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Completing the Internal Accounts Survey 
 

Board Policy 08-0924-PO3 requires all schools with checking accounts to complete the annual 

Internal Accounts Survey. 

 

The Internal Accounts Survey is due June 30
th
 of each year. 

 

Schools that are closing or consolidating will need to complete the survey prior to the last day of 

school. 

 

To assist you in completing the Internal Accounts Survey, below is a list of items that will be 

helpful to have available:  

 

     . June 2010 Internal Accounts Reports 

     . May 2011 Internal Accounts Reports 

     . Summary Trial Balance for June 1, 2010 – May 31, 2011 

     . Lease Agreements 

     . Waivers 

     . Fee Letters 

     . Bank Statements (checking and investment) 

     . Asset Register 

     . Other Documentation that may pertain to Internal Accounts 

 

Direct all questions to the Internal Accounts Hotline at (773) 553-IAS1 (4271)  

or email us at InternalAccounts@cps.k12.il.us. 

 

 

mailto:InternalAccounts@cps.k12.il.us
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Buttons in the Internal Account Survey 
 

 

 
 

Save and go to the Next Page 

 

 
 

Save data 

 
 

Go to Previous Page 

Go to Next Page 

Go to Menu 

 

 
 

Menu 

 

The menu buttons will take 

the user directly to the desired 

page. 

 
 

The Submit button must be 

clicked once the survey is 

completed.  If not clicked the 

survey will not be submitted 

to School Financial Services. 

 

 
 

Logs out of the system 
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Login 
  

Procedure 

 
This tutorial will illustrate how to log into the Internal Accounts Survey. 

 

The survey is located at: https://intra.cps.k12.il.us/finance/IAS/IAS.html. 

 

 
 

Step Action 

1. Before logging into the Survey, notice the information you will need to complete the 

survey. 

 

You should have these documents in front of you since you will need to refer to 

them. 

2. Click in the Enter your Oracle Unit Number field and enter the Oracle Unit 

Number. 

 

 

https://intra.cps.k12.il.us/finance/IAS/IAS.html
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Step Action 

3. Click in the Enter your password: field and enter the password assigned to your 

unit. 

 

The password was sent to the principals in a memo from School Financial Services.  

If you cannot find the password, please contact the hotline at 773-553-4271. 

 

 

4. Click on the Sign In button. 

 

The system will display the survey Home page.  From this page you can start the 

survey or continue the survey from where you left off.   
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5. You have successfully completed the tutorial on how to log into the Internal 

Accounts Survey. 

 

End of Procedure. 
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General Information 
 

Procedure 

 
This tutorial will demonstrate how to complete the General Information page in the Internal 

Accounts Survey. 

 
 

Step Action 

1. Go to the General Information Page. 

 

2. Notice that the Survey will automatically populate data from last year. 

 

Make sure you check all information for accuracy and update when necessary. 
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3.  

Enter all information required for the school. 

 

Be sure to include any other "subunits" that are reported under your school (i.e. 

CPC, Branch, etc.) 

 

You will be required to enter the unit number(s) and name(s) of each subunit. 

4. If your school uses a Consultant to complete internal accounts reports and the 

Internal Accounts Survey, enter the Consultant firm, contact person and phone 

number. 

3. 

 

 

 

 

 

4. 
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5. Click the SAVE + Next Section button to save the data entered and move to the 

next page. 

 

 

6. You have successfully completed the tutorial on completing the General Information 

page of the Survey. 

 

End of Procedure. 
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Checking Account Page 
 

Procedure 

 
This tutorial will demonstrate how to complete the Checking Account page in the Internal 

Accounts Survey. 

 

 

 

Step Action 

1. Go to the Checking Accounts page. 
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Step Action 

2. View the Checking Account Data. 
 

Notice the Checking Account page is View Only! 

 

School Financial Services will pull in the Checking Account data from the Internal 

Accounts Management System (IAMS) to display after the  the May Reconciliation 

is completed and submitted.   

 

Review this data for accuracy. 

 

If you find any discrepancies or data that does not appear to be correct, please 

contact the hotline at 3-2750. 

 

3. Click the Next button to move to the next page. 

  

4.  

End of Procedure. 
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Investment page 
 

Procedure 

 
This tutorial will demonstrate how to complete the Investment page.   

Note:  If the school does not have an investment account, continue to the next page – 

Student Fees. 

 

 

 

 

Step Action 

1. Go to the Investment Accounts page. 

 

 
 

Step Action 

2. Complete the Investment Accounts page.   
 

NOTE:  

(1) If you have no investment account, click the Next button. 

(2)(If the data was automatically populated from last year, you will need to update this information. 
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Step Action 

3. Enter the following: 

 

 Name of the Financial Institution. 

 Branch Location (this field is required). 

 Beginning Book Balance as of June 1, 2010.  This information can be found 

on the Summary Trial Balance report and Ledger Account Detail report.   

 Investment Account Number - The deposit amount must be additional 

investments only.  Do not include interest. 

Once the number is entered, the system will mask the account number so that 

only the last 4 digits will be displayed. 

 Deposit Amount from June 1, 2010 through May 31, 2011.  

 Number of Deposits - This information can be found on the Ledger Account 

Detail report. 

 Withdrawal Amount from June 1, 2010 through May 31, 2011 - This 

information can be found on the Summary Trial Balance report and the 

Ledger Account Detail report. 

 Number of Withdrawals - This is found on the Ledger Account Detail report. 

 The Interest Rate requires a calculation after the Total Interest Rate 

Earned for the Fiscal Year is entered.   

  Total Interest Earned for the Fiscal Year first.  This is found on the Ledger 

Account Detail report (interest account). 

 Calculate the Interest Rate - Divide the Total Interest Earned for the Fiscal 

Year into the Beginning Book Balance.   

 Type of Investment (i.e. CD, Money Market, Savings, etc.) 

 

4. Click the SAVE + Next Section button to continue. 

 

 
 

5. The system displays a Reminder to submit a copy of the May (or most recent) 

Investment Account statement.   

 

Click the OK button. 

 

End of Procedure. 
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Student Fee 
Procedure 

 
This tutorial will demonstrate how to complete the Student Fee page in the Internal Accounts 

Survey. 

 

 

 

 

 

Step Action 

1.  If you logged out, you will need to click the Continue Unfinished Survey button 

after logging back into the system. 

2.  Click the Student Fee button. 

 

 

 
 

Step Action 

3. Complete the Student Fees page. 
You will need the Fee Schedule to complete this page. 
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Step Action 

4. Enter the following: 

 Requirement - enter M for Mandatory or O for Optional. 

 Type of Fee – enter G for Graduation fee or O for Other fee 

 If fee is a Graduation fee, Select type of graduation from the dropdown arrow. 

(Select from 8
th
, 12, Middle or Other) 

 Number of Students Graduating. 

 Group Charged. 

 Number of Students Paid. 

 Fee Per Student. 
 

The system will automatically calculate the Total Amount Collected.   

 

 How the Fee was Used. 
 

 

 

 
 

 

Step Action 

5. Enter any other fee if necessary. 

 

If not, click the SAVE + Next Section button to continue. 

 
 

6. End of Procedure. 
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Equipment Lease 
 

Procedure 

 
This tutorial will demonstrate how to complete the Equipment Lease page in the Internal 

Accounts Survey. 

 

 

 

 
 

Step Action 

1. Complete the Equipment Lease page. 

Note:  Do not include service agreements or expired leases. 
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Step Action 

2. Enter the following: 

 

 Item Leased. 

 Original Leasing Company. 

 Address of the Original Lessor. 

 Company Receiving Payments. 

 Address of the Company Receiving Payments 

 Contract Period (beginning and ending date) in the m/yy - m/yy format.  

Example, enter "4/2009 - 4/2013". 

 Number of Payment Periods – number of scheduled payments 

 Percentage Rate in decimal format.  Example "02534". 

 Periodic Lease Amount - amount of lease payments. 

       The system will automatically calculate the Total Lease Amount. 

 Total Payments through 5/31/2011.  

 Amount Remaining on Lease as of 5/31/2011.  

 If you have paid any late fees, enter Y for Yes or N for No. 

 If lease can be prepaid, enter Y for Yes or N for No. 

 If maintenance or insurance is included in the lease payments, enter Y for Yes 

or N for No. 
o If Yes entered, enter the dollar amount of maintenance or insurance. 

 If there is a Bargain or Purchase Price option, enter Y for Yes or N for No.   

 Funding Source 

 Current School Contact Name. 

 Current School Contact Phone number. 
 

3. Enter any other fee if necessary. 

 

If not, click the SAVE + Next Section button to continue. 

 
 

4. You have successfully completed the tutorial on the Equipment Lease page. 

 

End of Procedure. 
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Lease Income 
 

Procedure 

 
This tutorial will demonstrate how to complete the Lease Income page in the Internal Accounts 

Survey. 

 

 

 

 

 
 

 

 

Step Action 

1. Complete the Lease Income page. 

 

If your school receives income from leasing any part of the school property, this 

page must be completed. 
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Step Action 

2. Enter the following: 

 Type – Enter LE for Lease or LI for License. 

 Property that is Leased or Licensed.  Example "School Tower". 

 Group Leasing/Licensing the Property. 

 If the Lease/License is Ongoing enter O or a Single event enter S. 

 Amount Received in Lease/License Income from 6-1-2010 through 5-31-

2011.  

 Amount Incurred in Maintenance Expenses for the Leased/Licensed 

Property. 

 How the Profit was Spent 

 Staff person to Contact 

 Contact Person's Phone number. 

 

3. Enter any additional Lease Income data, on the next row. 

 

To enter a third lease, click in UP button to insert a blank row. 

 
 

4. Click the SAVE + Next Section button. 

 
 

5. You have successfully completed the tutorial on the Lease Income page. 

 

End of Procedure. 
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Comments 
 

Procedure 

 
This tutorial will demonstrate how to add Comments to the Internal Accounts Survey. 

 

 

 

 
 

Step Action 

1. Enter any general comments in the space provided.   
 

2. Click the SAVE + Next Section button. 

 

 
 

3. You have successfully reviewed how to add Comments to the Internal Accounts 

Survey. 

 

End of Procedure. 
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Fixed Asset File 
 

Procedure 

 
The Fixed Asset File page will provide information on completing the Fixed Asset Physical 

Inventory and Asset Register. 
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Step Action 

1. Read this page for information regarding the 

Fixed Asset file.   

 

This page is a reminder to complete the Fixed Asset Physical Inventory and Asset 

Register in the Oracle Fixed Asset Application. 
 

For access to Oracle Fixed Asset Application, principals must contact School 

Financial Services via hotline at 773-553-4271 or email at 

internalaccounts@cps.k12.il.us. 

 

2. For compliance: 
 

(1) All active records must include a Physical Inventory Date and Person who  

completed the physical inventory. 

(2) All active records must be in Complete status. 

(3) All  non-assets must be removed. 

(4) All transfer or disposal of assets must be properly processed. 

 

For help, contact the hotline at 773-553-4271. 

 

3. You have reviewed the information on the Fixed Asset File. 

 

End of Procedure. 

 



  

Training Guide 
Internal Accounts Survey 

 

 Page 23 

 

Checklist & Submit 
 

Procedure 

 
The Checklist page is a reminder to make sure all data was entered and checked for accuracy, and 

all supporting documentation is ready to be submitted. 

 

 
 

 

Step Action 

1. The Checklist page requires a completion date to be entered for each task. 

 

Note:  You cannot enter a future date. 

 

Click the SAVE + Next Section button. 
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Step Action 

2. Once you have entered a date for all of the tasks, click the SAVE + Next 

Section button to continue. 

 

 
 

3. The system displays a message to print the Checklist and submit it with the survey 

documents. 

 

The Checklist and the supporting documentation must be faxed to 773-553-

2704. 
 

 

 
 

 

4. Click the SUBMIT Survey button. 

 

Note:  If you do not click the Submit button, the survey will not be sent. 

 
 

5. You have successfully reviewed the Checklist and instructions on Submitting the 

Survey. 

 

End of Procedure. 
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Update Status 
 

Procedure 

 

 
 

Step Action 

1. Schools will be able to check the Internal Accounts and Fixed Asset status in the 

Internal Account Survey. 

 

Log in to the system by entering the unit number and password.   

 

Click the Sign In button. 

 

2. Click the Update Status button on the menu. 
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3. The Status page is displayed as "view only" to schools. 

 

School Financial Services will update this page to keep schools advised on their 

compliance status. 
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4. 1.  Date Submitted - date Survey was received. 

2.  Last Upload Date - date the status page was updated. 

3.  Checking Account Data - if Checking Account data was pulled from the     

     submitted May Reconciliation.  

4.  Bank Statement on File - Will be Yes since checking account statements 

     are received directly from U.S. Bank. 

5.  Investment Statement - if you entered investment information and a copy of the  

     statement was received, this will be Yes.  

     If you entered Yes and we have not received the investment statement, this will  

     be No. 

6.  Date May Reconciliation Completed - tracks the date the reconciliation was  

     submitted in IAMS. 

7.  Does Reconciliation and Bank Statement data match the Survey data - this  

     should be Yes. 

8.  Does Investment Statement match the Survey data - only applies if investment  

     data was entered. 

9.  Equipment Lease - if data entered on the Equipment Lease page, this should be  

     Yes. 

10. Date Asset Registered Submitted - date asset records and physical inventory  

      completed. 

11. Asset Register Status -  

             Accepted = Completed. 

             Rejected = Incomplete 

12. Number of Incompleted Physical Inventory Records - 

      If Register was rejected, this field will provide the number of asset records that  

      have no physical inventory date or person listed. 

13. Number of Incomplete Asset Records – 

      If Register was rejected, this field will provide the number of asset records that  

      have not been completed. 

14. Consultant Assigned - refers to consultants assigned by School Financial  

      Services to help schools with Internal Accounts and/or Fixed Asset Register. 

15. Included in External Audit - tracks if schools were selected for the 2011  

      external audit. 
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11. The last two sections states the Compliance status: 
 

16.  IAS COMPLIANT - should be Yes if the survey and all documentation 

were received.  Until received, the school is non-compliant. 
 

17.  FIXED ASSET INVENTORY COMPLIANT - should be Yes if all active 

records are completed and the Physical Inventory information is recorded for 

each asset.  Until records are completed, the schools is non-compliant. 

 

12. The IAS Rep is the name of the Internal Accounts person assigned to your school.  

This person will be reviewing your data and updating your status.   

 

Contact your IAS Rep if you have any questions about your Survey or Fixed 

Asset status or documentation. 
 

The Date Last Reviewed is the date the IAS Rep last updated the school's status. 

13. Click the Menu button to exit the Status page. 

 

14. You have successfully reviewed how to check the Internal Accounts Survey and 

Fixed Asset status. 

 

End of Procedure. 
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Contact Information 
 

 

Please contact School Financial Services if you have any questions or need assistance.  Training 

is also available and posted in CPS University. 

 

 

Internal Accounts & Fixed Assets 

 
Hotline:   773-553-4271 or 773-553-2750 

 

Fax:  773-553-2704 

 

Email: InternalAccounts@cps.k12.il.us 

 

Website:  http://www.quia.com/pages/internalaccounts/iams 

 

mailto:InternalAccounts@cps.k12.il.us?subject=Asset%20Register
http://www.quia.com/pages/internalaccounts/iams
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