
Verification of Hours Worked under an Agreement for Services – Verifier 
 
APS is moving away from paper time sheets to an online system for reporting hours worked under an 
Agreement for Services. 
 
In some cases the hours need verification before being sent to Oracle. The Verifier will check hours 
worked before they are submitted to Oracle to be paid. 
 
Workers need to report hours for the current week only. They may not report hours online for previous 
weeks due to possible conflicts with the Aesop absence reporting system. 
 
Verifiers need to verify hours before leaving for the weekend. 
 
Verified hours will move onto Oracle timecards and be submitted automatically (for licensed and 
admin/pt employees) before Monday morning. 
 
Monday morning hours will be approved in Oracle by the supervisor on the agreement (or an 
assistant with Worklist Access). 
 
 
When employees submit hours with the new online system, the Verifier will receive an e-mail 
notification. 

 
  



The Verifier may use the link in the e-mail to verify the hours. 
The Verifier may access www.aps.k12.co.us/hr/verifier at any time to check for hours needing 
verification and to access reports. 
 
The Verifier will log in with  
Username = full e-mail address. EX:jdoe@aps.k12.co.us 
and Password = Oracle ID (on back of ID badge) EX: 1234 
 
Once on the list, the Verifier may use the View link to see the entire agreement. 

 
The Verifier will use the Verify or Reject link to verify the hours. 
 

 
If verified, the hours will flow into Oracle for approval by the supervisor. 
 
If rejected, comments will be required. The worker will receive an e-mail with your comments.  
The worker can make corrections and resubmit. 

http://www.aps.k12.co.us/hr/verifier


 
 
There are two useful reports: 
 

1) Using the Go to list of AGREEMENTS YOU VERIFY button, you will find a list of all 
agreements where you are responsible for verification of hours.  

 
 

2) Using the Go to list of HOURS REPORTED button, you will find a list of all hours reported. 
The status will show: 

Verified-Sent to Oracle indicating you have already verified the hours 
-or- 
Needs Verification indicating you still need to verify the hours.  
(In that case, use the Go to list of HOURS NEEDING VERIFICATION HOURS NEE 

 

 
  



Both reports can be sorted and filtered so that the verifier may look at data for one individual, one 
quickcode or a certain task. 
 
Clicking on one of the filters and entering search criteria will limit the list. 

 
 
Clicking on the Gear icon and selecting Download, will allow the displayed data to be downloaded as 
an Excel spreadsheet. 

 
 
Selecting Reset will bring the entire list back to the display. 
 
 
 


