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How to Open and Complete Your Monthly Personnel Activity Report 

 Go to  https://hrd.aps.edu/workspace/ 

 Log in as a Current APS Employee on the right hand side of the screen. Using your employee user account (e + 

employee ID and password) 

 

 

  

 In the section SmartForms, click on the link titled Time and Effort: Monthly Personnel Activity Report (you may see 

more than one form, since these are sent each month)  

 

 

  

 Open the contract by clicking on Time and Effort: Monthly Personnel Activity Report  
  

 

https://hrd.aps.edu/workspace/
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WORK PERFORMED RELATED TO FEDERAL FUNDING SOURCE: Use this section to report work performed related to federal 

funding sources.  

 Select a Position from the dropdown menu 

 Select Work Performed and type in the Percentage of Time you worked for the month (i.e. 50 if you performed that 

type of work 50% of the time) 

 If appropriate, make additional selections in Work Performed and type in a Percentage of Time for the month 
  
  

 

 

WORK PERFORMED (NOT RELATED TO FEDERAL FUNDING 

SOURCE): Use this section to report work performed that 

cannot be tied to a federal funding source. 

 Select a Position from the dropdown menu 

 Select Work Performed and type in a Percentage of 

Time for the month (i.e. 50 if you performed that type of 

work 50% of the time)  

 If appropriate, make additional selections in Work 

Performed and type in the Percentage of Time for the 

month 
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 The Funding Source table will automatically populate from the tables above it 

 Type your name in the box 

 Scroll to the bottom and click complete 

 

 

 

 Once there is a green check mark under each form, the forms are ready to flow to the next step.  

 If you would like a hard copy, click on either the print icon or the PDF icon and then return to the previous screen. 

 Click on the  Send to Supervisor 

 




