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What is a Human Resource Authorization  
  

So now that you know Employee Onboarding will be completed by using an HRA and you know 

how you will be notified when you need to take part in the process of onboarding a new hire, 

let’s learn more about what an HRA really is and how you will access them in Escape.  

A Human Resource Authorization (HRA) is an Escape process that allows for approval routing 

and notifications of proposed changes to employees or positions.  Once all approvals are 

granted and the item is posted, the changes are applied to the records within Escape as defined 

in the item.  

An HRA is an electronic change request for employees and positions.  They are used for a variety 

of processes and can include approval routing, To-Do or Task management and electronic 

notifications to Stakeholders as the process unfolds.  The purpose of an HRA for a district is to 

eliminate the paper trail and replace it with a streamlined electronic process that allows for 

cross departmental communication and a transparent and clear procedure.  

An HRA is made up of a package and at least 1 item.  Think of an HRA package as an electronic 

binder and the HRA items are the different dividers within that binder or another way to think 

about it is the HRA package is a file folder with the items being sections within that folder.    
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Accessing Human Resource Authorizations in Escape  
When you are notified that the New Hire Onboarding HRA has been imported or that it is your 

turn in the process to act, you will want to access the HRA in Escape. HRA access can be 

accomplished in various ways, depending on user preference.  

The Escape activity for maintaining Human Resource Authorizations is:  

● HR/Payroll – HR Authorizations – Authorizations               

● (Quick Start = HRA)   

● Remember that help is available via the TOOLS – How To button and Tutorial button.    

  

 

   

You can use this activity to access any existing HRA at any time during or after the process.   

Below are some ideas to help you with how to find the exact HRA you are looking for…  

**From the Message Center or email notification, take note of the HRA# and search for that 

HRA Id.  
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**From the notification Message Center (double-click on the envelope from bottom right of 

screen), open the message and use the quick link to go directly to the appropriate HRA.  

 

 

 

**Search for HRAs using specific 
criteria or favorites to find YOUR 
HRAs.  To the right is an example of 
how you can search for YOUR 
incoming HRAs all at once (those 
you have not worked on yet). 
Remember that this search criteria 
will vary depending on your place 
and role in the process so, modify 
as appropriate!  
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To save search criteria to a FAVORITE for easy and repeatable search access, set the criteria you 

want saved and select the Favorites task – then select Manage. From the Manage Favorites box, 

select +Add then give your favorite a Name then Apply Change and then Save.  You will now be 

able to call this favorite up to search on all your incoming Onboarding HRAs.  

 

 

 

Searching from the Authorizations Activity:  
There are several ways to search for authorizations. You can search by package, item, or 
approvals and more.  The ability to switch between searching on Authorization information and 
Item information is unique to the Authorizations activity.  See the List Type information below 
for more details…  

Click on the HR Authorizations group 
activity.  
Click on the Authorizations activity. This 
will open the search page in the 
workspace.  
Enter in the search criteria.  
Select Go to begin Search!  
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Authorization Information  
● List Type – Use the lookup to define your list as an authorization information (package) 

list or an item list.  
● HRA ID – Enter an HRA ID (package) or a range. For example, enter 40.. to get all HRAs 

with an ID of 40 or greater.  
● Date Range – Enter a date or a date range to get a list of authorizations with this 

effective date.  
● Location – Use the lookup to select one or more locations to get a list of authorizations 

with the location(s) specified.  
● Status – Use the lookup window to select the status to get a list of authorizations with 

that status.  
● Package Type – Use the lookup to select a type to limit your list to only packages of that 

type.  
● Comment – Enter partial or complete comment to get a list of all authorizations with 

those letters or phrase in the Comment field for the package. Please note that this type 
of search could take some time. It is always best to use other criteria along with this type 
of search to speed up the search time.  

● On Hold – Enter Yes or No to filter your list of authorizations by the On Hold flag.  
● On Hold Message – Enter partial or complete message. For example, you could enter 

"board approval" to generate a list of all authorizations with an On Hold Message that 
contains the letters "board approval" (e.g., Holding for board approval).  

● Entered By – Use a lookup to find all authorizations created by that user.  
● Entered Date – Enter a date (or range) to find all authorizations created on that date.  
● Note Contains – Enter a word or phrase to get a list of packages with notes for packages 

and/or items that contain that word or phrase. Please note that this type of search could 
take some time. It is always best to use other criteria along with this type of search to 
speed up the search time.  

Item Information  
● Employee ID – Enter an employee ID or use the lookup window to get a list of 

authorizations that contain at least one line item for that employee. You may also enter 

a list of employee IDs, separated by commas. (Remember, to use the lookup, you must 

enter at least two characters. You can enter the first two characters of the employee’s 

last name or the first two numbers of the employee ID.)  

● Supervisor ID – Use the lookup to get a list of authorizations that contain at least one 

line item for that supervisor. You may also enter a list of employee IDs, separated by 

commas. (Remember, to use the lookup, you must enter at least two characters. You  

o can enter the first two characters of the employee’s last name or the first two 

numbers of the employee ID.)  

● Position – Use the lookup to select a position to get a list of authorizations that contain 

at least one line item for that position.  
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● Effective / Start Date – Enter a start date (or range) to get a list of authorizations that 

contain at least one line item (including vacancies) with a Start Date field with this date 

(or within this range). This searches for item types.  

● End Date – Enter an end date (or range) to get a list of authorizations that contain at 

least one line item with an End Date field with this date (or within this range). This 

searches for item types.  

● Work Type - Use the lookup to select one or more work types to get a list of 

authorizations with the work type(s) specified.  

● Position Type – Use the lookup to get a list of authorizations that contain at least one 

line item for that position type.  

● Job Category – Use the lookup to select a job category. You may also enter multiple 

using commas or the lookup.  

● Job Class – Use the lookup to select a job class. You may also enter multiple using 

commas or the lookup. If you selected a job category, only those classes for that 

category will be displayed in the lookup window. However, if you entered multiple job 

categories, you cannot enter any job classes.  

● Location – Use the lookup to select one or more locations to get a list of authorizations 

with the location(s) specified.  

● Division – Use the lookup to select a division to get a list of authorizations for this 

division.  

● Academic Department – Use the lookup to select an academic department to get a list 

of authorizations for this academic department.  

● Last Name – Enter partial, complete, multiple or range of last names. For example, you 

could enter B. to generate a list of authorizations with at least one item containing a last 

name that starts with B.  

● First Name – Enter partial, complete or range of first names. For example, you could 

enter Mic. to generate a list of authorizations with at least one item containing a first 

name that starts with Mic (e.g., Michele, Michael).  

● Type – Use the lookup to select a type to limit your list to only authorizations that 

contain at least one line item of this type.  

● Status – Use the lookup window to select the status to get a list of authorizations that 

contain at least one line item with this status.  

● Comment – Enter partial or complete comment to get a list of all authorizations at least 

one line item with those letters or phrase in the Comment field. Please note that this 

type of search could take some time. It is always best to use other criteria along with this 

type of search to speed up the search time.  

● On Hold – Enter Yes to get a list of authorizations with at least one item that is on hold.  
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● Action Comment – Enter partial or complete comment to get a list of all authorizations 

at least one line item with those letters or phrase in the Action Comment field, or with 

those letters in a history record for a previous Action Comment.  

● Entered By – Use a lookup to select a user to get a list of all authorizations with at least 

one line item created by that user.  

● Entered Date – Enter a date (or range) to get a list of all authorizations with at least one 

line item created on that date.  

● Description – Enter partial or complete phrase to get a list of all authorizations at least 

one line item with those letters or phrase in the Description field.  

● Justification – Enter partial or complete phrase to get a list of all authorizations at least 

one line item with those letters or phrase in the Justification field.  

Item To-Do Task Information  
● Pending Tasks – Displays the number of To Do tasks assigned to you (as a user, proxy or 

member of a workflow group). Note that the number of tasks on your list may be 
different, because users may have created or completed tasks since you opened the 
activity and generated the list.  

● Assigned To User – Use the lookup to select a user to get a list of items with To Dos 
assigned to this user.  

● Assigned To Workflow Role – Use the lookup to select a workflow role to get a list of 
items with To Dos assigned to this role.  

● List Item Name – Use the lookup to select the To Do to get a list of items associated with 
those To Do tasks.  

● Task Complete – Select No to exclude completed tasks from your list.  
● Task Status – Use the lookup to select a status to limit your list to items associated with 

To Do tasks in that status.  
● Status Change Date – Enter a date or a range of dates to get a list of tasks that changed 

status on that date or within that range of dates.  

Approval Information  
● Pending Approvals – Displays the number of authorization items awaiting your approval 

at the time the search page is opened. Note that the number of authorizations on your 
list may be different, because users may have submitted or approved authorizations 
since you opened the activity and generated the list.  

● Approval Level – Use the lookup to limit your list to only those approvals that you can 
approve at the current level or any level (see all of your approvals).  

● Approval Needed By – Use the lookup to select a user to get a list of authorizations with 
at least one line item awaiting that user’s approval.  

Accounts  
● Fiscal Year (for the account) – Use the lookup window to select a fiscal year for the 

HRA accounts.  
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● Account Components – Use the lookup or enter a mask in each of the component 

fields to get a list of authorizations with accounts that match the account mask 

entered.  

The ability to search for accounts only works with new position and position change requests that 
include account changes, extra work requests, and school business requests.  
  

Running Authorization and Item Snapshots:  
You can print a copy of any package or individual item. We refer to these "printed copies" as 
snapshots. This is better than a print screen, because the snapshot is nicely formatted and 
displays information from several tabs. There are two styles to choose from:  

● Full – When selected for the package, prints an overview of the package, then for 
each item: overview, item data, To Do lists, approvals, notes, history, and attachment 
information. When selected for the item, prints the same information minus the 
package overview.  

● Brief – Prints the same information as a full snapshot, minus the notes, history and 
attachment sections.  

All package and item types support snapshots.  

1. Highlight or open the desired package or item.  
2. Click Print Preview and select which type of snapshot to create. The snapshot will 

open in the Report tab.   
3. View on screen or print the snapshot from the viewer.  

  

Create New Position Request  
All Position Requests (e.g., new positions, position changes, position ends) submitted be submitted at least 4 

weeks in advance of the intended effective date. 
 
A New Position Request includes a recruitment request that will be used by HR to advertise for your 
vacancy.   
Only use New Position Request when a *new* the job class already exists.  A New Position Request 
cannot be created without a job class.  

● Go to HR/Payroll -> HR Authorizations -> Authorizations.  
  
Enter New HRA Request  
  

1. Click on NEW and then select New Position Request.  
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Once the request is created, you will be on the Authorization Tab of the new record. Verify that your 

package type is correct (cannot be changed). Also notice that your location will default into the Location 

field. Requests can only be entered for your location and account. You must select the correct location for 

which you are entering the new position for.  
  

 
  

2. Click on the Items tab and OPEN your Position New item to complete your request.   
  

 

3. Complete the fields within the request. Required fields are represented by a red circle and 

must be completed before you will be allowed to save or submit your request. Complete as 

many fields as possible using the lookups available for each field. In section 98 Item Handling 

-> Create Additional Items, PosRecruit is selected for you, if position is approved this will 

notify HR to recruit for position. If you do not want to recruit for this position, change it to 

N/A.  
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● Begin Date  
● Position Type  
● Description  
● Justification  
● Comment  
● Job Category  
● Job Class  
● FTE Authorized  
● Location  
● Division. The divisions are broken down by the Chief officer’s role and will be used to route 

the approvals.  

 
  
Note: If necessary, you can Save/Close the Item and HRA as you go as needed.   
  

4. Once you have completed all appropriate fields, Click on the Action field, select Submit and 

then Save/Close the item.   
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5. After saving your item, Save/Close the full HRA. This will take you back to the list where you 

started and send the request on its way to be approved.   
  

 
  

Create Position Change Request 
All Position Requests (e.g., new positions, position changes, position ends) submitted be submitted at least 4 

weeks in advance of the intended effective date. 

 

Note: The extend position option is no longer available. If a position is ending and needs to 

continue, a new position must be created after the end date of the prior position. For all 

positions funded with one-time grants or grants with an expiration date, the position must have 

an end date. 

 

Attention: For Change Position with split budget codes, please contact Budget Services to input 

budget code(s) outside of your department or site. Users are limited to department/site budget 

code only.  
 

Initiate a Position Change with the following steps. 

 

1. Navigate to HR/Payroll – HR Authorizations - Authorizations  

2. Click New – Change Position  
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3. From the Main HRA screen, click on the items tab.  

 

 

4. Open the change position item.  

 

 

 

5. Fill out the;  
● Effective Date  
● Position Number  
● Description  
● Comment  
● Division  
● Section 2 and Section 3 are for the change(s) being made.  
● Section 2 is dedicated to the position detail record within the position.  
● Section 3 is dedicated to the account record within the position.  
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● Section 4 is dedicated to the current Position information.  
 

  

 
Please Note: As an example, if you want to change the FTE to .5, you would enter .5 FTE in the 

FTE authorized field. You only need to enter the data you want to change.  You can compare 

your changes with the current setup, which can be viewed in section 4 on the right.  

 

6. Once you have made the changes desired to the position, go to the action section, and 

submit the item.  
 

 

 

7. Save/Close the Item.  

8. Save/Close the HRA.  

 

Create Position End Request 
All Position Requests (e.g., new positions, position changes, position ends) submitted be submitted at least 4 

weeks in advance of the intended effective date. 
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Initiate a Position End with the following steps. 

Note: The extend position option is no longer available. If a position is ending and needs to 

continue, a new position must be created after the end date of the prior position. For all 

positions funded with one-time grants or grants with an expiration date, the position must have 

an end date. 

1. Navigate to HR/Payroll – HR Authorizations - Authorizations Click on New, End Position. 

  
 

2. Once in the HRA, open the items tab and open the Position End Item 

 

  
 

3. Fill out the following;  

● Position Number  
● End Date  
● Description  
● Comment  

 

4. After that information is filled out, go to action and submit.  
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5. Save/Close the Item.  

6. Save/Close the HRA.  
  

Approve New/Change/End Position Request  
 
The identified approval path for all HRAs will be noted in the APPROVALS tab of the HRA where you can 

see all those that need to review/approve the request as well as which have already approved it and 

where it is currently.  

The approval path identified for New Position Requests is as follows:  

1. Principal/Department Manager  
2. Budget Fund Specialist  
3. Instructional/Assistant Superintendent or department Director  
4. Chief Officer  
5. PRC or Purchase Review Committee  
6. Cabinet  

7. Position Control Manager 

Note: HR and Budget Fund Specialist will be notified when the item is fully approved.   

Approving authorizations is easy to do because there is a single activity dedicated to this task. You will 

know if you have approvals waiting by the number listed in the Pending approvals field on the search 

form.  
  
Go to HR/Payroll -> HR Authorizations -> Approve Authorizations.  
  

1. Enter the authorization number or just click GO to get a list of authorizations pending your 

approval.   
  

 
  

2. Review any authorizations by clicking on the quick link or viewing a snapshot report.   
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3. Use the lookup in the Action column/field to change the highlighted authorization from Approve 

to Deny or Defer (if appropriate). Enter a Comment if desired (highly recommended if denying).   
  

 
  

4. Select Post Approvals/Denials option form the Task menu.   
  

 
  

5. Click Yes to continue or No to return to the list.   
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New Position Approval Workflow 
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Position Change/End Approval Workflow 
 
Please Note: The Position End will not contain Chief Officer Approver during the initial 
transition from paper to Escape HRA. As New Position records are created through the HRA 
process, the Chief Approval route will be added to Position End Requests.  
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Frequently Asked Questions (FAQ) 

What is an HRA (Human Resource Authorization)? 

An HRA is an electronic request form used to initiate, track, and approve HR-related changes like 
creating, changing, or ending positions, updating employee data, and managing recruitment. It 
eliminates paper-based forms and introduces a structured approval workflow. 

What is an HRA Package? 

An HRA package is like a digital folder containing one or more items (position or employee changes) 
related to a single HR action or event. Each item can follow its own approval workflow and logic, 
allowing flexible routing and task assignment across departments. 

How do I create a new HRA? 

Navigate to HR/Payroll → HR Authorizations → Authorizations. Click New, select the package type, 
complete the Authorization tab (Effective Date, Comment), save the package to generate the required 
item(s), then open and complete each item. Submit items when ready. 

What are the statuses of an HRA package? 

• Open – Initial status; editable until an item is submitted. 
 • In Progress – At least one item submitted; waiting for completion. 
 • Complete – All items posted and approved. 
 • Cancelled – All items canceled or still open, and the package was canceled. 

What are common types of HRA items? 

● New Position – Used when creating a position. 
● Position Change – For changing job class, FTE, account codes, etc. 
● Position End – To close out an existing position. 

What fields are required in a New Position Request? 

Start Date, Position Type, Job Category / Job Class, Justification, Comment, FTE, Location, Division. 
Additional fields required are Account Code and Percentage.  

How do HRA approvals work? 

Each item follows a predefined approval path based on workflow rules. Approvals can be structured as 
ALL (all must approve) or ANY at a specific step (any one may approve). Once all required approvals 
are received, the item becomes ready to post. 

Can I manually add an approver to an HRA? 

Role specific – Please contact the Position Control Manager. If the item is in Open or Submitted status, 
go to the Items tab, select Add Approval, choose the approver and level (equal to or higher than the 
current level). 

What are the item status types I should know? 

Open, Submitted, Approved, Complete, Cancelled, Denied. 
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How do I put an HRA or item on hold? 

For Packages: Set On Hold = Yes in the Authorization tab. 

 

 
For Items: Change Action to Put on Hold and add a reason in the Action Comment. 

 

How do I take an item off hold? 

Change the Action to Take Off Hold, Take Off Hold and Cancel, or Take Off Hold and Return to Open to 
resume workflow processing. 

 

Can I edit submitted items? 

Yes, depending on your role. Some roles may edit all fields while the item is in Submitted. Most users 
can only edit Comments, Action, and Delay Posting Until unless returned to Open. 

How do I cancel an item or an entire HRA? 

To cancel an item: Set Action to Cancel and save. 
To cancel all open items: Use the Cancel Open Items task from the Items tab. 

How do I search for specific HRAs? 

Search using filters like HRA ID, Status, Date Range, Location, Employee ID, Approval Level, 
Comment, or On Hold Message. 
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What happens when an HRA item is denied? 

If any approver denies the item, the process stops. The item must be returned to Open, edited, and 
re-submitted. 

What if my Position Change request involves multiple departments or split funding? 

For Change Position requests with split budget codes, please contact your dedicated budget technician 
to input budget code(s) outside your department or site. Users are limited to their assigned 
department/site budget code(s) only. 

When should HRAs be submitted in relation to their effective dates? 

All effective changes (e.g., new positions, position changes, position ends) should be submitted at least 
4 weeks in advance of the intended effective date. 
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