
Positions
(PIN’s)

Salary Plans Job Codes

Job Code 
Descriptions

Department of 
Finance 

Administration

Employee Job 
Data

Employees
Temporary
Contractual
Volunteer

Interns

EFFDT EFFDT

EFFDT

EFFDT

EFFDT

Annual Budget Process

Reporting
Create, Manage, Abolish PIN’s

DBM
 Website

Reclassification Grievances

Recruitment & Retention Bonus’

COLA’s

Acting Capacity Requests (ACR’s)

Freeze & Unfreeze PIN’s

New Job Coes

Changes to Existing Job Codes

Reclassifications

Pay Plan Amendments (PPA)

Annual Salary Review (ASR’s)

State of Maryland – SPS Project
Classification & Salary Future State Design

- Allocated Headcount for each Position
- Actual Headcount for each Position
- Can’t Modify a Position Number Once it is Assigned



Split & Overlap PIN’s:

XXXXXX | X | X

Split Indicator: Valid Values = b, A, B, C

Overlap Indicator: Valid Values = b, 0 or 1

Examples:  123456_0, 123456_1,  123456A, 123456B

R*Stars Financial Codes:

XXX | XXX | XX | XXXX | XXXX 

Financial Agency

Financial Unit
Program

Sub-Program

Sub Sub-Program

PIN Budget:  XXX | XXX | XX
Budget: XXX | XXX | XX | XXXX
Labor Distribution Allocation: XXX | XXX | XX | XXXX | XXXX

State of Marylamd
Statewide Personnel System (SPS) Project
Position Control & Management Background Information

Financial Agency + Financial Unit + Program + Subprogram

An Agency may never 
modify this value for a 

Position.  All updates to 
Financial Agency must be 

made by DBM Position 
Control.

An Agency has the authority to modify these values
for a budgeted Position without gaining DBM 

Position Control approval



Position Control – Current Process
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1
Snapshot of 

PIN + Salary Data
(By PIN + Fin 

Agency) 

Start
(Option1)

2
Creates Dataset 

of Snapshot 

3
Receive Dataset 

File 

4
PIN Data Merged 

into HOBO 

5
Salaries 

Calculated for 
Next Budget Year 

6
Reconciles FTE 

Differences 

7
Reconciles 

Location (Unit, 
Prg, Sub-Prg)
Differences 

8
Creation of New 
Master Salary 
Forecast File 

9
July:

Receive Agency 
Forecast File 

10
Update Agency 
Forecast File 

11
September:

Receive Updated 
Master Forecast 

File 

13
September:

Receive Updated 
Budget Analysis 

Forecast File 

14
September:
Reviews & 

Approves/Denies 
Position Requests 

15
Loads Position 
Details into the 

Budget 

16
Finalizes Budget 

17
Receives 

Finalized Budget 

21
Extracts Budget, 

Personnel & Fund 
Info 

12
September:
Reviews & 

Corrects Master 
Forecast File 

18
Capture New, 
Abolished or 
Xfer’d PIN’s 

22
Receive Budget, 

Personnel & Fund 
Info 

A

A

(1)

(2)

B

B

23
Legislature: 

Create or Abolish 
PIN’s

20
May:

Loads New PIN’s 
to Personnel 

System 

19
Create Dataset w/

New PIN’s 

Approximately 50% of 
the Agencies use 

HOBO

This is the high pain 
area in process that we 
want to eliminate.



PC0100 – Annual Budget Process for Budgeted Positions
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(1)

(2)

The SPS HOBO Extract will pull all 
budgeted Positions along with 
current incumbent data if the 
Position is occupied or base Position 
data if the Position is vacant.

The extract should include salary 
forecast data including current fiscal 
year and next fiscal year.

A

A

5
Update Agency 
Forecast File 

4
July:

Receive Agency 
Forecast File 

3
PIN Data Merged 

into HOBO 

7
September:
Reviews & 

Corrects Master 
Forecast File 

9
September:
Reviews & 

Approves/Denies 
Position Requests 

12
Receives 

Finalized Budget 

17
Receive Budget, 

Personnel & Fund 
Info 

8
September:

Receive Updated 
Budget Analysis 

Forecast File 

6
September:

Receive Updated 
Master Forecast 

File 

11
Finalizes Budget B

10
Loads Position 
Details into the 

Budget 

B

13
Capture New, 
Abolished or 
Xfer’d PIN’s 

14
Create Dataset w/

New PIN’s 

18
Legislature: 
Abolish/Cut  

PIN’s

16
Extracts Budget, 

Personnel & Fund 
Info 

Start
1

Initiate HOBO 
Extract in SPS 

2
Copy File to 

HOBO for Load 

19
AdHoc Report:
Vacant PIN’s

20
AdHoc Report:
Job Codes/Job 

Titles

21
AdHoc Report:
Budgeted PIN’s

15
Go to

PC0101
HOBO to SPS

This Dataset 
contains all of the 
budgeted PIN’s for 
the upcoming fiscal 
year.

C

C



PC0101 - HOBO to SPS Position Number (PIN) Updates
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1
Extract PIN(s) 

Updates for SPS 
Start

NOTE:
This process should be able to be run on-demand as 
needed.  It will definitively be used for the Annual 
Budgeting process and could be used throughout the 
year depending on the PIN updates required.

3
Load PIN 
Updates 

4
HOBO PIN # 

in SPS?

5
Create New PIN 

6
Drop HOBO PIN #
Assign SPS PIN # 

No

7
PIN Being 
Abolished?

8
Update PIN:

Effective Date
PIN Status 

Yes

Yes

9
Update PIN:
With HOBO 
Attributes 

No

2
Initiate PIN Load 

in SPS 

11
Report:

Review Load 
Status Report

10
Report:

Generate Load 
Status Report

A

A

This process has the option to Start from different 
scenarios, including:
1. PC0100 – Annual Budget Process
2. An ad-hoc need to load/move a group of PIN’s 
from HOBO to SPS
3.  Mass reorganizations



PC0102 - PIN Creation – Off-Cycle (BPW) Approval
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All fields on the Position should be available for entry.

The PIN Number would be assigned by the system and be the 
next sequential number.

The PIN would have an Effective Date which would control when 
an incumbent can be assigned.

A

1
Approves New 

PIN(s) 

5
Notification:

Proposed PIN 
Created

2
SPS:

Create New 
PIN(s)

Start

11
Adhoc Report:

PIN’s

3
SPS Updated:

New PIN Created

4
Notification:

Proposed PIN 
Created

A

A

8
Modify PIN 
Attributes

A
7

Review Proposed 
PIN Request

6
Worklist:

Proposed PIN 
Created

B

B
9

Notification:
Approved PIN 

Created

10
Notification:

Approved PIN 
Created

B



PC0103 – Mass Update of Budgeted Positions
Ag

en
cy

 
A

pp
oi

nt
in

g 
A

ut
ho

rit
y

A
ge

nc
y 

H
R

A
ge

nc
y 

B
ud

ge
t/F

in
an

ce
 

O
ffi

ce
S

PS
D

B
M

 
P

os
iti

on
 C

on
tro

l

1
Identify Need to 
Update Multiple 

Positions 

Start

4
Identify the 

Fields/Values 
to Update

B

2
Select the 
Group of 

Positions to 
Update 

3
Identify the 

Effective Date 
of Update

5
Report:

Review Mass 
Updates

B
13

Worklist:
Position
Updated

B
12

Worklist:
Position
Updated

14
Worklist:
Position
Updated

B

7
Apply 

Updates?

8
SPS:

Positions 
Updated

9
Discard 

Updates?

6
Modify 

Updates?

A

A

10
SPS:

Working Data 
Deleted

11
SPS:

Working Data 
Saved

Yes

No No

Yes Yes

No



PC0200 - Overlap a PIN
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3
Review Overlap 

PIN Request 
Online 

A
1

Initiate Overlap 
PIN Request 

Start

2
Notification:
Overlap PIN 

Request

4
Approve 
Overlap?

5
Enter Approval  

Online

6
Enter Denial 

Online w/Reason 
for Denial

Yes

No

21
Worklist:

Overlap PIN 
Denied

A

7
Notification:
Overlap PIN 

Request

8
Review Overlap 

PIN Request 
Online 

9
Approve 
Overlap?

10
Enter Approval  

Online

11
Enter Denial 

Online w/Reason 
for Denial

AYes

No

19
Worklist:

Overlap PIN 
Approved

B

17
SPS Updated:

Position Updated 
to Allow Over-

Allocation

18
HOBO Extract:
Pulls Staying 

Employee for PIN

The HOBO Extract for SPS will 
require logic to determine the 

“staying” employee for any PIN 
where it is identified there are 

currently 2 incumbents.

22
Adhoc Report:
Overlap PIN’s

Yes

No

12
Notification:
Overlap PIN 

Request

15
Enter Approval  

Online

13
Review Overlap 

PIN Request 
Online 

A
14

Approve 
Overlap?

16
Enter Denial 

Online w/Reason 
for Denial

20
SPS:

Assign Overlap 
EE to PIN

BThe overlap should not exceed 6 months

24
Worklist:

Overlap PIN 
Denied

A
23

Worklist:
Overlap PIN 

Approved

B

26
Worklist:

Overlap PIN 
Denied

A
25

Worklist:
Overlap PIN 

Approved

B



PC0201 - Split a PIN
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Yes

No

Yes

No

2
Notification:

Split PIN Request

10
Enter Approval  

Online

4
Approve 

Split?

11
Enter Denial 

Online w/Reason 
for Denial

18
SPS Updated:
Position Mgmt 
Updated w/PIN 

Changes

5
Enter Approval  

Online
A

7
Notification:

Split PIN Request

A
21

Worklist:
Split PIN Denied

A

15
SPS:

Reduce Auth %/
Modify Original 

PIN

3
Review/Modify 

Split PIN Request 
Online 

1
Initiate Split

 PIN Request 
B

20
Worklist:
Split PIN 
Approved

9
Approve 

Split?

8
Review Split PIN 
Request Online 

6
Enter Denial 

Online w/Reason 
for Denial

Start

19
HOBO Extract:
Pulls Original + 

Added PIN’s

12
Notification:

Split PIN Request

13
Review Split PIN 
Request Online 

14
Approve 

Split?
Yes

16
SPS:

Create/Modify
Add’l PIN(s)

17
Enter Denial 

Online w/Reason 
for Denial

A

No

The PIN numbers associated with the additional 
PIN’s will not be “smart numbered”.  Instead, they 
will be assigned the next sequential PIN number 
by the system.

For example, the original PIN = 1000001 and the 2 
additional “split” PIN’s are 1000332 and 1000333

The total of the Authorized % 
across the “split” PIN’s will equal 
the Authorized % on the original 
PIN.

B

22
Worklist:
Split PIN 
Approved

B

23
Worklist:

Split PIN Denied
A



PC0202 - Reconsolidate a Split PIN
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Yes

No

Yes

No

Yes

No

8
Review 

Reconsolidate 
Split PIN Request 

Online 

5
Enter Approval  

Online

20
Worklist:

Reconsolidation 
Approved

A

4
Approve 

Reconsolidate
?

B

11
Enter Denial 

Online w/Reason 
for Denial

17
Enter Denial 

Online w/Reason 
for Denial

19
HOBO Extract:
Pulls Original + 

Added PIN’s

A

B

9
Approve 

Reconsolidate
?

12
Notification:

Reconsolidate PIN 
Request

3
Review/Modify 
Reconsolidate 

Split PIN Request 
Online 

16
SPS:

Modify/Abolish 
Add’l PIN(s)

2
Notification:

Reconsolidate PIN 
Request

6
Enter Denial 

Online w/Reason 
for Denial

21
Worklist:

Reconsolidation 
Denied

1
Initiate Request to 

Reconsolidate 
Split PIN’s 

7
Notification:

Reconsolidate PIN 
Request

22
Notification:

Reconsolidation 
Approved

A

18
SPS Updated:
Position Mgmt 
Updated w/PIN 

Changes

Start

14
Approve 

Reconsolidate
?

15
SPS:

Modify  Auth %/
Modify Original 

PIN

B

10
Enter Approval  

Online

13
Review 

Reconsolidate 
Split PIN Request 

Online 

A

23
Notification:

Reconsolidation 
Denied

A



PC0203 - Transfer a PIN within a Financial Agency
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The Agency Budget/Finance Office would be 
restricted from updating the Financial Agency 

associated with the Position.  They would be able 
to update the Financial Unit, Program and/or 

Subprogram values.

Start

B

13
HOBO Extract:

Pulls PIN w/Upd 
Appropriation 

Code

B

9
Approve 

Xfer?

15
Notification:

PIN Xfer 
Approved

A
11

Enter Denial 
Online w/Reason 

for Denial

A
16

Notification:
PIN Xfer Denied

8
Review/Modify 
Transfer PIN 

Request Online 

12
Position Updated:
Position Updated 
w/Appropriation 

Code

7
Notification:
Transfer PIN 

Request

1
Initiate PIN 

Transfer Request 

10
Enter Approval 

Online
Yes B

AB
18

Notification:
PIN Xfer Denied

17
Notification:

PIN Xfer 
Approved

2
Notification:
Transfer PIN 

Request

3
Review 

Transfer PIN 
Request Online 

4
Approve 

Xfer?

5
Enter Approval 

Online

6
Enter Denial 

Online w/Reason 
for Denial

Yes

No



PC0204 - Transfer a PIN Between Financial Agencies
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This step would only occur if there 
is an incumbent in the PIN.

Start
26

Notification:
PIN Xfer Denied

23
EE Updated:

EE Default Upd w/
New Appropriation 

Code

A
1

Initiate PIN 
Transfer Request 

5
Enter Approval  

Online

6
Enter Denial 

Online w/Reason 
for Denial

22
Position Updated:
Position Upd w/

New Appropriation 
Code

3
Review Transfer 

PIN Request 
Online 

B

2
Notification:
Transfer PIN 

Request

24
HOBO Extract:

Pulls PIN w/Upd 
Appropriation 

Code

B

A

25
Notification:

PIN Xfer 
Approved

4
Approve 

Xfer?

Yes

No

19
Approve 

Xfer?

17
Notification:
Transfer PIN 

Request

18
Review Transfer 

PIN Request 
Online 

A
21

Enter Denial 
Online w/Reason 

for Denial

20
SPS:

Update 
Appropriation 
Code on PIN

30
Notification:

PIN Xfer Denied
AB

29
Notification:

PIN Xfer 
Approved

Yes

No

14
Approve 

Xfer?

15
Enter Approval  

Online
A

13
Review/Modify 
Transfer PIN 

Request Online 

16
Enter Denial 

Online w/Reason 
for Denial

12
Notification:
Transfer PIN 

Request

28
Notification:

PIN Xfer Denied

27
Notification:

PIN Xfer 
Approved

AB

7
Notification:
Transfer PIN 

Request

8
Review Transfer 

PIN Request 
Online 

9
Approve 

Xfer?

10
Enter Approval  

Online

11
Enter Denial 

Online w/Reason 
for Denial

AYes

No

B
31

Notification:
PIN Xfer 
Approved

A
32

Notification:
PIN Xfer Denied

33
Adhoc Report:
History of PIN



PC0300 - PIN Creation - Contractuals
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Yes

No

Yes

No

6
Enter Denial 

Online w/Reason 
for Denial

20
HOBO Extract

22
Worklist:

Contractual PIN 
Denied

2
Notification:

Contractual PIN 
Request

8
Review 

Contractual PIN 
Request Online 

3
Review/Modify 
Contractual PIN 
Request Online 

7
Notification:

Contractual PIN 
Request

10
Enter Approval  

Online

A

A

B

4
Approve 

PIN?

11
Enter Denial 

Online w/Reason 
for Denial

5
Enter Approval  

Online

BStart

1
Initiate 

Contractual
 PIN Request 

13
SPS Updated:

New PIN Created 
as Proposed

A

21
Worklist:

Contractual PIN 
Approved

9
Approve 

PIN?

The request would include:
-> All Fields Required to Establish the Position
-> DBM Certification Required?
-> Estimated Hours Per Week
-> Hourly Rate
-> Estimated Duration
-> Total Contract Amount

23
Adhoc Report:

Contractual PIN’s

23
Adhoc Report:

Contractual PIN’s

23
Adhoc Report:

Contractual PIN’s

12
DBM Cert 
Required?

19
SPS Updated:

New PIN Created 
as Approved

NoC

14
Worklist:

Contractual PIN 
Request

C
15

Review 
Contractual 

Request

16
Approve 

PIN?

17
Enter Approval  

Online

18
Enter Denial 

Online w/Reason 
for Denial

AYes

No

23
Adhoc Report:

Contractual PIN’s

The HOBO Extract will 
offer the option to 
include or exclude 
Contractuals.  And, if 
we determine the 
Contractual extract data 
is significantly different 
we may require a 
different extract.



PC0301 - PIN Creation – Temporary Workers, Volunteers, Interns and Non-Budgeted Permanent
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C

A

9
Approve 

PIN?

5
Enter Approval  

Online

A

A

2
Notification:
Temp, Vol or 

Intern PIN 
Request

21
Worklist:

PIN Approved

6
Enter Denial 

Online w/Reason 
for Denial

BStart

4
Approve 

PIN?

8
Review 

 PIN Request 
Online 

7
Notification:
Temp, Vol or 

Intern PIN 
Request

22
Worklist:

PIN Denied

11
Enter Denial 

Online w/Reason 
for Denial

10
Enter Approval  

Online

19
SPS Updated:

New PIN Created
as Approved

20
HOBO Extract:
Temps, Vols & 

Interns Excluded 

3
Review/Modify
 PIN Request 

Online 

1
Initiate PIN 

Request 

23
Adhoc Report:
Temp, Vol & 
Intern PIN’s

23
Adhoc Report:
Temp, Vol & 
Intern PIN’s

23
Adhoc Report:
Temp, Vol & 
Intern PIN’s

12
PIN = 

Permanent?

13
SPS Updated:

New PIN Created
as Proposed

NoYes B

Yes

No

15
Review 

Permanent PIN 
Request

C
18

Enter Denial 
Online w/Reason 

for Denial

A
16

Approve 
PIN?

17
Enter Approval  

Online

14
Worklist:

Permanent PIN 
Request

23
Adhoc Report:
Temp, Vol & 
Intern PIN’s



PC0302 - PIN Creation – Non-Position Control Agencies
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Enter Approval  

Online

B

8
Review  PIN 

Request Online 

2
Notification:
PIN Request

13
HOBO Extract:
Non-Budgeted 

Agencies 
Excluded

11
Enter Denial 

Online w/Reason 
for Denial

6
Enter Denial 

Online w/Reason 
for Denial

Start
(Option 1)

10
Enter Approval  

Online

B
1

Initiate  PIN 
Request 

12
SPS Updated:

New PIN Created

3
Review/Modify  
PIN Request 

Online 

9
Approve 

PIN?
A

16
Adhoc Report:

 PIN’s

A

7
Notification:
PIN Request

4
Approve 

PIN?

14
Worklist:

PIN Approved

15
Worklist:

PIN Denied

A

16
Adhoc Report:

 PIN’s

16
Adhoc Report:

 PIN’s



PC0400 - Position Number (PIN) Maintenance
S

P
S Start

1
Reset Vacant 

PIN’s to Step 0 

2
Reset Allocated 
Headcount on 
Overlap PIN’s 

This process would reset the Allocated Headcount back to 
1 for PIN’s where the Allocated Headcount was increased 
to accommodate an Overlap scenario.

This update would only occur if the Actual Headcount = 1 
and the Allocated Headcount = 2 on a Budgeted Position.

NOTE:
These items would need to occur at a minimum on a daily 
basis and ideally would occur as soon as a personnel 
situation triggers the need.

This process would reset 
the Step on Vacant PIN’s 
back to “base” (Step 0).

3
Inactivate 
Temporary 
Positions 

4
Inactivate 

Contractual  
Positions 

This process would 
Inactivate any 

Vacant Temporary 
Positions.

This process would 
Inactivate any 
Vacant Contractual 
Positions.
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