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Verifying Person data for Rehires or Transfers 

 

Manage Hires requires you to click Add Person for each transaction before you add the job.   

It will create new rows for an existing employee and these new rows need to be reviewed. 

Biographical Details tab 
Name 

 

Click View All to see previous and new rows 

Use your best judgement and assume previous data is correct unless you have been told otherwise. 

 

Use the Edit Name buttons to verify names (including Middle Name/Initial) 

• Remember, name needs to match SS card and display legal name 
• If both names match legal name, delete new row 

 

 

• If name has changed since previous row, leave new row showing new legal name 

 

  



Last Updated 12/5/2024 

Biographical History 

 

Click View All to see previous and new rows and compare the data.   

Use your best judgement and assume previous data is correct unless you have been told otherwise. 

 

• Highest Education Level is now coming through as Masters Level Degree.  Since this is a change, the new 
row should remain 

• Marital Status came from TAM as Unknown.  Unless you have information that they are divorced you should 
copy the Marital Status & As of date on the new row. 

If all data is correct on the previous row, delete the new row 
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Contact Information tab 
Addresses 

 

Click Edit/View Address Detail to see previous and new rows and compare the data.   

Use your best judgement and assume previous data is correct unless you have been told otherwise. 

 

• If the address is the same, delete the new row 
• If the address has changed (and you have verification of the change), keep the new row 
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Regional tab 
History/Veteran 

 

Click View All to see previous and new rows and compare the data.   

Use your best judgement and assume previous data is correct unless you have been told otherwise. 

 

• If the Military Status is the same, delete the new row 
• If the Military Status has changed (and you have verification of the change), keep the new row 


