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Keep in mind                           Information Needed 

 

 

 

 

 

 

 

Three ways to Avoid Duplicate Hires: 

1. Always search by as many identifiers as possible (name, Chicago ID, SSN). 

 

a. When searching by Chicago ID or SSN, don’t forget the id: prefix. 

  
b. When searching by name, try different forms (eg. John, Jonathan, etc.). 

Remember that Workday only needs three characters to run a search, and partial 

searching is allowed: searching on “chris” will find results for Christopher, 

Christine, Christie, etc. 

 

c. Always look at the left side of your screen and make sure you are searching the 

category “All of Workday” and NOT “Common”. 

You can change your search preferences by clicking on the profile icon and 

selecting “Change Preferences.” 

  

 Creating a duplicate record for a worker can cause significant adverse issues that will 

be further compounded if a worker is paid on both records.  Remember to check that 

you are not hiring someone who already has a record in Workday. 

 

 If the employee is returned as a search result, you will need to either add a job or 

change their job versus hiring them. If you are unsure whether the employee already 

has a record in Workday, please contact the Workday Knowledge Center: 

workdaysupport@uchicago.edu or 773/702-4433. 

 

 A unique identifier (name, Chicago ID or 

SSN) to use to search for the individual you 

intend to hire. 

 

 The UCAT Pre-feed website can be utilized 

to search for previously assigned Chicago 

IDs and CNETs 

 

mailto:workdaysupport@uchicago.edu
https://cnet.uchicago.edu/ucatmenu/
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2. Particularly for staff members, try searching UCAT to determine if the employee has a pre-existing Chicago ID. UCAT can 

search on name, SSN, birthdate, CNet ID, Chicago ID or Student ID. You can then use the results to search for the person in 

Workday. Students will nearly always have a Chicago ID and will not need a new Chicago ID created for them.   

 

When searching for an individual in UCAT Pre-feed, use the wildcard * in any search field where you are uncertain of 

the value (i.e. if there is a possibility the last name could be recorded differently in UCAT). 

 

3. If you see either of the following errors, call the Workday Knowledge Center before proceeding. 

 

a. On the Edit Other IDs step of the Hire process:  

 

 

b. On the Edit Government IDs step of during the onboarding step of the Hire process:  

 

 

 

 

 

 

 

 

 


