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Discrepancy Defined 

 
 

A discrepancy occurs in JobAps when an applicant claims on the employment application that he/she is either a current or former employee of the State of 
Maryland, but the applicant does not match the data in Workday. The discrepancy appears on the Annotate screen and on the Hire Details page. 

 
 

Discrepancy on the Annotate Screen                                                                                                                      Discrepancy on the Hire Details page 
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Impact of a Discrepancy 

 
 

Seniority Points: 
 
For merit positions or for permanent skilled and professional recruitments, a discrepancy may affect applicants receiving seniority points.                                                                                                                                                                             
In accordance with State Personnel and Pensions, Title 7, Section 7-207, seniority points are given to a current State employee by an appointing authority who 
shall apply a credit on a selection test, of one-quarter point for each year of service in State government, up to a maximum of five points for 20 years of State 
service.  

 
If a candidate qualifies for a permanent skilled and professional recruitment, then the candidate is entitled by law to receive seniority points prior to placement on 
the certified eligible list.  If the candidate does not receive the seniority points, then this may affect his/her placement on the certified eligible list.   

 
 

Workday: 
 
If a discrepancy on the Annotate screen is not corrected, then the discrepancy will carry over to the Hire Details page.  The discrepancy on the Hire Details page 
will prevent Workday from processing the hire.  Therefore, it is important that the discrepancy is corrected for all recruitments and not just for permanent skilled 
and professional.  This includes at-will positions such as executive service, management service, contractual, special appointments, and temporary employment.   
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Correcting a Discrepancy 

 
 

Correcting a Discrepancy is a four steps process.   
 
Step 1:  Generate a discrepancy report in JobAps to identify those candidates who claimed to be a former a current State employee on the application, but the 
information does not match the information in Workday.  

 
 

Step 2:  Verify the candidate’s claim against the Seniority Point file located on the Human Resources Officers’ website under the Eligible List tab.   
 
NOTE: If you need access to the Human Resources Officers’ website or the Eligible List tab, please email DoIT at: service.desk@maryland.gov. 

 
 
Step 3:  Insert the Seniority Points on the Annotate. 
 
 
Step 4:  Correct the discrepancy on the application.  This only applies to the selected candidate for hire.     
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Generate the Discrepancy Report 

 
 

1. Click on Reports >Applicant sub-tab. 

 

2. Type in the recruitment number in the Recruit # field, check the Accepted check-
box and select Yes for Submitted. 
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3. Click the Point Discrepancy Listing in the Standard Applicant Reports Column.  

The Point Discrepancy Listing report will open in a new window. 
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4. Click on the section labeled Claimed Current or Former Employee to sort 

applicants.     
  

 

 

5. NOTE: Applicants who claim they are a current state employee on their 
application will have the letter “C” next to their names in the Claimed Current or 
Former Employee column.  
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6. NOTE: Applicants that the system recognizes as current State employees will 

have the “C” in the Current or Former Employee column. 

 

7. NOTE: If the applicant is a current state employee that the system recognizes, 
there will be a “C” in both the Current or Former Employee and Claimed Current 
or Former Employee columns.  In this case, there is no discrepancy. 

 

 

There is no 
discrepancy for 
this applicant.  
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8. NOTE: Discrepancies occur if there is a “C” in the Claimed Current or Former 

Employee column, but the letter “C” is missing in the Current or Former Employee 
column.  

 
 

After sorting the discrepancy report in JobAps, you will need to obtain the Employee Validation File for Discrepancy Checking located on the Human 
Resources Officers’ website. 

 
Do not close the Point Discrepancy Report in JobAps.  Open a new browser window to access the Human Resources Officers’ website.

This is a 
discrepancy. 
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 Verify Discrepancy against Employee Validation File for Discrepancy Checking  

 
 

9. Log into the Human Resources Officers’ website. 
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10. Click on Eligible List tab. 

 
11. Click on . 
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12. Click on   to open the Excel file. 

 

13. NOTE:  The Employee Validation File for Discrepancy Checking is an Excel 
spreadsheet.  All current and former Maryland State employees are on the file in 
alphabetical order by legal last name.   
 
 

 
 

 
Leave the Employee Validation file open and return to the Point Discrepancy Report in JobAps.  You will need both the Employee Validation file and 

the Point Discrepancy Report open to insert the Seniority Points on the Annotate screen. 
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Insert Seniority Points on the Annotate Screen 

 
 

1. NOTE:  On the Point Discrepancy Report in JobAps, select an applicant that has 
a discrepancy. 

 

 

2. Click on Annotate. 
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3. NOTE: The Annotate screen will display.  
 

 

4. Refer to the Employee Validation file to search for the applicant.   
 
NOTE:  To search for an applicant, you may use the scroll bar or you may use 
the Find function in Excel.  To use the Find function, press down and hold the 
control key on your keyboard then press down on the F Key. The Find and 
Replace window will appear.  Type the last name of the person you are looking 
for, and then click on Find Next to begin the search.  Continue to click on Find 
Next until the candidate is located on the spreadsheet.   

 
       NOTE: You may also search for an employee by first and last name, date of birth,   
       or last 4 digits of social security number. 

 
 

5. NOTE:  When you have located the candidate, you can highlight the row by 
clicking on the row number.   
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6. NOTE:  Use the scroll bar to scroll to the right to locate the Seniority Points for the 

candidate under the  column.   

 

7. Type in the correct number of seniority points the candidate should have received 
in the Seniority Points section.  

 
NOTE: Do not add points in any other area other than the Seniority Points field.  

 

 

8. Click Update to save the information.  Then click on Exit to exit the Annotate 
screen for this applicant. 
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9. Proceed to the next applicant on the Seniority Point Discrepancy Listing, verify 

the seniority points in the Seniority Points file and correct the number of points on 
the Annotate screen until all applicants are complete. 
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Correct the Discrepancy on the Application to Process the Hire Details 

 
 

Adding the seniority points on the Annotate screen will not remove the check next to Yes for discrepancy on the Hire Details page. The application must be edited 
to remove the check on the Hire Details page.  Failure to correct the application prior to submitting the Hire Details to Workday will prevent the hire from being 
processed in in Workday.  As a result, the hire will not get paid. 
 
Please note that correcting the application only applies to the candidate who is selected for hire.  It is not necessary to correct the applications for all those who 
are on the cert list.  
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1. Click on Aps>View sub-tab and type the recruitment number in the Recruit # field.   

 
Type the candidate’s name to only filter on that candidate. You may filter on EasyID, 
too. 
 
Click on Summary to display the data. 

 
 

2. Click once on the applicant’s row to select it, and then click on Edit Application. 
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3. Refer to the Employee Validation file to confirm the following against the information 

on the application. 
 

• spelling of the candidate’s last name 
• spelling of the candidate’s first name 
• verify if the candidate has a middle initial 
• the last four digits of the SSN#  
• DOB 

 
4. Make any necessary edits on the application so that the information on the application 

matches the information the Employee Validation file.   
 

In this example, the candidate indicated on the application that he is a Current 
employee. Cross-check on the Employee Validation file that the candidate is a current 
employee. Then verify the spelling of the name, last 4 digits of the SSN and DOB. In 
this example, the letter “A” was not on the application for the middle initial, but it is 
listed on the Employee Validation file. The red box shows where information needs to 
be entered. Please note that the appropriate field for the middle initial may differ 
depending on whether the candidate is a current or former employee.   
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5. Scroll down to click on Update to save the information and to close the window.  

 
 

 
6. Open the annotate screen for the candidate to ensure that the discrepancy has been 

removed.  

 
 
 

If the discrepancy still appears on the Hire Details page, then please contact the SPS team for assistance before moving forward with the hire. 
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