
   Step By Step Guide 
 Completing the Hire Details 

 
Once you have selected the candidate to hire and confirmed the salary approval, the next step is to complete the Hire Details for the selected candidate. This 

must be done in JobAps in order for the data to transfer to Work Day for further processing.  If the Hire Details are not completed in JobAps, then the person will  
not be processed successfully into Workday.    

 
1. Click on the row of the selected hired person until it turns to highlighted 

yellow. 
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2. Click on  to expand the selected record. 

 

3. Click on the drop down arrow to select the Hired cert action code. 

 

September 2014/v3, Completing the Hire Details step-by-step guide    
Page 2 of 11    



   Step By Step Guide 
 Completing the Hire Details 

 

4. Click on the calendar icon to select the transaction date. 
 

NOTE:  This date is not the same as the date the new hire will begin 
work.   

 

5. Type the start date in the Comment section. 
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6. Click on the check box next to Approve Hire. 

 

7. Click on  to open Hire Details screen in a new window. 
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8. Click in the radio button next to Yes to indicate that the person is hired. 

 

9. Click on the calendar icon to select the date the hire is completed in 
JobAps.   
 
NOTE: This is not the same as the start date. This is the date the JobAps hire 
will be moved to Workday. It must be the current or future date. Failure to 
complete this date correctly will result in the applicant not being available to 
hire in Workday. 

 

10. Type H for hired in the Disposition field. 
 

11. NOTE:  The status will default to AC (Active).  Do not change this. 
12. Type the salary in the Final Approved Salary field. 

 

13. Click on the drop down arrow to select the salary frequency. The options are 
Hourly, Daily, Bi-Weekly and Annual  
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14. Click on the drop down arrow to select the type of appointment.   

This field will be determined based on how the action will be processed in 
Workday. 
 

The options and use are as follows: 
Hire:                                A new hire or former employee that does not have a 

current established EmpIoyee ID in Workday. 
Rehire:                            A former employee that is being rehired (incl. 

reinstatement) and has a current Employee D in 
Workday. 

Promotion:                     A current State employee (SPMS or not) that is being 
promoted (refer to the State Pay Guidelines for the 
definition of a Promotion) and has a current EmpIoyee 
ID in Workday. 

Demotion:                       A current employee (SPMS or not) that is being 
demoted (refer to the State Pay Guidelines for the 
definition of a Demotion) and has a current EmpIoyee 
ID in Workday. 

Transfer:                         A current employee (SPMS or not) that is being 
transferred (refer to the State Pay Guidelines for the 
definition of a Transfer) and has a current EmpIoyee ID 
in Workday 

Secondary State Emp:  A current State or Contractual employee that has an 
EmpIoyee ID in Workday and is being hired for a 
secondary state position (contractual, temporary, or 
regular) 
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15. Click on the calendar icon to select the date the person’s actual first date 
of employment   

 

16. NOTE:  During the annotation of the applications, the agency should have 
verified all discrepancies.  Please refer to the Discrepancies step-by-step 
guide located on the Human Resources Officers’ website for further 
instructions.  If this was not done, then JobAps will alert you on the Hire 
Details whether or not there is a discrepancy.  If the person claimed to be a 
current or former employee of the State of Maryland on the job application, 
then there will be a letter C or F in the Current or Former Employee field.  If 
this information does not match what is in JobAps, then the Yes radio button 
will be filled.  Please correct the discrepancy before completing the Hire 
Details.  If the Hire Details is processed with a discrepancy, then DBM Shared 
Services will contact the agency with further instructions.     

 

17. NOTE:  The Employee ID field will be auto populated if the applicant is a 
former or current employee and already has an established EmpIoyee ID. 

 
This field will remain blank for new hires or former employees that have never 
had an established EmpID. 
 
If there is a Current/Former Employee mismatch above, as part of the 
discrepancy verification, verify that the applicant does/does not have an 
established Employee ID. If the applicant does have an Employee ID, please 
manually enter it here. Leave blank if the employee does not have an 
Employee ID. 
 
Disregard Number of Times Waived. 
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18. Verify the PIN is correct.   

 
If the Position (PIN) is missing, verify that the PIN is available to hire in 
Workday. Once it is made available in Workday, you must wait until the next 
day to process the hire in JobAps. 
 
If the PIN is incorrect, then a new requisition must be created in JobAps with 
the correct PIN.  To do this, type the recruitment number in the Job Number 
field in the PSP Lite requisition.  This will link the new requisition with the 
recruitment number.  Process the requisition until it is under My Reqs and click 
on Ready to Certify.  Then go to the Certify tab and create a cert number.  The 
new cert number will have the correct PIN.  At that point, the Hire Details can 
be completed.  Please refer to the Creating a PSP Lite Job Requisition with 
Recruitment Number, Finalizing the Requisition, and Creating a Certified 
Eligible/Register/Streamline List step-by-step guides for further instructions.   
 
If the Position (PIN) is correct, then click on the radio button to select the PIN.  
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19. Read the Salary Approval section and then click on the acknowledgement 

checkbox. 
 

NOTE:  Once the acknowledgement checkbox is clicked, it cannot be un-
checked. 
 
NOTE:  As soon as the acknowledgement box is checked, the system updates 
the Signature with an electronic signature (your name).  The date and time the 
check-box was checked will display in the Date section. 
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20. Click on to save the information. 

21. Click on to close the Hire Details window.  
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22. Click on  to save the information. 
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