
  

SPS Alert 197: HR Topic 
Trainings 

Release date: 3/4/2022 

SPMS ONLY:  

• SPS-POS-201, Processing Personnel 
Transactions in Workday for new HRCs training 
dates: 

Mar 24th, April 28th, May 26th, June 23rd, July 28th, 
Aug 25th, Sept 22nd, Oct 27th, Dec 8th 

(These dates are in-person training in the DBM Baltimore location) 

If you are required to take this training, then it should already be 
assigned to your HUB Active transcripts. Please log into the HUB 
and register for the training session date through your HUB Active 
transcripts. 

  

**SPS – HR Topic Trainings: Special Note** 

If you do not have the HRC or HRP role but think you or someone 
in your department would benefit from the training, please submit 
an SPS ticket requesting to be enrolled.  

SPS – HR Topic: Compensation (for Current SPMS HRCs 
and HR Partners ONLY) 

(These dates are in-person training in the DBM Baltimore location) 

Prerequisite: SPS POS 201 (with CURRENT ROLE). This 
training is for HRCs and HR partners and will cover various 
Compensation processes in detail. This course will be offered 
annually and updated each time. Topics to be covered include 
basic guidelines and standards, allowance and one-time 
payments, retroactive processing, termination payouts, and 
other related areas. In-person sessions in the DBM Baltimore 
location include group interactive discussions and hands-on 
activities. 

4 sessions: Mar 3 morning (9-12) and afternoon (1-4) & Mar 
10 morning (9-12) and afternoon (1-4) 

Participation is limited, the training is one session only so only 
sign up for one date and time in the HUB. There will be more 



offerings in August. In-person sessions in the DBM Baltimore 
location include group interactive discussions and hands-on 
activities. 

SPS – HR Topic: Positions and Jobs (for Current SPMS 
HRCs and HR Partners ONLY) 

 (These dates are in-person training in the DBM Baltimore location) 

Prerequisite: SPS POS 201 (with CURRENT ROLE). This 
training is for HRCs and HR partners and will cover various 
Compensation processes in detail. This course will be offered 
annually and updated each time. Topics to be covered include 
basic guidelines and standards, edit position restrictions, 
managing position freezes, split/reconsolidate PIN, 
Organizational Assignments, Change Job – Data Change, and 
other related areas. In-person sessions in the DBM Baltimore 
location include group interactive discussions and hands-on 
activities. 

4 sessions: Apr 14 morning (9-12) and afternoon (1-4) with 
more offerings in September 

Participation is limited, the training is one session only so only 
sign up for one date and time in the HUB. There will be more 
offerings in September. In-person sessions in the DBM 
Baltimore location include group interactive discussions and 
hands-on activities. 

  

SPS – HR Topic: Leave Of Absence (LOA) Part I – Basics 

(These dates are in-person training in the DBM Baltimore location) 

Prerequisite: SPS POS 201 (with CURRENT ROLE). 
This training is for HRCs and HR partners and will cover 
various Leave of Absence processes in detail. This course 
will be offered annually and updated each time. Topics to 
be covered include basic guidelines and best practices, 
various LOA processes and requirements (Military, 
Military Admin, Armed Services) validation clarification. In-
person sessions in the DBM Baltimore location include 
group interactive discussions and hands-on activities. 

4 sessions: May 5 morning (9-12) and afternoon (1-4) & May 
12 morning (9-12) and afternoon (1-4) with more offerings in 
October 

Participation is limited, the training is one session only so only 
sign up for one date and time in the HUB. There will be more 
offerings in August. In-person sessions in the DBM Baltimore 
location include group interactive discussions and hands-on 
activities. 



SPS – HR Topic: Leave Of Absence (LOA) Part II – Accident 
Leave and TTD 

(These dates are in-person training in the DBM Baltimore location) 

Prerequisite: SPS POS 201 (with CURRENT ROLE). This 
training is for HRCs and HR partners and will cover various 
Leave of Absence processes in detail. This course will be 
offered annually and updated each time. Topics to be covered 
include basic guidelines and best practices, Accident Leave, 
and Temporary Total Disability, corrections. In-person sessions 
in the DBM Baltimore location include group interactive 
discussions and hands-on activities. 

4 sessions: June 2 morning (9-12) and afternoon (1-4) & June 
9 morning (9-12) and afternoon (1-4) with more offerings in 
November 

Participation is limited, the training is one session only so only 
sign up for one date and time in the HUB. There will be more 
offerings in November. In-person sessions in the DBM 
Baltimore location include group interactive discussions and 
hands-on activities. 

  

SPS – HR Topic: Contractuals (for current HRCs and HR 
Partners ONLY) 

(These dates are in-person training in the DBM Baltimore location) 

Prerequisite: SPS POS 201 (with CURRENT ROLE). This 
training is for HRCs and HR partners and will cover various 
Contractual processes in detail. This course will be 
offered throughout the year and updated each time. Topics to 
be covered include definition and requirements; contractual 
conversion vs. non-conversion transfer; maintaining contracts; 
additional jobs; primary switches; common errors; impacts to 
payroll, benefits, and other systems. Group interactive 
discussions and hands-on lab activities will be the format, in-
person at 301 Preston Street. 

4 sessions: July 7 morning (9-12) and afternoon (1-4) & July 
14 morning (9-12) and afternoon (1-4) 

Participation is limited, the training is one session only so only 
sign up for one date and time in the HUB. There will be more 
offerings in July. In-person sessions in the DBM Baltimore 
location include group interactive discussions and hands-on 
activities. 

 

 

 



 

 

 


