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Table of Contents

Enclosure (3) Accession Tips, Problems and Error MesSages .........cccovevveveeveerveseennnn, 1
OVEIVIBW ...ttt ettt ettt a s et et e e s e s teenteese e e b e eneeeneenteeneeeneenteaneenreas 2
Before You DegiN......cc.ooiiiiec 2

D 111U 1] o] SRR 2
General Information Regarding ACCESSIONS ..........ccueiverieiieeieeiesee e esie e sreesee e 3
MEBNU PALN ..o 3
Discharges and Orders for RENITES .........cccveieiiciiic e, 3
ADOUL APPHICANT DAL ... 3
About Applicant Contract DAte ...........cccceeveiiieiieie e, 4
HIre APPHICANT. ... 5
Common Problems With RENITES ..........coieiiiiieiicee e 6
1. Requisition NUMDEIS ......cooiiiiiicee e 6
2. TEMDU En route t0 fIrSE PDS........ccooiiiiiiiieeee e 9

3. Unable to Process Reporting ENdorsement............cccccoveveieninnninieienenen, 10
4. Transaction COMPIELEA? .......ccveiieeieciece e 10

5. Status is “Terminated” in JOD Data.........cc.coovrieiiieieiese e, 11

6. DAt OF FANK......ccei e 11
Troubleshooting errors while completing the Rehire and Hire process ............... 13
1. Data CoNFlICES EFTOr ......ciiiiiiiiiieiese e 13

2. EXPECted LOSS EITON.. ..ot 19
3. Member must be Discharged Error (For REHIRES)..........cccocovveieiiiennenn, 20
4. No Matching Values error when entering Applicant ID in Hire Applicant. 20
ReNire/Hire CheCKIISt.........c.cviiiiiiiieeese s 21

Accessions E-3-1



Accession Tips, Problems and Error Messages

Overview

Before you This guide is designed to help assist you in the completion of your

begin Hire or REHIRE. It is not going to teach you how to complete a Hire
or REHIRE. For that, it is recommended you review the Accession
procedures and online tutorial located on the PSC website:
http://www.uscg.mil/hg/psc/pd.asp.

Discussion This guide will help troubleshoot problems you are experiencing with
your Hire or Rehire and assist you with the Hire or Rehire process.
This guide also provides a checklist to assist you in the documents and
actions you will need to complete when completing a Hire or
REHIRE. As well as helpful information on certain actions which
need to be complete when completing a Hire or Rehire.
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General Information Regarding Accessions

Menu path All Hires and Rehires require 3 separate components for completion
and must be completed in the below order. All 3 of these components
are accessible by going: Home>Develop Workforce>Recruit
Workforce>Use>

Discharges and  When conducting a REHIRE, the Discharge must be completed first.

Orders for The normal progression when completing REHIRES is Discharge,

Rehires REHIRE and Transfer. A REHIRE must be completed in that order.
Also, the Assignment Officer will normally issue transfer orders prior
to REHIRE, it is important that you do NOT approve these orders
prior to REHIRE as the orders will default to member’s current EMPL
Class. You’ll want to approve them AFTER the REHIRE has been
complete.

About In the Applicant Data section you will establish an Application ID.

Applicant Data  This is not to be confused with an Employee ID. For REHIRES, you
normally place the EMPLID in the bottom box of the Add a New
Value screen. However, there are personnel, when you try to Rehire
them that will show they have an existing APP ID and it will be the
EMPLID. You CANNOT hire anyone using their EMPLID as their
APP ID. It simply will not work.

You will need to click the Add a New Value button. If member has an
existing APP ID, ensure it says Active next to it vice Hired and verify
the application status date next to it. If it says Hired you cannot use
this App ID and you need to verify if member was not already Hired if
the Application Status Date matches the actual Hire Date. For new
Hires the Application Status date is not important, for Rehires the app
status date must be the same as the actual Hire date.

Continued on next page
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General Information Regarding Accessions, Continued

About This function can be completed by the HRS or HRS SUP.
Applicant Data

(continued)

Home = Develop Waorkforce = Recruit Warkforce (GBL) = Use = Applicant Data

Applicant Data

Find an Existing Value

Applicant 1D

Application Date: @
Mame:

Last Mame:

Alternate Character Mame:

Applicant Status: v
Application Status: Ed
EEmpIID: ﬂ]

[ case Sensitive
[ correct History

| Search | | Clear | Basic Search

Add a Mew Value

About In the Applicant Contract section you will establish the member’s

Applicant contract term and dates of service. The date of the contract is the date

Contract Date  the member is officially signing a document affiliating with the US
Coast Guard. It is very common for DCOs to sign their Oath of
Office’s a month in advance of attending DCO school. The date of
the contract must match the date specified in their acceptance letter.

This function can be completed by the HRS or HRS SUP.

Continued on next page
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General Information Regarding Accessions, Continued

Hire Applicant  The Hire Applicant function is the final step of the Hire process. It
will submit the Hire Reporting Endorsement on Orders transaction
(8c) and contract data to JUMPS as well as update all the individual
components of Direct Access. All data must be correct in the first 2
steps (Applicant Data & Applicant Contract Data) in order for this
step to be completed Successfully.

This function can be completed by the HRS SUP only and is NOT
viewable to the HRS. All HRS personnel must notify their HRS SUP
to complete the Hire Applicant portion of the REHIRE/HIRE.
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Common Problems with Rehires

1. Requisition 1. Obtaining a job requisition number or when the search for a job
Numbers requisition number returns with “No Matching Values”.

Verify first with the issuing auth that the position number/Job
requisition is correct.

After that, if the position/requisition number is correct the HRS SUP
must complete the following steps as the HRS will not have access to
this area of Direct Access to open the Job Requisition.

To open a Job req number, here are the steps:

Step 1. Navigate to the following path:

Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job
Requisition Data

Step 2. Input the Position number in the Search Screen and click the
“Correct History” checkbox before hitting Search.
Home = Deyelop Workforce = Recruit Workforce (GBEL) = Use = Job Requisition Data

Job Requisition Data

Find an Existing Value

Joh Requisition #: I

Job Requisition Status: | j
Fosition Mumber: IDDDBSD?D g]
Business Unit | Q

Job Code: I ﬂ

Depattrmert | <l
Originatar [D: | ﬂ
Authorization 1D I QJ
Recruiter 10 I ﬂ

[T Include Histord M Correct History

Continued on next page
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Common Problems with Rehires, Continued

1. Requisition In Review. From here you will notice in the below screen shot that
Numbers the upper left hand corner of the Requisition tab shows this member’s
(continued) current job req number is 048856 and the status is Filled.

Home = Develop Waorkforce = Recruit Workforce (GBLY = Lise = Job Requisition Data

J." Reqguisition Data ‘1‘ Jah Details Jaoh Paosting Basic Eligikility EduciExperiet

Joh Requisition #: 048856 Status: Filled Status [

‘Target Openings: |1
[rcim mnne 50

Step 3. To set the status of this to open, there are several things that
need to be done. First ensure the Date Authorized matches the oldest
Requisition Status. If it does not, you will need to ensure it matches
this.

Horme = Develop Workforce = Recruit Warkforee (GELY = Lse = Job Requisition Data

{ Requisition Data ‘.I Joh Details Job Posting Basic Eligibility Educ/Experience CompsiAccomps Hired
Job Requisition #: 048856 Status: Filled Status Date: 09/12/2006

‘Target Openings: I1
(_Date Authorizeq; 10012006 61 ]

Approval Status: IA” Approved j

Originator 1D: I ﬂ
Authorization ID: I ﬂ
Recruiter ID: I ﬂ

Requisition Status View2  First (] 1505 [B] Last
*Job Requisition Status ‘Fffective Date
1 [Filled =] |oanziz008  E =
2 [open =l |omio7izone G =]
3 [Filled | |o=io1sz2008 =]
4 |open | |12r29i2005 =
5 [Filled =| |orr2giz008 B =
B [Filled | |o=izsa0ng [=] ]

Continued on next page
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Common Problems with Rehires, Continued

1. Requisition Step 4. In the above picture, the date auth would be changed to

Numbers 08/25/2004 the oldest requisition status.

(continued)
Next, you will need to add a Row in the Job Requisition Status and set
it to Open. You want to be sure to set the status date prior to the
Hire/Rehire Date (I usually give myself a 30 day buffer in this case |
used 09/13/2006). Then click SAVE.

Home = Dievelop Warkforce = RecruitWarkforce (GBEL) = Use = Job Requisition Data

]( Requisition Data % Joh Details | Joh Posting " Basic Eligibility /" EduciExperience | CompsfAccomps | Hire

Job Requisition #: 048856 Status: Open Status Date: 0971372006

‘Target Openings: |1
Date Authorized: |108/25/2004 Eil

Approval Status: IA” Approved j

Originator 1D: l ﬂ
Authorization ID: [ QY
Recruiter ID: I ﬂ

Requisition Status First (4] 1.7 ot 7 (] Last
*Job Requisition Status ‘Effective Date
1 [open =] [oarazoos B9 [+] [=]
2 [Filled =l |oonzrzo06  E [=]
3 | Open | |oero7s2008 [=]
4 |Filled | |osotszo08 =]
5 [Open =l 12202005 B [-]
& |Filled | Jo7r2ssz005 =]
7 [Filled =] |ossz8r2004 B =]

In Review. Notice in the above screen shot, after clicking SAVE, the
member’s Status in the above left changed from Filled to Open. You
may now use req number 048856 in your Hire/Rehire.

Continued on next page
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Common Problems with Rehires, Continued

2. TEMDU 2. The position given is for member’s new unit, yet the member still

EBSFOUte to first needs to be Hired at the current location. How to do this.
Example. Member is a Reservist integrating into Active duty.
Current unit is Sector Houston/Galveston and his new unit is ISC
Kodiak. | have the member’s new position number of which to be
hired to and it is defaulting member’s unit to the new position at ISC
Kodiak. However, I need to Hire member to this unit, Sector
Houston/Galveston, in order to complete member’s PCS orders and
account for delay enroute.

This happens quite frequently, and you may use the member’s new
position number as the Hire. However, the department will default to
member’s position, so the HRS SUP will want to modify the
department and position in the Hire Applicant component, specifically
the Job Data portion. Please see the below screen shot for where to
change. You will want to use member’s previous position number
from SEC Houston/Galveston of which you can obtain in member’s
Joh Data (NOTE: You will want to use the position on the Job Row
prior o e Termination).

Home = Develop Workforce = Recruit Waorkforce (GEL) = Lse = Hire Applicant

Applicant Work Lacation Job Information Salary Plan
o Employes ID: Empl Red#:
\Work Location
Employee Status:  Active Date Created: 09/22/2006
*Effective Date: 092212008 B Effective Sequence: IU *Job Indicator: | Prirm:
Action /Reason; | Rehire =l IREH QJ Rehire
( Position Number: IDDD492T9 Ql j BOAT CREW Position Entry Date:
*Regulatory Region: IUSA ﬂ United States
*Company: CGA Active Coast Guard Employees
*‘Business Unit: IAUSCG ﬂ Al S, CoastGuard Units
‘Department; |DDDT50 ﬂ j CG GP PORT ANGELES Department Entry Di
Location: fiwan032 < CG GP PORT
Supenvisor ID: I ﬂ
| Personal Data Joh Data Ermployment Data Earnings Distribution Benefits f

Continued on next page
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Common Problems with Rehires, Continued

3. Unable to 3. The Rehire is completed and now the member needs to be
Process transferred. The orders show Reserve w/out Duty and | can’t report
Reporting member in.

Endorsement

The PCS orders were issued and Approved by the SPO prior to
completing the REHIRE. Therefore, the member’s orders defaulted to
the member’s prior empl class, normally in most cases it’s Reserve.
The system will not allow you to adjust this, only programming
intervention can correct. This is more of a reminder to not Approve or
Process the member’s PCS orders prior to completing the REHIRE.

¥ Htinerary 1= [ 1061 [¥] =
. - - Position Revisit |Cost
Report Date Depart Date Department |Description City State |Country Nature Duty Per Diem Number Flag  |SubTotal

10/23/2006 tzaoos (oosare DSCOMIESW Ly pnpria va [usa ‘_Z[ Yes | |onozsoro ]

4. Transaction 4. How to tell if your REHIRE has been completed.
Completed?

The easiest way to tell if an Accession is complete is through Job
Data, look for the “HIRE” or “REHIRE” job row. The below screen
shot is an example of what this should look like.

Hiome = Administer Waorkforce = Administer Workforce (GBL) = Use = Job Data

J." Work Location % CGDuty © CGJob  JobInformation  Job Labor © Payroll © Salary Plan ‘.ID

. Emplovee D Empl Rcd
Work Location View A
Employee Status:  Active Date Created; 0951 2/2006
*Effective Date: I':'Eﬂ 9/2006 B Effective Sequence: I1 *Job Inui[:altur:l_F
Action /Reason: | Rehire =| [REH Q] Rehire
[ - B T T, II'II'II'I‘Q-’-T.I'ITI'I ﬁ' I CTAR WD TATH R Chilf [ PP N PR ]

Continued on next page
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Common Problems with Rehires, Continued

5. Status is 5. The REHIRE has been completed, but member still shows
“Terminated”  Terminated in Job Data.
in Job Data

You’ll want to “View All” under Job Data and ensure your REHIRE
was indeed completed. See step 4 on what a REHIRE job row should
look like. In most cases, the terminated job row is because the
member’s transfer was processed out of sequence from the REHIRE.
In other words, it was processed prior to the completion of the
REHIRE. To fix, you will need to back out the departing/reporting
8c’s. SAVE. And then, re-enter the 8c’s.

The affect of this will be the removal of the terminated PCS job row
and re-insert an active PCS job row.

6. Date of rank 6. Inputting a member’s Date of Rank. Where it goes.

A member’s Date of Rank is very important. For REHIRES, you
should familiarize yourself with the Date of Rank computation. A
member’s Date of Rank should be inputted in the Job Data portion of
the Hire Applicant. There two spots within the Job Data to input this,
both of which are show in the below screen shots.

First spot is the Job Information tab of the Job Data in the Hire
Applicant portion of the REHIRE. You will input it in the Entry Date

box.
Home = Develop Workforce = Recruit YWaorkforce (GHLY = Use = Hire Applicant

Applicant Wiark Lacatian Jab Infarmatian Salary Flan

Employee ID: EmplReds: D
Job Information wiew Al First [ 1.0t 1 [M] Last
Effective Date: 095152006 Effective Sequence: 1 Job Indicator:  Frimary Job
Action / Reason: Rehire Rehire
Current
*Joh Code: |41 0094 ﬂ Second Class Boatswain's Mate [Emw Date: IDEIH 52006 @ ]
*Regular/Temporany: IREQL”E” :" *FullPart; |FuII—Time j
Empl Class: I SELRES :I' *Officer Code: I Mone :I'
*Regular Shift: A, = Shift Rate: | /|
PR R S I:‘I'I nn e I

Continued on next page
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Common Problems with Rehires, Continued

6. Date of rank  Second spot is the Salary Plan tab of the Job Data in the Hire
(continued) Applicant portion of the REHIRE. You will input it in the Grade
Entry Date box.

Home = Develop Woarkforce = Recruit Workforce {GHL) = Llse = Hire Applicant

I{’ Aaplicant Y YWark Location Y Joh Infarmation Y Salary Plan \L

Emplayee : -o---- EmplRed#: 0
View Al First [ 101 [¥] Last
Effective Date: 097152006 Effective Sequence: 1 Job Indicator:  Frimary Job
Action [ Reason: Rehire Rehire
Current
Salary Administration IENL QA Grade: |E5 G [G,ade Entry Date |09r1 52006 [ ]
Plan:
Step: l_ ﬂ Step Entry Date I @
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Troubleshooting errors while completing the Rehire and
Hire process

1. Data The below is a screen shot of the error, the most common, and the
Conflicts Error  pelow instructions and screen shots explain how to troubleshoot the
error.

| Microsoft Internet Explorer E _)ﬂ
': Drata being added conflicts with existing data, (18,23
L

‘when adding a new itemn to the database, the syskem Found a conflicting item already
exisks.

This prablem can happen iF another user has enkered sinilar information at the same
time as you, Mote the changes you have made, cancel the page, then retry wour
changes.

If the problem persists, it may be because of an application or other programming error
and should be reported ko technical support staff.

This error occurs when the keys on the record being inserted match a record that is

already in the database. The application must ensure that each inserted record has
unigue keys.

A. For REHIRES, check the Application Status date in relation to
member’s actual Hire date. The Application Date cannot be later than
the Hire date. Contact PSC Customer Care if you run into this
problem. The easiest spot to check this is under the Applicant Data
component of the REHIRE.

Home = Develop Waorkforce = Recruit Workforce (GBL) = Lise = Applicant Data

Marme Address Personal Profile Elinibilityil dentity Application 1 Physical Char »

Applicant ID: AODMEYES
Applicant Status: Employee [Applicatiun Date: 049 512'3“35]

Format Using: IISA Lnited States

Name: |\ o N

Prefix: I 'l

First Name: f Middle: IL.

Last Name: Il . Suffix: |

NOTE: in the above picture the Application Date is good.

Continued on next page
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Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data B. Under the Applicant Data component, ensure the Disposition
Conflicts Error  under the Requisition tab shows Offer Accepted, this sometimes gets
(continued) changed to Offer.

Home = Develop Warkforce = Recruit Workforce (GHLY = Lise = Applicant Data

Ell." Eligibilityldentty ~ Application 1 Physical Char  Application 2~ Resume Text | Requisition ‘.L

Applicant 1D ADDTETES
Applicant Status: Employes Application Date: 0941 5/2006

Job Req #: ID‘EE”E Position: oon49z7g  BMIZ DeptiD: 000750
Business Unit: ALSCE Job Code: 410094 B2 Status: Open
Ref Source: | Lnknown j

Employee Referral 1D: I

Specific Referral Source; |

*Disposition Dt: IDE”HJ@':”:'E ] Letter: I Q| Lette
‘Disposition: [ |Oﬁer =l ] Reason: I

NOTE: In the above picture you will want to adjust the disposition to Offer Accepted.

Continued on next page
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Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data C. For REHIRES, under the Applicant Contract Data component,
Conflicts Error  ensure the contract number has the correct sequential corresponding
(continued) contract number.

Home = Deyelop Workforce = Recruit'Workforce (GHL) = Use = Applicant Contract Data

]f Contract StatusiContent " Confract Clause " Senice Information " Brior Senvice . Career Information )

Applicant ID: ADDTETES
Applicant Status: Employee Application Date: 091 52008

|bDD1 “Contract Status: EI
Contract Begin Date: |'39”1 5/2006 Edl Contract Expected End Date: I'Z'E”1 4i2009
Contract End Date: I *Regulatory Region: W ﬂ
Contract Template ID: I ﬂ
" Additional Contract [~ More than one year expected Initialize Contract |
Comment: |
Contract Content: _l‘lt_ﬂﬁER |SSETI‘_J§I;—SS.ELL|NG LEAWVE. MBR IS MOT ELIBIBLE FOR A SREB. MBR 1S MOWY A MEMBER OF ;I
[

NOTE: In the above screen shot the contract number should be 002 in the Applicant

contract date. You can verify by going to contract data in Administer Workforce:
Home = Administer Workforce = Administer Workforce (GHLY = Lse = Contract Data

‘." Contract StatusiContent " Contract TypelClauses  Contract Leave | Semwvice Dates |

o Employee o 1
Contract Data

Contract Number: ooo *Contract Status:

Contract Begin Date: IDQ 151 399 Contract Expected End

Date:
Contract End Date: [09i1 412006 ]

*Regulatory Region:

Continued on next page
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Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data D. For REHIRES, under the Hire Applicant component, the Job Data
Conflicts Error  portion ensure the job sequence is changed to the next sequential
(continued) number in member’s current Job starting with “0”.

Home = Develop Workforce = Recruit Workforce (GBL) = Use = Hire Applicant

Applicant Work Location Job Information Salary Plan
Employee ID:

Work Location

Employee Status:  Active e Created:; 09/22/2
*Effective Date: 092202006 | Effective Sequenc |D *Joh
Action /Reason: | Fehire =l [rEH & Renire

Position Number: IDDD“QQTQ Y BOAT CREW Pos
*Regulatory Region: IUSA ﬂ United States

*Company: CGA Active Coast Guard Employees

*Business Unit: |AUSCG ﬂ All L. S, Coast Guard Units

*Department: [ooo750 QJ CG GP PORT ANGELES Deg

NOTE: In the above screen shot the Effective Sequence should be changed to “1”.
You can verify the correct number by navigating to the member’s JOB DATA, a screen
shot is provided below (the number 1 will denote the 2" record in JOB with the same
date). Notice the already existing Job Data for this member on the same date, “0” is
already present:

Horme = Administer Workforce = Administer Workforce (GBL) = Lse = Job Data
[ Work Location Y CG Duty CG Job Jdob Infarmation Job Lahor Eayrall Salary Plar
L Employee 1D: Empl Red#:
\Work Location View All
Employee Status:  Terminated Date Created: 09/15/2006
*Effective Date: Ibgﬁ 5/2006 [l Effective Sequence: ID *Job Indicatur:l Frima
Action /Reason: | Tefmination =] [osc Q) pischarge
Position Number: IDDD1 093 Q) MLE STAND TEAM Position Entry Date:
*Regulatory Region: IAUSCG ﬂ US Coast Guard
R | = T S S U

Continued on next page
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Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data E. For REHIRES, under the Hire Applicant component, the Personal
Conflicts Error  Data portion ensure the member does not have a current Personal Data
(continued) Effective Date that matches the Hire/Rehire Date.

Home = Develop Warkforce = Recruit Workforce {GBLY = Lse = Hire Applicant

[ Applicant_  MName Y Address  Personal Profile  Eligibilitgldentity ~ Physical Char
1D: Emplovee

Personal Data

*Effective Date: |ngm 512006 [l

Format Using: IUBA Q] United States

Name: [

NOTE: In the above screen shot the member’s effective date is fine, you can verify by
checking member’s Personal Data, a screen shot is provided below:
Home = Administer Workforce = Administer Workforce (GBLY = Lise = Personal Data

‘." Mame % Address  Personal Profile  Eligibilitldentity = Physical Char |

ID: Employves

Personal Data

[ ‘Effective Date:  |07/17/2003 [ ]

FormatUsing:  |US%A Q| United States

Mamar

In the event the two dates match, change the member’s existing
Personal Data to the day prior and SAVE.

Continued on next page
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Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data F. For REHIRES, ensure member does not have 2 active Applicant
Conflicts Error  |D’s. To check this, you will want to enter the EMPLID of the
(continued) member in the Search box for the Applicant Contract Data.

dome = Develop Workforce = Recruit Workforce (GBLY = Use = Applicant Contract Data

Applicant Contract Data

Find an Existing Value

Applicant ID: I
Application Date: I @

Mame: |

Last Marne: |

Alternate Character Name:l

Applicant Status: | j

Application Status: | [~

ErnpliD: |123456? Ql

[T Case Sensitive

| Search | | Clear | Basic Search

Search Results

Applicant ID Application Date Name Last Name Alternate Character Name Applicant Status Applical}
ADDTRTRS 0901572006 hlank Employes Artive
ADDTARTR4 0901552006 hlank Employee Artive

NOTE: In the above screen shot, the member has 2 App ID’s both
for the same date, both Application Status’ show Active. One must be
removed, only programming intervention can assist. You will want to
submit a PSC Customer Care ticket for assistance.

Continued on next page
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Troubleshooting errors while completing the Rehire and
Hire process, Continued

2. Expected x

Loss Error.
'E Expected Loss Date cannot be less than (Contract Beqgin Date + Conkract Term) (20140,46)

= Correct Expected Loss Date, Contract Begin Date or Contract Term.

A. Under the Applicant Contract Data component, check the Service
Information tab, checking the Effective Date of pay and allowances
(needs to be same date as the REHIRE) and Expected Loss Date (date
needs to be the date of Hire plus contract term, unless member is a
new service member under initial obligated service, which is 8 years
for any new member.)

Home = Develop Warkforce = Recruit Workforce (GBLY = Lse = Applicant Contract Data

Contract Status/Content Contract Clause Service Information Eriar Service »

Applicant ID: AODTETES
Applicant Status: Employee Application Date: 09/15(2006
‘PayEntryBase Date:  |P32111978 B *Active Duty Base Date: |04/ 31995 ]

*Effective Date
IDQH 512006
Pay Allowance: @ ] Anniversary Date: I @l

Job Family EntryDate:  |0%/15/2006 [

[’ExpectedLussDate: |99”‘”2905 Ed] ]

Expected Active Duty |01 4/2006
*Military Entry Date: [pzz1r1a7s B —— | Bl
Date Entered Current Active IDQH 5i2006 @ Reserve Drill 091 5/2008 @
Duty: N Obligation Date:
Date Completed Military IDQH 42006 @
Obligation: Reserve Initial Entry I @
Date:

Employee Classification: ISELRES vl

Reserve Training/Pay Code:IF g RF, Rk, & RL on [ADT

Reserve Classification | Frior Svc CG Enlwiin 8 yr obl j
Code:

NOTE: In the above picture the Expected Loss is incorrect and
should be 09/14/2009. Member’s contract was for 09/15/2006
for 03 years. Member had already completed initial obligated
service, and contract goes beyond it. Therefore, Exp Loss should
be expected contract end date.

Continued on next page
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Accession Tips, Problems and Error Messages

Troubleshooting errors while completing the Rehire and
Hire process, Continued

3. Member . '
Microsoft Internet Explorer,

must be P E'

Dlscharged Member has ko be discharged before the rehire can happen. (20080,25)

Error (For ! :“

REHIRES) Discharge the member and then do the rehire,

A. Check the separations component to see if the discharge status has
been set to “Approved”.

4. No Matching If you receive an “Invalid ID/No Matching Values found” error

Values error message, when trying to add an applicant ID in the Hire Applicant

whenentering  component, go back through the applicant data sections and ensure all

Applicant ID in tq steps were completed (Contract Data, Identification Data,

Hire Applicant i, enship, etc.). If you are not able to save the Applicant Contract
data, clear all the fields on the Career Information tab with the
exception of the Job Code.

E-3-20 Accessions



Accession Tips, Problems and Error Messages

Rehire/Hire Checklist

A checklist designed to help assist you with your Hire/REHIRE.

Organize Accession documents and create PDR, IAW PDR instruction

Print Orders out of Direct Access or Use member’s hardcopy (For
REHIRES do NOT approve the Orders in DA yet).

For REHIRES, Print off Service Dates from the SOCS page
For REHIRES, complete the Discharge
Complete Hire/Rehire documents

For REHIRES, approve orders in Direct Access (Note: You must complete
the Hire Applicant step before you endorse the orders!)

24 hours after approval of Hire/Rehire complete Tax Info
24 hours after approval of Hire/Rehire complete Entitlements

Submit request for Statement of Credible Service (SOCS)

NOTE: This is for ALL prior Service personnel regardless of DD214
present or not. Remember if member is supposed to be O1E, you can request interim
pay adjustment. For consecutive active duty with no break, remember you can
request Leave carryover from prior service/component.

Enter ASVAB scores for member in Direct Access Test Results.
NOTE: If ASVAB scores not present request a copy from CG Institute
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