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Disclaimer!

• Information presented is on best practices and BPA campus  

processes

• Division & division leadership may have requirements for 

you on how to accomplish specific tasks

• Refer to division leadership processes first, then BPA 

processes 



Position Management Basics



What is a Position?
• A position represents a job

• We track positions to:

–Estimate benefits pool

–Manage financial obligations of the university

1038 - Admin 

Analyst/Spclst

Analyst

1035 - Admin 

Support Coord

Coordinator

3318 – 

Administrator I

Director



Position Numbers

• Each unique staff & management position have their own 
position number.

• Temporary positions (like students, lecturers and casual 
workers) can be pooled.

1038 - Admin 

Analyst/Spclst

Analyst

1035 - Admin 

Support Coord

Coordinator

3318 -

Administrator I

Director

1861 - Student 

Assistants 

Pooled



Key Components of a Position Number

• Job Code

• Grade

• Working Title

• Reports To (must be MPP and/or Faculty Director)

• Temp/Regular

• FTE

• Dept ID

• Fund

• Class Code (if applicable)



Individual Positions vs. Pooled Positions

• Academic Salaries

– Department Chairs 

– Tenure-Track Faculty

– Other Academics (Librarians) 

• Staff (permanent/temporary)

• Management and Supervisory

• Part Time Faculty/Lecturers 

• Casual workers, contract employee, retired 

annuitants, special consultants, additional 

appointments

• Student Assistants

– Graduate Assistant 

– Teaching Associates 

– Student Assistant 

– Work-Study Students



Why Do Position Numbers Matter? 

Fiscal Responsibility

• Employees are our biggest asset & largest expense

• Salaries and benefits 

• These changes commit the university to an ongoing obligation 

• Concerning budget outlook

Position 5% Raise Difference

Salary $50,000 $52,500 $2,500 

Benefits $31,000 $31,991 $991 

Total Cost $81,000 $84,491 $3,491 



Position Management Policy

• https://sacramentostate.policystat.com/policy/16020594/latest/

https://sacramentostate.policystat.com/policy/16020594/latest/
https://sacramentostate.policystat.com/policy/16020594/latest/


Benefits

• Positions in MDS01 have benefits covered centrally by the 

benefits pool

– New permanent positions created by divisions in MDS01 will have 

benefit costs reduced in their baseline to pay for increase benefits 

costs

• Positions in all other funds are responsible for benefits 

costs within the same fund



Benefits Rate Chart

• All new positions are subject to the total benefits costs for the respective union/employee group 

• Positions (including temporary positions) that have new budget impacts are responsible for the 
increased benefits costs (OASDI, Retirement, and Medicare)



Position Budgeting



Division Responsibilities for Position Budgeting

• Ensure baseline funding exists at the departmental level for all 
permanent employees funded by the Operating Fund

– If baseline funds are not sufficient to cover salaries, positions must be 
assigned either fully or partially to other permanent funding sources (split 
funding), eliminated, or re-classified as temporary positions

• Ensure all vacancies that are slated to be filled are identified and 
budgeted in baseline to ensure that ongoing funding is available 

– This allows for proper tracking for the campus to receive better aligned 
future funding and compensation adjustments from the Chancellor’s Office

• Ensure all positions that are eliminated or have funding reduced are 
deactivated in CHRS



Position Budgeting

• Identifying annual, baseline dollars for all permanent positions to 
account for annual salary & benefits costs

• Permanent employees are tracked in individual positions. These 
positions require annual baseline dollars 

• Vacant permanent positions for individuals that are slated to be filled 
are also tracked individually and require annual baseline dollars

• Position “pools” represent position categories that are for various 
temporary staff. These positions are budgeted in a group by line item 
and require one-time funding. If funding is not available for pooled 
positions, these positions are not hired



Permanently Budgeted Positions vs. Temp Help

1038 - Admin 

Analyst/Spclst

Analyst

1035 - Admin 

Support Coord

Coordinator

3318 – 

Administrator I

Director

• Funding is constant year over year
• Employee in role may change

• Funding changes year over 
year, based on need

• Employees change

Permanently Budgeted Positions Temporary 

1038 – Temp. 

Admin Analyst/ 

Spclst



Fiscal Changes to Permanently Budgeted 

Positions (General Fund-MDS01)
• General Salary Increases (GSI)’s, Merit Salary Increases for 

Management/Confidential employees, Step Increases and 

Unit 4 stipends and bonuses (BSM, EAS, LTSB), are funded by 

the Campus Compensation Pool managed by BPA

• Equity Adjustments, Stipends, Bonuses, and Position 

Reclassifications are funded by Division Budgets

• Benefits are owed to the benefits pool for all fiscal changes, 

either from the compensation pool or division budgets



Temporary Funding Scenarios 
• Temporary positions may receive different types of additional funds:

– Bonuses 

– Stipends 

– Other compensation 

• Divisions are responsible for budgeting for these increased costs on a 
one-time basis 

• Funding for these types of items may come from salary savings, 
operating expenses, additional revenue, etc. 

• Divisions must ensure these costs are incorporated into projected 
expenses (including their Quarterly Projection Report due to BPA) 



Questica and Position Management 



What is Questica?

• Questica is a web-based budgeting and planning tool that 

helps divisions build budgets, manage positions, forecast 

expenses, and generate reports all in one place

Plan → Budget → Review → Approve → Report



Questica Implementation

• Effective July 1st, all budget transactions will be processed 

in Questica 

• All permanently-budgeted positions have been migrated to 

Questica for all Funds from CHRS

• BPA met with divisions to reconcile positions in Questica 

and prepare for the FY 26-27 Budget Call



Budget Call FY 2026-27 for MDS01

• Position rosters have been finalized and were used as foundation 
for preparing budget call plan for divisions

• Permanent base position allocations will be assigned to 
departments based on the approved Budget Call worksheets

• Divisions will populate and return signed templates

• BPA has designed a change request system to manage ongoing 
position maintenance



FY 2026-27 Position Implementation

• Position changes for permanently budgeted employees will 

now be updated in the budget on a regular basis 

• BPA will maintain position rosters in Questica in 

collaboration with divisions 

• Ongoing benefits adjustments will be actively made for 

positions that increase costs in the benefits pool for 

permanently-budgeted positions 



PageUp

• Anticipated Hiring Range and Chartfield are required:

• If the proposed hiring range exceeds the approved range, 

funding availability will need to be confirmed before 

approval can be processed

• Missing information may delay approval



Position Changes



Position Management Crosswalk

*Hiring Freeze Exception is in 
process of being updated to new 
“Position Recruitment & Funding 
Request”  



Position Management Crosswalk

No fiscal impacts

No fiscal impacts

Fund/dept or salary changes 

If inactivating a permanent position, 
potential annual benefits savings

Ongoing salary & benefits cost impacts

Temporary salary & benefits cost 
impacts



Position Examples 

Example 1: IRT wants to hire a new permanent 
Desktop Support Technician

• Estimated Salary: $84,000

• Estimated Benefits @ 63.35%: $53,214

• Annual Total for New Position: $137,214

• Position must be approved by President

• BPA will create the new position in 

CHRS/Questica and issue position number

• Creates ongoing fiscal need of $137,214 to 

be addressed in baseline (can be operating 

expenses or another position, but funding 

must be identified prior to position creation)

Example 2: Student Affairs wants to hire a 90-
Day Emergency Hire in Housing Facilities

• Estimated Salary: $12,000 

• Estimated Benefits @ 63.35%: $7,602

• Annual Total for New Position: $19,602

• BPA will create the new position in 

CHRS/Questica and issue position number

• Creates one-time fiscal need of $19,602 

(can be operating expenses, salary savings, 

etc. for divisions with surplus funds) 



Active Position Report (SACHR025)

• Before submitting new position requests, 

departments may check active positions in 

Cognos:

• Report includes the following information:

– Funding Information (Fund, Dept, Class, Account 

etc…)

– CHRS Position Number, Position Description

– Job Code and Grade

– Reg/Temp position

– FTE

– Vacant or Active Employee Information (Name, 

EmplID, Rcd)

– Reports to Information (position number and 

name)

• *Note: all reports-to should be MPP or Faculty Director, only



Permanent Position Request Process

1. Email New Position Packet to BPA

2. Request routed to CFO and President

3. New Position created in CHRS/Questica

4. Baseline Adjustments are made in next fiscal year, 

including benefits costs due to benefits pool 



New Forms!



Budget Forms



Position Base Budget Adjustment Form



One-time Salary Budget Transfer 



Position Examples 

Example 1: IRT wants to hire a new permanent 
Desktop Support Technician

• Estimated Salary: $84,000

• Estimated Benefits @ 63.35%: $53,214

• Annual Total for New Position: $137,214

• Position must be approved by President

• BPA will create the new position in 

CHRS/Questica and issue position number

• Creates ongoing fiscal need of $137,214 to 

be addressed in baseline (can be operating 

expenses or another position, but funding 

must be identified prior to position creation)

Use Position Base Budget Adjustment Form

• If funding position from an existing salary 

line that will be deactivated, benefits do not 

need to be included in the form.

• If funding from an operating expense budget 

line, benefits will need to be included into 

the calculation for the new position. 



Position Examples 

Example 2: Student Affairs wants to hire a 90-
Day Emergency Hire in Housing Facilities

• Estimated Salary: $12,000 

• Estimated Benefits @ 63.35%: $7,602

• Annual Total for New Position: $19,602

• BPA will create the new position in 

CHRS/Questica and issue position number

• Creates one-time fiscal need of $19,602 

(can be operating expenses, salary savings, 

etc. for divisions with surplus funds) 

Use One-Time Salary Budget Transfer

• Similar to a regular budget transfer, this 

request moves budget either between salary 

lines or from operating budget to salary. 

• If funding position from an existing salary 

line that will be deactivated, benefits do not 

need to be included in the form.

• If funding from an operating expense budget 

line, benefits will need to be included into 

the calculation. 



Coming Soon: Position Recruitment & 

Funding Request Form

• Replaces the following forms:

– Hiring Freeze Exception 

– New/Update Position Number Request (MPP or Staff)

• One form for recruitment approval & new position request

• New workflow includes Division Budget Approver & BPA before 
President’s Office approval.

– Creates transparency and accountability in the divisions to provide 
funding source for new positions or position changes before 
committing resources. 



Position Resources & Forms
• BPA Forms

o Pooled Position Update Form

o New MPP or Staff Position Update Form

o HR Adjustments

o "Reports To" Changes

o One-Time Salary Budget Transfer

o Position Base Budget Adjustment

• New Position Request 
o Workflow

o Questionnaire

o Workload Analysis

• Position Number Information

• Position Management Crosswalk

• FAQs

• Cognos 
o Active Position Report (SACHR025)



Q & A
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