/19759191 Employee State/Regular

If the person is clearly not on the spreadsheet, then that person is not in Workday and does not have a W employee number. At this point, you
would edit the application to check Never been employed by the State of Maryland.

Maryland

MNever been employed by the State of Maryland.
Employment

) Current employee of the State of Maryland.

years.

() Former employee who has held employment with the State of Maryland in the past three

) Former employee whose most recent employment with the State of Maryland was over three

YEars ago.
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If you locate the person, then verify the following information against what the person wrote on the application.

e Spelling of the person’s last name

e Spelling of the person’s first name

e Verify if the person has a middle initial
e The last four digits of the SSN

e DOB

Also, on the Employee Validation file, verify if the person is a Current or Former employee, indicated in the CFINTO07-Worker-State-Employee
column. Note that “F” for former employee will have “Yes” in the Terminated column. On the Hire Details, if the person is a former employee,
then the Action will be Rehire, and not a Hire. Hire is reserved for brand new employees to the SPS system (Workday), and never had a W

employee number.

A B C D E F G H 1 1 K L
Employee ID Legal Name - CRCFINT007- Legal Name - Legal Name - CRCFINT007 Worker-  Date of Birth CFINT Worker- Worker  Employee Type Terminated CFINTOO7 -
First N\ame  Worker-Legal- Middle Name Last Name Legal Last-Name- S5N-Last4 Type Worker-State-
First-Name- Upper1 Employee
Upper1
w1011 11 Jane Jane D Doe Doe 111991 1122 Employee Contractual - Yes F
Contract
Ww101112 John John A Doe Doe 9,/16/1989 2211 Employee  State/Regular C
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You can also verify if the person is contractual or permanent.

] K L M
Employee Type Terminated CFINT007-Worker- CFINT007-Worker-
State-Employee  lobAps-Employee-Type

Contractual - Contract Yes F COMTRACTUAL
State/Regular C PERMAMENT
Contractual - Hourly C CONTRACTUAL
State/Regular C PERMAMENT

As a general rule on the Hire Details page, the Action will always be a Transfer if:

e Acurrent contractual employee is moving to a Regular permanent position.
e Acurrent permanent Regular employee is moving to a Contractual position.
e A current Contractual employee is moving to another Contractual position.

NOTE: The Salary Guidelines related to promotion and demotion only applies to permanent employees and not contractuals. Therefore, you

cannot promote or demote a contractual. It can only be a transfer. However, if the position will be Secondary Employment then select that
instead of Transfer.
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Correcting the Application for Current or Former Employees

Edit

. . Application
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Edit

Application

I: H Save 8 Send

Changes  Applicant Mail

Notices for this % Notices for E Notices for this @aps u} Restrict
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On the application, verify against the Employee Validation the DOB and last 4 digits of the SSN.

= f

Job Number* wm | ghiimse| (002 | ID ———

Last Name* First 3 Letters

h | of Last Name at EI
Birth
= . X
First Name* m | Date OL I?)::::
- . L E
Middle Name Date of B[I)rat:I' 10 v

Date of [, - Last 4 digits of
Application (712014102118 AM | o (9256
Gender () Male ® Female O Decline
Ethnicity () Hispanic or () Unknown/Decl () Asian @ Black or Afr () American Ind () Pacific Isla O

White ) 2 or More Ra

EEO Tab -
Birthdate [0 10/1974 MM/DD/YYYY

Recruitment

Source |State of Maryland Job Openings Website V|| |

Address™ | o email | ——— |

City* Work Phone E Ext.
S— | ]

County * " Vl Primary
Phone

State* Alternate |:| Ext
|Maryland v Phone I:I '

Mot required if outside USA
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If the person is a current employee, then ensure the “Current employee of the State of Maryland” is selected on the application.
Verify the spelling of the first and last names on the application match the spelling on the Employee Validation file.
If the Employee Validation file has a middle initial, then ensure the same middle initial is on the application.

Verify the birth year on the application matches the birth year on the Employee Validation file.

. N:ar\rlam: () Mever been employed by the State of Maryland.
ML | Current employee of the State of Maryland. |
() Former employee of the State of Maryland.

You must answer the following questions in order for seniority points to be applied.

Please provide the
first name while
employed by the

State of Maryland

|Jane

If a FORMER
EMPLOYEE of the

State of Maryland,
what was the If no middle initial, please do not enter anything into this field.

middle initial at the
time of separation

Please provide the&
most recent last
name while |Dae
employed by the
State of Maryland.

What is the birth
year? 1974

Please provide the
middle initial that is
in the employee
record to ensure
that appropriate

extra points are If no middle initial in employee record you may leave this field blank.
awarded. If no
middle initial, you
may leave this
blank.
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If the person is a Former employee, then ensure the “Former employee of the State of Maryland” is selected on the application.
Verify the spelling of the first and last on the application names match the spelling on the Employee Validation file.
If the Employee Validation file has a middle initial, then ensure the same middle initial is on the application.

Verify the birth year on the application matches the birth year on the Employee Validation file.

. N:ar\rlam: () Mever been employed by the State of Maryland.
m ment
e ) Current emplovee of the State of Maryland.

® Former employee of the State of Maryland.

You must answer the following questions in order for seniority points to be applied.

Please provide the
first name while
employed by the

State of Maryland

|Jane |

If a FORMER
EMPLOYEE of the
State of Maryland,
what was the If no middle initial, please do not enter anything into this field.

middle initial at the
time of separation

Please provide the
most recent last
name while |Dc:|e
employed by the
State of Maryland.

What is the birth
7 1974

Mlaaca nenarida tha
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H Update

Click on to save the changes.

Go to the Hire Details page. If the information is entered correctly, then there will be either a “C” or “F” next to Current or Former Employee.
The “No” radio button will be filled in to indicate there is no discrepancy. And the Employee ID will populate.

(& https://www.jobaps.com/TRefolD=192368apReviewclD=1193651&0... L= [ = |WeS)

~
Name: S
EasylD: T
Hire Department: L]
Please update the following Hire Information:
Hired: Yes @ MNo

Process Date:

[ =

Disposition: 'i'
Mote: If you change the Status, it may be
Status: overridden by the Inactive Status Indicator of the
Disposition.
Final Approved Salary: | |
SEL‘E.W' FFEE]LIEHC\_:,‘Z | Select Salzry Freguency vl
Action: | Select Appointment Typa Vl

Work Start Date:
Current or Former
Employee:
Current/Former

Employee Match
Discrepancy:

Employee 1D:

MNumber of Times
Waived:

[ =

-

e |

0

Please select the Position Control Number being hired into.
Job Title

Position
) iiiniaiinh

@ —
Update E=2(Clear




Selecting the Correct Action on the Hire Details

If the Action is incorrect, then Workday will reject the Hire Details. Before selecting the correct Action, it is important to understand the

difference between SPS and Non-SPS, and how that will affect the Action selection.

State Personnel System (SPS) are current or former employees who belong to certain Maryland State agencies, such as Department of Budget
and Management. There are some Maryland State agencies that do not belong to SPS, such as State Highway Administration. Non-SPS also

includes the University of Maryland system.

State agencies under SPS all use Workday and JobAps. However, some of the non-SPS agencies also use Workday, but they may not use JobAps.
Non-SPS agencies that use Workday will assign employee numbers (W numbers). Therefore, before selecting an Action, first determine if the
person is already in Workday with a current employee number by checking the Employee Validation file.
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Name: L
EasylD: R,
Hire Department: R S S

Please update the following Hire Information:

Hired: OYes @ No
Process Date: :l@
Disposition: [ER  f=
Note: If you change the Status, it may be
Status: overridden by the Inactive Status Indicator of the
Disposition.
Final Approved Salary: |:|
Salary Fraquency: | Select Salzry Fraguency W
E—
Hire
Work Start Date: Rehira
Promation
Current or Former Demetion
. Transf
Employee: S:::Tnﬁ;rj State Emp
Current/Former Mass Hiring (DEM ONLY)
Employee Match Yes ® No

Discrepancy:

Employee ID: |:|

Number of Times 0
Waived:
Please select the Position Control Number being hired into.
Position Job Title
e - ]

w, =
Update 9= Clear




Hire: This is only used if there is no existing employee ID (W number) in Workday or on the Employee Validation file.

Note: If there is a current Employee ID number on the Hire Details page, then you can never use Hire. Workday will automatically reject
this Action.

Rehire: A former employee who is being rehired or reinstated, and has a current employee number in Workday.

Note: If the person never left State service and is still employed by the State, then you can never use Rehire. Workday will
automatically reject this Action.

Promotion: A current permanent employee under SPS or non-SPS who is being promoted to a classification grade that is higher than the current
grade, and has a current employee number in Workday. Example: a current permanent employee who is currently a Grade 10, but will move to
a Grade 12.

Note: Promotions are not applicable to contractual employees. In this case, the Action will be Transfer. If Promotion is used, then
Workday will automatically reject this Action.

Demotion: A current permanent SPS or non-SPS employee who is being demoted from his/her current grade to a lower grade, and has a current
employee number in Workday. Example: A permanent employee who is currently a Grade 10 is moving to a position that is a Grade 9.

Note: Demotions are not applicable to contractual employees. In this case, the Action will be Transfer. If Demotion is used, then
Workday will automatically reject this Action.

Transfer: Is used for both current permanent SPS or non-SPS employees and for contractual employees.

Current permanent SPS or non-SPS employee who is not changing grades when moving from his/her current position to another, and has a
current employee number in Workday. Example: A permanent employee who is currently a Grade 15 is moving to a position that is also a Grade
15.

For contractual SPS or non-SPS employees who have a current Employee number, Transfer will be selected if:

e Acurrent contractual employee is moving to a Regular permanent position,
e A current permanent Regular employee is moving to a Contractual position.
e A current Contractual employee is moving to another Contractual position.

Secondary State Emp: A current permanent or contractual SPS or non-SPS employee who has a current employee number in Workday who is
accepting the position has a secondary employment.
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