
  APS ONLINE CHANGE REQUEST FORM 
Start at 
http://hr.aurorak12.org/resources/hr-forms/changerequest/ 
Use the link to start a new form. 
Use the list of values (LOV) to find the employee whose assignment will change. 
Type last name and click Search. 

 
Click on the employee's name 

 
 
Click PROCEED 

 
Choose your own name as the Originator using the list of values. 

The employee's current assignment and costing information populates from the current Oracle records. 
Assignment Number(s) (Assg#) are indicated. Multiple assignments and/or costing are split and separated. 
 



 
 
Indicate what will change and click PROCEED. 
Remember that many changes involve more than one item.  
Choose as many as apply. You may use multiples in any combination as needed. 

 
EXAMPLE: If a 0.5 FTE Classroom Teacher/0.5 FTE TOSA  
is going to 1.0 ELA Teacher, then the change involves: 
HOURS PER DAY (due to FTE change) 
ASSIGNMENT COSTING (due to ELA) 
POSITION TITLE (due to ELA) 
 

Provide as much detail as possible in the Secondary Assignments and Comments fields on the following pages. 
 

Changing from Kindergarten to 2nd grade involves POSITION TITLE and ELEMENTARY GRADE FOR TEACHER changes. 
 
NOTE: If you choose COSTING only, Compensation will not be informed, only Accounting will be informed.  
Many COSTING changes involve POSITION, SUBJECT or GRADE changes as well. 

 



 
Indicate the date of the change. 

 
 
For Hours and/or Days, select new schedule. 

 
 
For Elementary Grades, enter current and new grade level(s). 

 
 
For Secondary Subject, enter current and new subject area. 

 

  



For Position: 

NOTE: This form can only be used for changing position titles if the new position is at the same or a lower range. Any 

change to a higher range requires applying to a job posting. 

Choose the new position title from the drop down menu. 

If there is a second position, indicate by choosing Yes and selecting from the drop down menu.  

In that case, indicate the percentage split between the assignments in the Secondary Assignments area. 

Click PROCEED. 

 

  



For Location: 

NOTE: This form can only be used for location changes that are due to a program change. Any other location changes 

require applying to a job posting. 

Choose the new location from the drop down menu. 

If there is a second location, indicate by choosing Yes and selecting from the drop down menu.  

In that case, indicate the percentage split between the assignments in the Secondary Assignments area. 

 

  



For Assignment Costing, enter the full 11 segment code separating segments with periods. 
 
If there is split costing,  
list one GL code followed by a comma and the proportion, 
followed by a colon, 
then the second GL code by a comma and the proportion. 
 
Click PROCEED. 

 
 
Double check all information and add any comment needed. 
 Click PROCEED. This starts the workflow.  

  
 
The following page has a link to create another request if needed. 

 


