
Entering Contract Time Worked and Leave using Oracle Self Service Timecards 

ALL classified employees use Oracle Self Service timecards to report work hours. 

1. Access Oracle Self Service by double-clicking the Oracle Applications Login icon on the Desktop or by 

using this link: http://oraprod00.aps.k12.co.us:8055/OA_HTML/AppsLogin 

2. Enter your User Name and Password.  

Click the Connect button. 

If you can't log in or for other problems with User Names and Passwords contact the helpdesk at 28203. 

3. Click the APS Self Service Time link. 

4. Click the Create Timecard link. 

5. The Period will show the current week. In most cases, that will be the week you want. However, if you 

need a previous week or a week in the future, choose that week from the Period drop down menu. 

6. Click the down-pointing arrow to view the drop-down menu in the Hours Type column.  Select the 

**Contract Hours** item 

7. Leave the Acct and Comments column blank. 

Enter the hours worked under the appropriate day(s) of the week. 

Enter time in hundredths of an hour. 

For example: 

3 and 1/2 hours = 3.5, 1/4 hour = .25, 1/2 hour = .5, 3/4 hour = .75, etc. 

Enter your time including breaks but NOT including your lunch. 

8. If you miss work, you need to enter your leave in Aesop. 

DO NOT ENTER LEAVE DIRECTLY IN ORACLE. 

The leave hours will transfer onto your Oracle timecard the night after the absence. Do NOT submit your 

Oracle timecard until all leave from Aesop has transferred. For example: if you report leave for Friday in 

Aesop, do NOT submit your timecard until the following Monday or the day you return to work. 

9. When you have entered all your work hours 

AND 

all your leave hours from Aesop has transferred for the week, 

you must click the Continue button. 

10. NOTE: The Legal Warning! 

If you need to make any changes, click the Back button. 

If everything is correct, click the Submit button. 

Note: The confirmation that the timecard has been submitted. 

11. Click the Logout link. 

12. For further assistance, contact the helpdesk at 28203, your school secretary or supervisor.  
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