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Reporting Employment First (EF) Activity Hours Using PEAK and 
MyCOBenefits 

 
Attention all EF Participants: 

 

● Participants will now be able to report hours for Employment First (EF) activities 
through the PEAK website and MyCOBenefits mobile application.  

 
● Participants who are working with a Colorado Works (CW) and EF case manager, will 

have the option to select which program the hours they are reporting should be added 
to.  
 

● Participants can only submit hours for one program at a time. 
 

● PEAK and MyCOBenefits users will now also be able to upload verifications for their 
reported EF hours. 
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Submitting Hours in MyCOBenefits: 
 On the EF screen, 

select the name of 
the user. 

 

 

 

 

Next, select 
‘Timesheets’. 

 

 

Select ‘Report Hours’ 
at the bottom. 
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  Choose your ‘Primary’ 

and ‘Secondary’ 
Categories and click 
‘Submit.’ 

 

 

  

 

Now you can enter 
your date and 
hours, then click 
‘Submit.’ 

It will ask you to 
confirm that you 
are sure, click 
‘Yes’. 

You should see a 
confirmation that 
your hours have 
been submitted.  
Click ‘Ok’ and 
you’re done! 
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Submitting Hours in PEAK: 

 

Log on to PEAK and navigate to the ‘Manage my 
benefits’ tab.  Then click on the ‘Filter’ button. 
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Submitting Hours in PEAK: 
 

To see hours for EF only, select the ‘Employment First’ box, 
then click ‘Apply.’ 
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Now only timesheets for EF will be visible in the ‘Manage my Benefits’ 
screen.  Click the ‘Report Hours’ button to add more hours. 
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On the ‘Report Hours’ screen you will first have to select your program 
and then select your ‘Primary’ and ‘Secondary category.’  Next click 
‘Add hours.’ 
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The ‘Hours’ section will now be available.  Enter your Month, Week, Hours, 
and minutes.  Then click ‘Submit.’ 
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Success!  You will see confirmation that your request has been 
submitted.  Requests can be viewed in the ‘Timesheets’ 
section on the ‘Manage my benefits’ screen.   
 
Use the ‘Upload documents’ button if you have any documents 
to add.   

 


