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We are excited to announce the launch of a new Human Resource Authorization (HRA) process, fully
integrated into the ESCAPE system, effective July 1, 2025. This change replaces the paper requisition
process and email exchanges with a streamlined digital workflow.

To support this transition, we will be holding training sessions to guide users through the new process.
This change supports our ongoing commitment to streamlining operations and enhancing accuracy
within our position control system.

Training dates:

Date Format Time Location

July 10, 2025 In-person 9:00am — 12:00pm Community Rooms
August 12, 2025 In-person 9:00am — 12:00pm Training Room A & B
September 9, 2025 Virtual 9:00am — 12:00pm [Virtual

To attend, please sign up using the|[HRA Training Sign-Up Google Form)|

Who Should Attend

This training is essential for staff responsible for submitting or approving position changes. It will
introduce the new, streamlined process for entering position actions directly into ESCAPE, eliminating
the need for manual forms and reducing the back-and-forth of email communications.

Topics to be Covered
o Requesting new positions

e Processing position changes
o Closing positions



https://docs.google.com/forms/d/1PNlYP1XGHSt1ESP8qUFmZBxQs3CfSYzcYYcfOkSEPi4/edit
https://teams.microsoft.com/l/meetup-join/19%3ameeting_MTg1NWUzZjktNzUxMC00YzJlLWEyNzQtOGJjZWJhMjkwMDRl%40thread.v2/0?context=%7b%22Tid%22%3a%229ed9544c-d653-4075-bba3-588a9ca0f96e%22%2c%22Oid%22%3a%22976c1a97-4b5b-4b68-973b-c5a48b241642%22%7d

We strongly encourage all staff involved in position management to attend. This training will provide
valuable tools and knowledge to ensure a smooth transition to the new system.

Training Resources

e ESCAPE HRA User Guide
e Position Control HRA Training — Pre-recorded training video

For additional information or assistance:

HRA-related inquiries, please reach out to your assigned Budget Services staff member.

For ESCAPE access, please complete an access form and submit a support ticket to: support@scusd.edu.



https://www.scusd.edu/sites/main/files/file-attachments/position_management_escape_hra_user_guide.pdf
https://www.youtube.com/watch?v=m-4kz6woAiU
https://www.scusd.edu/sites/main/files/file-attachments/2025-26_budget_staff_assignments_as_of_6.27.25.pdf?1751556499
mailto:support@scusd.edu



