
Using your Originator's List 
 
Besides originating new agreements, you can also complete, edit and track the approval process using your Originator's List. 
 

 
 
Log in with your complete e-mail address as User Name and your ID # (from back of ID badge) for password. 
 

 
 
  



Originator's List - Frequently Asked Questions 
 
1) What if the worker cannot find the e-mail notification to approve? 
 
If the worker has an APS e-mail, you can use the Resend function. 

 
 
If the worker has an outside e-mail, you may use the paper work-around. 

Please print out the agreement and give or mail it to the appropriate Worker asking the Worker to sign next to the Worker 
Approval line and return the signed copy to you. 
When you receive the signed agreement back, FAX a copy to 303-326-1941. Once HR has the signed copy, the Worker 
approval will be set to “Yes” and the workflow notification will be sent to the Supervisor. 

 
2) What if the supervisor or budget authority has not approved? 
Please contact any approvers that do not approve in a timely manner, directly. Access the agreement and send an e-mail to the 
approver who has not approved. Please ask the approver to access their portal at ://www.aps.k12.co.us/hr/Agreements/Approval and 
approve. 
 
3) What if I need change something on an existing agreement? 
It is best to extend dates as far as needed when first originating an agreement. If you need to extend dates, you can EDIT the 
agreement. 
 
For changes to budget code, supervisor, rate of pay, etc. it is best to CANCEL the existing agreement and originate a new one. 
 
4) How do I cancel an agreement? 
Scroll to the far right on your originator's list and you will find a CANCEL link. 
  

http://www.aps.k12.co.us/hr/Agreements/Approval�


Use the View link to see the entire Agreement (useful for printing completely approved Agreements) 

 
 
Use the Edit link to complete or edit Agreements. Use the submit buttons to proceed to the screen needing completion or editing. If you 
must change the tasks, rate of pay or account code, contact Carl Walker to restart approval workflow.  

 
 
You can edit everything but the rate of pay. If the rate of pay is incorrect, Cancel the agreement and start a new one. 
 
Scroll over to the far right and use the Go to Cancellation Page link to cancel an Agreement. 

 
 
Track the approval process.  

 
Once an approver approves, a green Yes will appear with the date of approval. Until then a bold Not Yet appears. 
 
Resend Notification for the Worker to Approve to the Worker 
If Compensation has approved, but the Worker has not approved in a reasonable amount of time, you can resend the notification. 

 
Use the Resend link to resend to the Worker. 
 



Contact Supervisor or Budget Authority to Approve 
If the Worker has approved, but the Supervisor or Budget Authority has not approved in a reasonable amount of time, e-mail the 
approver and ask the approver to access their portal at .aps.k12.co.us/hr/Agreements/Approve to approve. Contact compensation only 
when you have no success contacting the approver. 
 
Searching for Specific Agreements 
Once you have a long list of agreements, use the button to find a specific Agreement. 
 
Use the down-pointing arrow to find the worker's name. If they have more than one agreement, the name will appear more than once. 
Pick any one of those names. 

 
Your list will now show only agreements for that worker. 
 

Return to the complete list with the button. 
 

http://www.aps.k12.co.us/hr/Agreements/Approve�

