SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

Quick Guide

Position Requisition Process

This Quick Guide provides an overview of the process used to request a new position or to make changes to an
existing position. It is intended for Hiring Managers and others who are involved in completing these types of
requests (e.g. school site office managers, hiring administrators, budget and human resources staff, etc).

What is an HRA?

How does this
process work?

When is a New
Position HRA
required?

When is a Position
Change HRA
required?

What is the Hiring
Manager’s role?

Where can | find
help logging in to
Escape?

How do | know
which budget
code to use in my
request?

Who do | contact
for general help
with HRAs?

What happens
after the HRA is
approved?

“HRA” is short for Human Resources Authorization, which is a new tool within the
district’s HR and Budgeting software (Escape) for automating HR processes. This Quick
Guide provides information about using two specific types of HRAs: 1) New Position HRAs
and 2) Position Change HRAs.

An HRA must be created in Escape and routed for approval in order to create a new
position or make a change to an existing position. The flow chart on the second page of
this Quick Guide provides an overview of the approval process for both types of HRAs.

Please note that paper Vacancy Requisition forms are no longer being accepted for these
types of requests.

A New Position HRA must be submitted in Escape for any new position that is being
requested. Even if the new position is replacing an existing position, a New Position HRA
is required. The position number of the position being closed and replaced should be
noted in the HRA.

A Position Change HRA is required for any change to an existing position. Common types
of changes include increasing or decreasing the FTE, changing the position location, and
adjusting the position term. The HRA form includes fields to indicate the specific changes
being requested.

The Hiring Manager is typically the site or department administrator (e.g. principal, dept
manager, etc) and is the first step in the Position Requisition approval process. If the
Hiring Manager does not initiate the HRA from his/her own Escape account, he/she needs
to approve it before it can route to the next approver (typically the Hiring Administrator).

The Hiring Manager can view the status of a request at any time by logging into Escape.

All Hiring Managers should already have access to Escape. If you do not yet have an
account or do not remember your log in information, the Technology Services Help Desk
(x9445) can assist you.

If you have questions about which specific budget code to use when requesting a
particular position, please contact your Fund Specialist. In addition, the district offers
monthly training that provides an overview of fund accounting, using budget codes, and
other useful information. Please contact the Budget office (x9402) for more information.

This Quick Guide provides detailed instructions on submitting and approving HRAs. If you
have additional questions, please contact:

1. Fund Specialist for Your Site/Dept: With questions related to filling out the HRA.
2. Technology Services Help Desk: For technical support, access issues, and to
report problems with software functionality.

After the HRA has been approved, changes are automatically reflected in Escape and the
Hiring Manager receives an automated Escape notification that the request has been
processed. For new positions, the HR Analyst will then initiate the hiring process.
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Instructions: New Position and Position Change HRAs

1. Hiring Manager Logs in to Escape: The Hiring Manager (e.g. Principal, department manager, etc)
navigates to Escape Online and logs in using his/her unique user name and password.

Note: If someone other than the Hiring Manager wants to fill out and submit the HRA, it will
automatically route to the Hiring Manager for approval before moving to the next step in the process.

[T Escape oniine 5 - viest (Administrator). =olx|
File Action Activity Help
Login

User Name ﬂ

= ESC /\PE

TECHNOLOGY

Login at left to begin your Escape!

2. Hiring Manager Creates HRA: To initiate a New Position HRA, the Hiring Manager navigates to
“Activities” and selects “HR / Payroll > HR Authorizations > Authorizations > New > New Position”.

To initiate a Position Change HRA, follow the same path, choosing “Change Position” as the last step.

File Adion Activity Help

Activities <)) HR Authorizations - Authorizations

Tools [

097 - Sac City Search |
360 & Clear Favorites ¥
Finance
HR / Payroll Search Criteria - Authorizations =
» Employment 5 1- Authorization Information =
HR Authorizations —
List Type Authorization Information
Authorizations HRA Id
»Payroll Date Range
»Reports Status
My Reports Package Type
= Comment
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On Hold Message

Entered By

Entered Date

Note Contains

B 2- Item Information
Employee Id
Supervisor Id
Position

3. Hiring Manager Completes Authorization Tab: The “Authorization” tab displays todays date as the
default “Effective As of Date”. If this is a backdated transaction he/she changes to the desired effective
date. The Hiring Managers default location is displayed. If he/she does not have a default location, the
location of the position being requested must be selected from the “Location” drop-down menu.

File Adion Activity Help

Activities
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& & ~ HR/ Payroll - HR Authorizations - Authorizations
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P




4. Hiring Manager Completes Item Tab: The “Item” tab displays the fields that must be completed to
initiate the request. The Hiring Manager needs to complete all required fields under the sections circled
below before submitting the HRA.

Note: Some fields auto-populate based on the information entered into the other fields. Please review all
fields to be sure that the information is accurate.

Note: On the Change Position Item Tab, the questions you answer in section 1-ltem determine which
fields are required in section 2-Position Detail and 3-Position Accounts. All required fields must be
completed before the HRA can be submitted.

New Positions
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Activities
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Comment Account 2 Percentage
8 2-Position Detail Account 3
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Decrease FTE? ° Bargaining Unit 8
Extend Position? ° FTE Authorized 8
Location Change? ° FTE Used 8
Funding Change? ° Location 8
il Comment o Current Account Distribution &
&3~ Position Detal Current Assignments s
New FTE Selary Schedule s
New Location Selary Schedule Range &
New End Date Supervisor a
@ 3 - Position Accounts Supervisor Phone a
Supervisor Email a
Test System & 5-HR/Payrol
Posted Effective Date
%
ltem & Type Status | Action | Action Comment | ApiLvi | Hold Comment Created




5. Hiring Manager Submits/Approves HRA: Once the New Position or Position Change Item is completed,

the Hiring Manager selects “Submit” from the “Action” drop-down menu, then chooses “Save/Close” to
save the Item, then chooses “Save/Close” to save the HRA. All 3 steps must be completed to
successfully Submit the HRA.

Note: The Hiring Manager indicates his/her approval for the request by submitting the HRA from his/her
own Escape account. If someone submits the HRA on behalf of the Hiring Manager (e.g. an Office
Manager), the Hiring Manager will need to approve the HRA before it can move to the Hiring
Administrator for approval.

File Action Activity Help

Activities
097-Sac City

Finance
HR / Payroll

> Employment
Authorizations.
Approve Authorizations

»Reports
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End Date Account 1 Percentage 100.00
Position Type CT {Certificated} Account 2
Comment New Position for CT Starting: 01/01/14 Account 2 Percentage

B 2-Position Detail Account 3
Job Category TEACHER {Teacher} Account 3 Percentage
Job Class 0303 {Teacher. Elementary} & 5- Additional Position Accounts
Authorized FTE 1.00000 @ 99- 2
Location 0420 {ROSA PARKS MIDDLE SCHOOL}
Replacing Prior Position? No

I Yes. Provide Prior Position #
8 3- Job Class Info

Bargaining Unit & SCTA {Sacramento City Teachers Assoc}
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Calendar & G1 {10 Month Teachers}

Calendar Work Days + Holiday$ 184.00
Benefit Cap for Full Time Empl 0.00

Health Benefits & Full
Work Hours per Day 56.00
ltem @ Type Status | Action | Action Comment | ApiLv | Hold Comment Created

HRA Routes for Approval: At this point, the HRA is submitted and is routed for Hiring Administrator

approval. A message is automatically sent through Escape to the Hiring Administrator as notification
that the HRA is awaiting his/her approval. The status of the HRA and pending approvals can be viewed
under the “Approvals” tab.
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Hiring Administrator Views HRA’s Awaiting His/Her Approval: To view pending HRAs, the Hiring

Administrator logs in to Escape Online, navigates to “Activities”, selects “HR / Payroll > HR
Authorizations > Approves Authorizations”, and pushes the “Go” button. (Note: The screen shows the
number of Pending Approvals)
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»Employment
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Approve Authorizations
»Reports
My Reports

Online Resources

& & ~ HR/ Payroll - HR Authorizations - Approve Authorizations

Tools

ear [@lliew s Favoiites v

Search Criteria - Approve Authorization ltems B

5 1- Authorization Information
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The Hiring Administrator may view the details of the HRA prior to approval by clicking on the “open link item” icon

to the far left.
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The link opens the HRA and the Hiring Administrator navigates to the Items tab and opens the item to review

details of the requ

est and determine whether to approve the HRA.
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P

omplete, he/she selects “Close” to close the item and then “Close” again to close the
o the Approve Authorizations Screen.
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8. Hiring Administrator Approves HRA: To approve the HRA, the Hiring Administrator selects “Approve”

from the “Action” drop-down menu (or simply types “Approve”), then clicks on the “Tasks” drop-down
menu and selects “Post Approvals/Denials”.
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9. Budget & Human Resources Approval and Processing: From here, the HRA is routed through the rest of
the approval process, including Budget and HR review. Once the final approval is complete, a
notification is automatically sent through Escape to the Hiring Manager as notification that the HRA has
been processed.

10. New Position Number is Displayed in HRA Item: For New Position HRA’s, when the HRA is complete

Escape will automatically create the new position. The position number is displayed in the Item under
Posted Position Id.
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