
Hires Details, Discrepancies 
& MS106



Agenda
• Hires, transfers, reinstatements in hire 

details
• Discrepancies
• MS 106
• Employee Validation File
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Hire Details
• All Hires must be completed through the Hire Details in JobAps, except for 

Contingent workers. 
• Prior to completing the Hire Details, Analysts must review the Employee Validation 

file and the Pre-Offer Checklist website to check for discrepancies and for MS106.
• The reasons for choosing the Hire, Rehire (reinstate), and Transfer action codes are 

the following:
– Hire = A new hire or current or former employee who does not have an 

established EmpIoyee ID in Workday (W number)
– Rehire (Reinstatement) = A former employee that is being rehired (including 

reinstatement) and has a current Employee ID in Workday
– Transfer = A current SPMS employee who is being transferred to the same 

grade and has a current EmpIoyee ID in Workday, or a person who is a current 
contractual employee going into a State Regular pin or vice versa
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Discrepancies
• Discrepancies occur in JobAps when former/current applicant’s information on 

the employment application does not match the data in the Employee 
Validation File and will prevent Workday from processing the hire 

• A discrepancy can also occur when an applicant is a current or former State 
employee but the applicant indicates on his/her application that the employee 
has never been employed by the State

• Discrepancies can show up two ways on the Hire Details page.  If “Yes” is 
marked next to the Current/Former Employee Match Discrepancy (example 1) 
or if the Current or Former Employee box is blank and a W number appears in 
the Employee ID field (example 2)
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Discrepancies
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   Example 1 Example 2



MS 106
• A MS 106 is a form to report an Unsatisfactory Report of Service with the state.
• If a MS 106 has been filed against an individual, it can be found: 

– The Employee Verification File (most reliable)
– On the annotate screen of a submitted application (if the person does not 

have a discrepancy)
– PDF Cert List (if the person does not have a discrepancy)
– The Pre-Offer Checklist

• An individual with a MS 106 may still be hirable with the state, but not by 
certain agencies.

• An individual with a MS 106P (with Prejudice) cannot be hired by any State 
agency.
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MS 106
Example of MS 106P on annotate Screen
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MS 106
Example of MS 106P on PDF Cert List
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Employee Validation File
To open the Employee Validation File go to the HR Officer’s Website under the 
Discrepancies tab
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Employee Validation File
Important columns to confirm the information on the application and to correct 
discrepancies:

• spelling of the candidate’s last name (Column B)
• spelling of the candidate’s first name (Column C )
• verify if the candidate has a middle initial (Column D)
• the last four digits of the SSN# (Column E)
• DOB (Column F)
• The current status that is checked - Current, Former, or Never employed 

(Column G)
• MS 106 (Column L)
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Employee Validation File
Employee Validation Includes:

• Job Profile: Includes those are Benefits Only agencies (new)
• Current Agency: Includes the Non SPMS and CPBI agencies (new)
• Worker - MS106: If this column is populated, then go to the Pre-Offer Checklist (POC) website
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