
APS ONLINE CHANGE REQUEST FORM 2019-20 
 

Start at https://hr.aurorak12.org/resources/hr-applications/  Add this page your Favorites. 
Use the link for “Change Request”  
On the Change Request page use the link to “Access your ORIGINATOR'S List here: Originator's List.” Choose School Year. 
Login with Username = your aps e-mail address Password = your ID# (back of ID badge) 
You can start a new form and see all the forms you have originated. 

 
 
TO ORIGINATE A NEW FORM 

 
 
Use the list of values (LOV) to find the employee whose assignment will change. 
1. Click up-pointing arrow 
2. Type last name 
3. Click Search 
4. Click Employee Name 
5. PROCEED 

 
CURRENT ASSIGNMENT 
On the next screen, 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.  

 
Most employees will have only one row.  
This complex example has a Primary assignment split 20/80% and two assigments split 60/40%. 
  
 

https://hr.aurorak12.org/resources/hr-applications/


Indicate What Will Change 
Use the calendar icon to specify the effective date of the changes. 
Indicate the number of assignments after the change. 
Choose what will change. PROCEED. 

 
Remember that many changes involve more than one item.  
Choose as many as apply. You may use multiples in any combination as needed. 
EXAMPLES:  
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) and COSTING (due to ELA) and POSITION TITLE (due to ELA) 
 
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. 
 
As you PROCEED from page to page, you will be directed to only the pages you need. These instructions explain all the 
possible changes. You may not need all pages. 
 
COSTING CHANGES 
On the next screen, indicate if the primary assignment is split-costed. 
Use the list of values to find the appropriate QuickCode. The full GL Code and Budget Authority will populate. 
(Check GL Funds Available report or your accounting training if unsure of the appropriate QuickCode) 
If the primary assignment is split-costed, enter the proportions as decimals, which must equal 1. 
Enter detailed comments to explain the changes. 
NOTE: if an item is not changing, enter the current value to verify. 
PROCEED. 

 



HOURS AND DAYS CHANGES 
On the next screen, enter Hours and Days. 

Hours and FTE are related. Use the Calculators in needed.  
 
Select Hours from list or type in and press Refresh HOURS. 
The total hours and resulting FTE will populate. 

 
 
Select Days from list or type in. 
 
NOTE: if an item is not changing, enter the current value to 
verify. 
PROCEED 
 
LOCATION, POSITION, GRADES AND SUBJECT AREA CHANGES 
On the next screen, you can change Location, Position, Grades and Subject Area. 
Choose the Location where employee will work after 
the changes to this assignment. This form can be 
used for location changes that do not involve a job 
posting. Examples: Special Education Program 
change, Nutrition Services location change. This form cannot be used for location changes due to a job posting. 
Choose the Position Title needed for this assignment. 
 
This form can be used if the new position title is at the same 
range or a lower range than the current position.  
It cannot be used if the new position title is at a higher range than the current position and therefore requires a job 
posting. 
Check all grades for this assignment.  
Choose the Subject Area for this assignment.  
Enter detailed comments to explain the changes. 
NOTE: if an item is not changing, enter the 
current value to verify. 
PROCEED 
 
REVIEW AND START APPROVAL WORKFLOW 
On the next screen, you can review all of your entries before submitting your Change Request. 
If everything looks correct, us this button to submit and start the approval workflow. 

 
No one is notified until you start the approval workflow. 
Once you start the approval workflow, the employee, supervisor and all budget authorities are notified to approve 
online. 
If something needs to be corrected, do not start the workflow. Use the button to return to your Originator’s List. 

 



You can make corrections and keep track of your Change Requests using the Originator’s list. 
 
ORIGINATOR’S LIST 
Once on the list, use the COMPLETE or EDIT button for the specific Change Request you need to correct or complete. 

 
PROCEED to the page needed, make the correction, PROCEED to the final page and start the workflow. 
 
You can resend notification using the Resend Notification to Approve button on your Originator’s List. 

 
 
You can watch the status of your requests. 

 
SUBMITTED21-MAR-19  
 indicates the workflow began on 21-Mar-19. 
SUPER BUDGET EMPLOYEE 
 indicates who has already approved 
APPROVED 
 Indicates all approvals are complete 
 
These columns indicate the dates of approvals.  
 
These columns indicate the name of the HR and Finance employees who have 
implemented the requested changes in Oracle and the date when completed. 
 
 
You can CANCEL an agreement with the Cancel function. 
 
 
 
 


