MAND

Verifying Correct Seniority Points

Since seniority points are assigned in JobAps to individuals whose applicant data matches exactly to the integration file, individuals with a discrepancy will not
automatically receive their legally mandated seniority points. To ensure all qualified applicants receive their correct seniority points, prior to running applicants
through the exam plan, agency HR will have to pull a Point Discrepancy Listing report and look for any discrepancies and manually enter in the appropriate
seniority points.

In accordance with State Personnel and Pensions, Title 7, Section 7-207, seniority points are given to a current permanent State SPMS 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. Contractual SPMS employees and current employees of Non-SPMS agencies are not entitled to seniority points.

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.

Verifying Correct Seniority Points

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 Discrepancies tab.

NOTE: If you need access to the Human Resources Officers’ website or the Eligible List tab, please email DolT at: service.desk@maryland.gov.

Step 3: Insert the Seniority Points on the Annotate screen.
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Generate the Discrepancy Report

H H e
1. Click on Reports >Applicant sub-tab. e R T o JobAps:
Class Specs | Applicant | Jobs | Referrals | Tests | Date L. | ... To.e | 5Q Filtering |

Report by Applicant

2. Type in the recruitment number in the Recruit # field, MMQ in the Disposition,
and ensure that Yes is selected for Submitted.

* [1show Levels

Submitted
Dm'aﬁ:er:l@ Expires :l@

g E— e —
= Email Use OK|[N/A v]
Paper/0Online [Both M
Last Notice Uploaded | /A Vl
Submitted | Yes W
Deadline | Ontime v
Job Source | Select Job Source v
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Verifying Correct Seniority Points

3. Click the Point Discrepancy Listing in the Standard Applicant Reports Column.
The Point Discrepancy Listing report will open in a new window.

A
Annotate Auwdit P Armnstrong

Ap Withdrawal M Deguzman

Disp View M Deguzman

Applicant Metrics 1 Gimblin

Layoff/Reinstates/Transfers H Harrison

Annotate-Ap Score W Jones

|Canthidate Cert Check ™ Point Du Jouwr

Point Discrepancy Listing D Swanson I

Physical Exam List D Swanson

4. Click on the section labeled Claimed Current or Former Employee to sort

applicants.

Point Discrepancy Listing

Last Name First Hame  Annotate
ADAMS DONALD Annotate
AIOSE GAMIVAT  Annotate
AKINFETIDE ADEDARC ot
ALBRIGHT WILLLAM Annotate

Page 1 of 2: Tatal Recards: TG
12

CORR OFFICER
LIEUTENANT

CORR OFFICER
LIEUTEHANT
CORR OFFICER
LIEUTEHANT

CORR OFFICER [
LIEUTEHANT

SHoknie

27500

Ve o
1]
0.0000 5.0000
10 0000 5 0000
0.0000 5 D000
0.0000 5.0000

August 2017. Verifying Correct Seniority Points
Page 3 of 13




Verifying Correct Seniority Points

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

Point Discrepancy Listing

F4
Former Employee column.
Fage 1 of 2; Total Records: T&
Lagt Name First Name Annotate Job Title Lurrent or Former Seniority Yeterans Residenc
[1]
ADAMS DONALD Anngtate CORR OFFICER 0.0000 5.0000
LIEUTENANT
AJOSE GAMIYAT Annotale 10 0000 5 000D
AKINPETIDE ADEDAPD Amolale CORR OFFICER 0.0000 5.0000
LIEUTENANT
ALBRIGHT WWILLIAM Annciate CORR OFFICER [ 2.7500 0.0000 5.0000
LIEUTENANT
6. NOTE: Applicants that the system recognizes as current State employees will Point Discrepancy Listing
13 ”
have the “C" in the Current or Former Employee column.
Page 1 of 2; Total Records: 76
12
e e Eirst Name Job Title Current or Former Claimed Current or Former Seniority Veterans Residenc
Employee Employee Points Points Points
ALBRIGHT WILLIAM  Annotate CORR OFFICER C 27500 0.0000 5.0000
LIEUTENANT
BAKER KIMBERLY  Annotate CORR OFFICER C 1.5000 0.0000 5.0000
LIEUTENANT
BLOSS VALERIE  Annotate CORR OFFICER = 3.0000 0.0000 0.0000
LIEUTENANT
ELENDU OBIEFUNMA  Annotate CORR OFFICER [ 3.2500 0.0000 0.0000
LIEUTENANT
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Verifying Correct Seniority Points

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.

Point Discrepancy Listing

Page 1 of 3: Total Records: 121

123
Last Name First Name Annotate Job Title Current or Former Claimed Current or Former Seniority Veterans Resider
- - = - Employee Employee Points Points Point
ADAMS DOMALD Annotate CORR OFFICER c | 5.000
LIEUTENANT There IS no
AJALA TUN Annotate CORR OFFICER H d|5crepancy for 5.000
LIEUTENANT H . . H
i this applicant. i
AJOSE GANIYAT Annotate CORR OFFICER H : 5000
UEUTENANT
ARANN OLAWALE  Annotate CORR OFFICER 0.0000 5.000
LIEUTENANT
AKINPETIDE ADEDAPO  Annotate CORR OFFICER 0.0000 5.000
LIEUTENANT
ALBRIGHT WILLIAM Annotate CORR OFFICER [ c 2.7500 0.0000 5.000
LIEUTENANT
. H 1 H H [[Tall H
8. NOTE: Discrepancies occur if there is a “C” in the Claimed Current or Former Point Discrepancy Listing
1 ” 1 1 H
Employee column, but the letter “C” is missing in the Current or Former Employee
column.
Page 1 of 3. Total Records: 121
123
[ TR First Name Annotate Job Title Current or Former Claimed Current or Former Seniori Veterans Resider
Employee Employee Points Points Point:
ADAMS DOMALD Annotate CORR OFFICER 0.0000 5.0001
LIEUTENANT
AJALA TUNJI Annotate CORR OFFICER L. 50000
LIEUTENANT Thisis a
AJOSE GANIYAT Annotate CORR OFFICER = H 5.0000
T discrepancy.
AKANJI OLAWALE  Annotate CORR OFFICER C 50000
LIEUTENANT
AKINPETIDE ADEDAPO  Annotate CORR OFFICER C 0.0000 5.0001
LIEUTENANT
ALBRIGHT WILLIAM Annotate CORR OFFICER [ [ 2.7500 0.0000 5.0000
LIEUTENANT

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.
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Verifying Correct Seniority Points
MARYLAND

Verify Discrepancy against Employee Validation File for Discrepancy Checking

9. Log into the Human Resources Officers’ website.

DEPARTMENT OF _
BUDGET AND MANAGEMENT s Syt

Attention HR Officers

To request access to the DBM Human
Resources Officers website, please
read the ﬁ Application and
Authorization for OPSB System Form
Instructions.

Then submit the ﬁ Application and
Authorization for OPSB Systems form
and @ Signature Authorization form
per the instructions.
. 5 y g a NOTE: for existing Human

Access to this sysiem is restricted to authorized users only and limited to approved business Resources Officers website users

purposes. By using this system you expressly consent to the monitoring of all activities. Any needing to reset their password,

unauthorized access or use of this system is prohibited and could be subject to criminal and civil please send an email request to

penalties. All records, reports, e-mail, software, and other data generated by or residing upon this service desk@maryland gov

system are the property of the State of Maryland and may be used by the State of Maryland for any

purpese.

User Name:

Password:

\

Contact the Office | Accessibility | Privacy Nofice | Terms of Use
45 Calvert Street, Annapolis MD 21401 | 300-301 \West Preston Street, Baltimore MD 21401 | Toll Free: 877.634.6361
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Verifying Correct Seniority Points

10. Click on Discrepancies tab.

11. Click on one of the two Employee validation files based on the applicant’s last
name.

HOME HREVENTS JOBAPS SPS FORMS  DISCUSSIONS  TRAINING [yLTe =200/ (020

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 DBM'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 410-260-7773 or by email at service.desk@maryland.gov.

Discrepancy Checking Information

& (A-L) Employes validation File for Discrepancy checking
(M-Z) Employes validation file for Discrepancy checking

[ M5105 Codes and Definitions

12. clickon ® OPEN 5 open the Excel file.

|

What do you want to do with Employee Validation File for
Discrepancy Checking xlsx?

Size:10.5 ME

Il Type: Microsoft Excel 12
From: mdnet.dbm.md.gov

% Open
The file won'L.#e saved autematically. '

% Save

< Saveas

Cancel
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Verifying Correct Seniority Points

. . . . . . kY v R E i ploy e Valication File for Discrepan ecking XI5t Microsoft Excel T
13. NOTE: The Employee Validation File for Discrepancy Checking is an Excel 'jlgf”’ S e S R :
spreadsheet. All current and former Maryland State employees are on the file in [ e o - w [ - B cenem W g R e
. 53 copy - — =2 — & Fill - o
alphabetical order by legal last name. Pt romatpante B £ U | - 2 A €2 icezcg S iy T Contiunal Feret e SoL Un et et 22
- L1 : - b CFINTDDTrWUrkEr—StatErEmpluyeEg ; ) = = :
A B C D E F G
Employee ID Legal Name - First N\ame ~ CRCFINT007-Worker- Legal Name - Middle Legal Name - Last N\ame  CRCFINTO007-Worker- Date of Birth
Legal-FirstName-Upper1 Name Legal_Last-Name-Upper1
; W - -+
3w Katherine Katherine A A 2
4 |w Christoph Christaph A A 14
5w David David A A
6 (W Wayne Wayne A A
I —— Ll - :
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.
Insert Seniority Points on the Annotate Screen
1. NOTE: On the Point Discrepancy Report in JobAps, select an applicant that has Point Discrepancy Listing
a discrepancy.
Page 1 of 2: Total Records: 76
12
Last Name First Name  Annotate Job Title A R A S S e Ly
ADAMS DONALD Annotate CORR OFFICER C 0.0000 5.0000
LIEUTENANT
AJOSE GANIYAT Annotate CORR OFFICER C 10.0000 5.0000
LIEUTENANT
AKINPETIDE ADEDAPO Annotate CORR OFFICER E 0.0000 5.0000
LIEUTENANT
ALBRIGHT WILLIAM Annotate CORR OFFICER [ [ 27500 0.0000 5.0000
LIEUTENANT
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Verifying Correct Seniority Points

2. Click on Annotate.

Point Discrepancy Listing

Page 1 of 2. Total Records: 76
12

Last Name First Mame  Annotate Job Title e Claimed e e ot o e
ABATAN BABAJIDE CORR OFFICER
LIEUTENANT
ADAMS DONALD Annotate CORR OFFICER e 0.0000 5.0000
LIEUTENANT
AJOSE GANIYAT Annctate CORR OFFICER c 10.0000 5.0000
LIEUTENANT
AKINPETIDE ADEDAPC Annotate CORR OFFICER c 0.0000 50000
LIEUTENANT
ALBRIGHT WILLIAM Annctate CORR OFFICER c c 27500 0.0000 50000
LIEUTENANT
3. NOTE: The Annotate screen will display. e Profile | School | Work 1) 5up Ou
;}':”6?;313;}9 [ Acceptt [ Reiectt Ceduet  Oexet  Ouet Oeemt Oowt Dlager Tluun
9:23:57 PM [ Accept2 [JReiectz [JEducz ez Ouez Oeete Oorz Clagez Cuw
Reviewed by| |Ap Expires | | Last Notice Type l:l Sent on: 03M8/2013
Reject Cude| | CheckBux—Nutice| |
Notice Add | |

Current or Fermer Employes: |:| Current/Fermer Employee Match Dizcrepancy: Yes Mo Empleyee Type: Alert: l:l
Senicrity Points l:l Residency Pointz l:l eterans Point:

[ Meetmas sa ScurD Rater ScurD Ap Scurx4:| FinalScureIZI Add Extra Points Disp Stat

otes

HR
o

CaD:
authority AD:

Eﬂdd a Note for my Department @Prim This Application
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Verifying Correct Seniority Points

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.

Find and Replace

—

anderson| |Z|
Ophions ==
| Fndal |§ Enddext |1 Cose |
— —

NOTE: When you have located the candidate, you can highlight the row by

clicking on the row number.

B
Legal Name - First Name  CRCFINTOOT Worker

Marcus

E
Legal Hame - Last Name  CRCFINTOOT Warker

F G
Date of Birth
Logal_Last Hama. Lipparl

262 W
HArH| Sheetl <€
Bt |

Mark

J

Tos
Marcia

= »l=lr >

= mllr >

Jr—— BAAMT ot 16 Some G7ASEE L LR

NOTE: Use the scroll bar to scroll to the right to locate the Seniority Points for the

CFINT-Worker-Seniority-
Points

candidate under the

[F—
CFINTO007 Worker-State-

1
2243/C
2244 F
2245 C
2246 C
2247 C
2248F
2249F
2250 C
2251 F

M
CFINT007-Worker-JobAps.  Length of Service in
Employee-Type

PERMANENT

PERMANENT
PERMANENT
CONTRACTUAL

CONTRACTUAL

P
CFINT- Worker-MS5106

5710101002
0
47101201003

257352004003
07360400000
0

0
"230801005

za

PERMANENT

0
% 1.25'3#0101002

2253 F
2282 C
283 C

W 4 ¥ W Sheetl /¥3
Ready | 73 |

PERMANENT
CONTRACTUAL

coololcoccoccocos|

Average: 66958125  Count: 16

5320602049
0220100004

August 2017. Verifying Correct Seniority Points
Page 10 of 13

Q R
CFINT-Worker-Seniority-  CFINT-Worker-Cost-
Points Center-9 Digits

q? i >
Sum; 26783.25 |0 100% (= L




MARYLAND

Verifying Correct Seniority Points

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.

| Aftachments [§ Reset | Protile | School | Work 12 3 1 Sup Qu JMOJ Update |
';}'ﬂﬂ?;ﬁff [ Acceptt [ Rejectt Oeguet et Ouet Oeett Oou Oaser Cwun
2:13:36 AM [ Accept2 Clreiectz ez exez Oz Clcene Ooz Dagez Duue

Reviewed by| |A|:| Expires| | Lazt Motice TypelZl Sent on: 021442012

Reject Code CheckBox-Notice | |

Yes

Motice Add |
S

Current or Former Employee: |:| Current/Former Employes Match Discrepancy:
1

Fen iority Points - Weterans Points | O

|Residency Points |S

L] MestMas sa S;C:EIrEI2 Rater Scurel | Ap Scur4 | Final Scure Add Extra Points  Dizp Stat
Motes
for the i
Hirin gu note
paD:
Authority A

@Add a Mote for my Department &Prim This Application

8. Click Update to save the information. Then click on Exit to exit the Annotate
screen for this applicant.

Attachments

Profile | School | Work 1 2 3 Sup Qu

;‘:F‘:Vzg:’;e [ Aceeptt [ rejectt [ Eduet Oexet Ouet Oeet Oput Oacet ML
213:36 AM [[J Acceptz [ Reiectz [Ceduez ez Oiicz Cleedz Cpe [Clager  [uue

Reviewed by Ap Expires Last Notice Tyuel:lSentun. 0314/2012

Reject Cude| ‘ CheckBux—Nulicel ‘
Notice Add| |
Current or Fermer Employee: D Current/Fermer Employee Match Discrepancy: Yes Ne Employee Type: Alert: l:l
Seniority Peints Residency Points. Weterans Points.

[ MestMas SQScord? | RaterScod | ApScore | FinslScore Add Esia Foints Disp stat

Hotes iR

forthe -
Hiring g?DE
Authority o

@Add a Note for my Department &Prinl This Application
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Verifying Correct Seniority Points

MARYLAND

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.

Point Discrepancy Listing

Page 1 of 2; Total Records® 76
12

Current or Former Claimed Current or Former Seniori Veterans Reside|

Last Name First Name Job Title

Employee Employee Points Points Point
ABATAN BABAJIDE Annotate CORR OFFICER C c 1.7500 0.0000 5.000
LIEUTENANT
ADAMS DONALD Annotate CEEETUE':\EiER O c O 0.0000 5.000
AJOSE GAMIYAT Annotate CORR OFFICER c 10.0000 5.000
LIEUTENANT
AKINPETIDE ADEDARO Annotate CORR OFFICER c 0.0000 £.000
LIEUTENANT
10. Make a list of all current State Employees who have a discrepancy and are Point Discrepancy Listing
Veterans By A Karnezis: 4/27/2017 10:52:29 ANV
Page 1 of 1; Total Records: 17
You can determine who is a current state employee with a discrepancy and are Currant or Formar Emplayas Claimed Currant or Farmer Emplayes Seniority Points | Vaterans Paints Residency Boints
H H H ot F C 0.0000 10.0000 5.0000
also a veteran by rerunning the Point Discrepancy Listing report after you have e o
entered all of the seniority points. Look for any individuals that has the following: c c 5.0000 0.0000 5.0000
e A*“C”inthe Claimed Current or Future Employee column — o

¢ Nothing in the Current or Former Employee column
e Points in the Seniority Points column
e 10.000 in the Veteran Points column

Write down the names of individuals that match the criteria above. These are the
individuals that you must fix their discrepancy. To learn how to fix the discrepancy,
please refer to the Fixing Discrepancies guide.
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11' CheCkIng appllcants Who dld NOT Indlcate that they are Current State ICurrent or Former Employee I Claimed Current or Former Employee Seniority Points Veterans Points
Employees. 3 F 0.0000 0.0000
F F 0.0000 0.0000
A discrepancy may also occur if the applicant does not indicate that he/she is a = = e e
current State employee on the application but the person is a current state c c 57500 5.0000
employee. To identify these, click the Current or Former Employee heading of the c c 47500 0.0000
column twice. This will sort the list by those that have been identified to be c 0.5000 0.0000
Current or Former Employees by the integration file. ¢ ¢ #0000 0-0000

12' CheCk any Appllcant that has a C In the Current Or Former Employee Current or F;rmer Employee Claimed Current or Former Employee Seniority Points Veterans Points
column but does not have a C in Claimed Current or Former Employee F F 0.0000 0.0000
Column F F 0.0000 0.0000
C C 0.5000 0.0000
Check for the applicant on the Discrepancy file. If the applicant is a current state E E iiiﬂﬁ §§2§§
employee, enter in the correct seniority points on the Annotate Screen. C c 47500 0.0000
| ¢ | 0.5000 0.0000
C C 4.0000 0.0000

After you have checked all applicants with a discrepancy and have entered the appropriate seniority points on the Annotate Screen, fix the

discrepancy for any veterans. You can then push all applicants through the exam plan.
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