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1. 5#1#.<& =4.4<)1& N+<,& #.& -+& B,$49):	
   The	
   Hiring	
   Manager	
   (e.g.	
   Principal,	
   department	
   manager,	
   etc)	
  
navigates	
  to	
  Escape	
  Online	
  and	
  logs	
  in	
  using	
  his/her	
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4. 5#1#.<& =4.4<)1& ;+D9?)-),& @-)D& K4C:	
   The	
   “Item”	
   tab	
   displays	
   the	
   fields	
   that	
   must	
   be	
   completed	
   to	
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5. 5#1#.<&=4.4<)1&G"CD#-,I6991+L),&5/6
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7. 5#1#.<& 6(D#.#,-14-+1& P#)8,& 5/6>,& 684#-#.<& 5#,I5)1& 6991+L4?:	
   To	
   view	
   pending	
   HRAs,	
   the	
   Hiring	
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8. 5#1#.<&6(D#.#,-14-+1&6991+L),&5/6:	
   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”.	
  	
  

	
  

The	
  Hiring	
  Administrator	
  receives	
  a	
  Verification	
  dialogue	
  box	
  and	
  selects	
  “Yes”	
  to	
  post	
  the	
  Approval(s).	
  	
  

	
  

	
  

9. Q"(<)-&R&5"D4.&/),+"1$),&6991+L4?&4.(&*1+$),,#.<:	
  


