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Instructions for Setting up Sports Officials

The IRS regulations require 1099 forms to be issued to certain companies and individuals
that receive payments from CPS, including sports officials. Therefore, a requirement has
been mandated for all sports officials to register with CPS prior to being allowed to
perform any future services as an independent contractor.

School Financial Services and Sports Administration have notified every Illinois High
School Association (IHSA) certified official of the new registration process. All officials
must submit a signed W-9 form and completed Contact form. The forms must be sent to
CPS Accounts Payable via:

e Fax-773-553-2704

e Mail — Chicago Public Schools, Accounts Payable Department,
P.O. Box 661, Chicago, IL 60690-0661

The new payment process for Sports Officials has been added to the Internal Accounts
Management System (IAMS). Once an official has submitted the proper forms and has
been verified by the IRS, the official’s information will be added to IAMS and a CPS
Official ID number will be assigned to the official. No payment can be made to any
official not listed in the IAMS “Sports Official” database.

Schools must follow the new payment process for all sports officials, including those for
sports not licensed by IHSA. IAMS account numbers have been designated for only
sports officials’ payments.

e High schools must use account number 27110

e Elementary schools must use account number 24247
(Sports funds will need to be transferred to the new account for Elementary schools).

Sports Administration will only schedule registered officials. However, if a newly
assigned official needs to register, the official must immediately submit a completed W-9
and contact information form to Accounts Payable prior to officiating.

Note: There will be a 2-3 day turnaround time to process the registration and to add the name to the Sports
Officials dropdown list IAMS.

Contact Information

Accounts Payable - Sports Officials Registration

Phone - 773-553-2722

Fax — 773-553-2704

Email — apw9form@cps.k12.il.us

IAMS Website: http://www.quia.com/pages/internalaccounts/iams
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Searching for Registered Sports Officials

Procedure

Note: Any official not listed in IAMS is not registered with CPS and cannot receive
payments for officiating.

ORACLE" EBusiness suite

B Favorites ¥ Logout Prefe

Logged In As TAPARKER
Oracle Applications Home Page

Main Menu Worklist

Des Budaet Transfer 2 Previous 1-25 v Next?s @

E1 095 Fived Assets Applicaton From Type Isubject ~ sent  [pue
DMPE“E'—SWW" Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011023798) is rejected... 18-Feb-2011
B3 cps intemal Accounting George
Account Conversion Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011023076) is approved... 15-Feb-2011 E
5 [88[cps Tntemal Accountin George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011022658) is approved... 11-Feb-2011
Internal Account George
Bps Requestor - Unit 46201 Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011021984) is approved... 08-Feb-2011
03 cps student Stipend user George
C3¢ps student Travel Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011021519) is rejected... 16-Feb-2011
SCPS Z Al TRt g::arg\eak CPS iBxpense The i-Expense request (DR Number; DR2011020518) is approved 26-Jan-2011
(PS Web Inqui g The HExpense request (DR Humber; 0R2011020518) s approvede -l
Dm{ﬁer\h’eh Hew George
Flamirs Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011020216) is approved... 24-Jan-2011
LEaP0) Reports George
DMM Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011019515) is approved... 18-Jan-2011
(3 preferences Sswa George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018708) is approved.., 11-Jan-2011
George [
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018555) is approved... 10-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018262) is approved... 07-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018121) is approved... 07-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018116) is approved... 07-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011016374) is approved... 27-Dec-2010
George
Szkapiak, PO Change Approval for Response to Requisition 6171287 Change Request(0.00 USD) for Parker, 13-Jan-2011
George Requester Teresa...
PO Approval Requisition 6199448 has been placed on Standard Purchase Order 2079450...  24-Jan-2011
PO Apbroval Reauisition 6195721 has been placed on Standard Purchase Order 2076059...  18-Jan-2011 i
http://coorldasd3.cse.cps.kl 2.il.us:8089/0A HTML/OA jsp?0AFunc= 0AHOMEPAGE&oas=0u3rsiTn_bKyddDLV2qlPw. & Q Internet | Protected Mode: Off v B00% v

Step Action

1. Click the Internal Account link.
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ORACLE" CPS Internal Accounting Management Systems

Home | Receipt | Deposit | Disbursement | Recondiiation | Journal | Report | Setup
Home | Bank Dally Transactions

Unit/Unithame: 46151-Harper High School

Account Sunmary
Description Count
Checking Balance

Cash on Hand

Credit on Hand

Undeposited Receipt 10

System Message
Message Date Message
No resuls found.

Instruction Manual

1 Naigator ¥ B Favries v

Amount
2,876.20
1,788.00
0.00
0.0

Home Receipt Deposit Disbursement Reconciliation Joumal Repot Setup Home Logout Preferences

Prvacy Statement

Home Logout Pr

Return Unit Listing

Return Unit Listing

Copyright (c) 2008, Oracle. Al rights reserved.

Step Action

2. Click the Setup tab.
3. Click the Sport Officials link.
Sport Officials
4. To get a list of All Sports Officials registered with CPS, click the Go button.
Go
5. The list will include the Official ID assigned to each official.

The Official ID is the main identifier for a sports official.

6. To narrow the search, use the search fields in the Simple Search section.

You can search by:

- Last Name
- First Name

- Certification Number - IHSA number
- Sport - Type of sports the vendor is certified to officiate.

- Official ID - Oracle assigned official number

For this example, enter "1552" in the Official 1D field.

7. Click the Go button to display search results.
Go
8. The system finds and displays the official.
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Step Action

9. To search by Last Name, enter the last name.

For this example, enter "besse".

10. Click the Go button to display search results.
Go

OR'/-\CLEa CPS Internal Accounting Management Systems

n Navigator ¥ B Faoies v Home Logout Preferences

Home | Receipt | Deposit | Disbursement | Reconciiation | Journal | Report | Setup
Vendor Listing | Chart of Account | Sport Officials
Sport Official Inquiry

Simple Search
Hote that the search is case isensitive

Official I : Certfication Number :

Last Name :  besse Spart : v

First Name :

]

SelectOffical D [Lasthame  Fistiame  Certifcationfiumber  Address Sports
0 1549 Besse Steven 23361 20620 Frankfort Sq. Rd. , Frankfort, 1L 60423 Baseball, Baskethall, Faothall, Volleybal

Home Receipt Deposit Dishursement Reconciliaion Joumal Report Sefup Home Logout Preferences

Privacy Statement Copyright () 2008, Oracle, All ighisreserved.

Step Action

11. The system finds the official and displays the vendor information.

Besse

The system displays the following information on the official:

e Official ID A unique ID number assigned to each official by CPS. The
Official ID should be the main identifier for officials since some
officials may have the same name and address.

e |ast Name

e First Name

e Certification Number A unique ID number assigned to each official certified by the
IHSA

e Address

e Sports Type of sport the official is certified to officiate
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ORACLE’ CPS Internal Accounting Management Systems

M Naiigator ¥ B Faies v Home Logaut Preferences

Home | Receipt | Deposit | Disbursement | Reconciiation | Journal | Report | Setup
Vendor Listing  Chart of Account | Sport Officials
Sport Official Inquiry

Sinple Search

Note that the search is case insensitive
Official D Certfication Number ;

Last Name : st [

First Name :

& @

Select Official D Last llame Firstilame Certification Hunber Address Sports
Ho search conducted.

Home Receipt Depost Disbursement Reconcliation Joumal Report Setup Home Logout Preferences

Prnvacy Statement Copyright (¢ 2005, Oracle. Al right esemed.

Step Action

12. To search by type of sport, click the dropdown arrow at the Sport field.
I -
13. Click the sport you are looking for.
For this example, click the Football list item.
|Foatball |
14. Click the Go button to display all officials certified for Football.
Go
15. The system populates list of sports officials certified in the specified sport.

Notice Football listed for each.

16. Congratulations! You have completed the lesson on how to enter Search
for registered Sports Officials in IAMS.
End of Procedure.
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Processing Payments to Sports Officials

Procedure

In this tutorial, you will learn how to pay Sports Officials from the Internal Accounts
Management System (IAMS).

Note:

Any official not listed in IAMS under the Sports Official VVendor Type is not registered
with CPS and cannot receive payments for officiating.

The only accounts used for payments to Sports Officials are 27110 and 24247
(Elementary schools).

Initially, Officials will need to be added to the school vendor file using the “New
Pay To” process.

Reimbursements to officials require creating an “Individual” Vendor Type.
Therefore, officials may have two Vendor Types: Sports Official and Individual.

RACLG, E-Business Suite
Logged In AS SDHARVEY
Oracle Applications Home Page
Main Menu Worldist
£3cps Budaet Transfer From [Type [subject - |sent [pue
3 cpS Fixed Assets Appiication SMWILLIAMS17 CPS PC Update Regular Position Transaction request from SMWILLIAMS17 (Request Number: 24-Aug-2010
£3.CpS Grant Gift Donation Transaction2 | 2011173318) has been approved...
£3 Cps iExpense - School Harmon, Kevyn  CPS PC Update Regular Position Transaction request from Harmon, Kevyn (Request Number: 07-0ct-2010 E
Plemrs Toherie Transaction2 | 2011276561) has been approved...
E“H e —— Chavez, Lilia  CPS PC Update Regular Position Transaction request from Chavez, Lilia (Request Number: 2011170592) 16-Aug-2010
L LT LR Transaction2  |has been approved...
—_— Harman, kevyn  CPS PC Undate Bucket Position Transaction request from Harmon, Kevyn (Request Number: 14-Sep-2010
Transaction 2 2011268218) has been approved...
2auestor_Unt 20101 Chappelle, CPS PC Update Bucket Position Transaction request from Chappelle, Dianne (Request Number; 15-Sep-2010
3 ¢ps student stipend User Dianne Transaction2 | 2011269370) has been approved...
£ cps student Travel SMWILLIAMS17 CPS PC Open Position Transaction request from SMWILLIAMS17 (Request Number: 2011334616) has | 19-Nov-2010
3 cps supplemental Payment Transaction 2 been approved...
3 cps web Inquiy SMWILLIAMS17 CPS PC Open Position Transaction request from SMWILLTAMS17 (Request Number: 2011285207) has |09-Nov-2010
£ cpS Workflow User Web (New) Transaction2  |been approved...
£ cpspo Reports SMWILLIAMS17 CPS PC Open Position Transaction request from SMWILLIAMS17 (Request Number: 2011285201) has |09-Nov-2010
P3 cpswi School User Transaction2  |been approved...
P SMWILLIAMS17  CPS PC Open Position Transaction request from SMWILLIAMS17 (Request Number: 2011277142) has  08-Oct-2010 i
9 preferences ssvia Transaction? been approved...
Lucas, Archia  CPS PC Open Position Transaction request from Lucas, Archia (Request Number: 2011381617) has |07-Dec-2010
Transaction2  |been approved...
Lucas, Archia  CPS PC Open Position Transaction request from Lucas, Archia (Request Number: 2011381611) has 07-Dec-2010
Transaction2  |been approved...
Harmon, Kevyn  CPS PC Open Position Transaction request from Harmon, Kevyn (Request Number: 2011285037) has ~ 18-Nov-2010
Transaction2  |been approved...
Harmon, Kevyn  CPS PC Open Position Transaction request from Harmon, Kevyn (Request Number: 2011281216) has  29-Oct-2010
Transaction2  |been approved...
Harmon, Kevyn  CPS PC Open Position Transaction request from Harmon, Kevyn (Request Number: 2011280146) has ~ 27-Oct-2010
Transaction2  |been approved...
Harmon, Kevyn  CPS PC Open Position Transaction request from Harmon, Kevyn (Request Number: 2011280144) has ~ 27-Oct-2010
Transaction2  |been approved...
Harmon, Kevyn  CPS PC Open Position Transaction request from Harmon, Kevyn (Request Number: 2011276550) has  07-Oct-2010
Transaction 2 bbeen approved...
Harmon, Kevyn  CPS PC Open Position Transaction request from Harmon, Kevyn (Request Number: 2011276549) has  |07-0ct-2010 L
http:// coorldas03. cse.cps k12.i.usB089/0A_HTML/OA jsp?OAFunc=0AHOMEPAGESitransactionid=1358847187 Eloapc =3&toas=Lf-tV6M Intemet | Protected Mode: Off fa v BI0% v
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Step Action

1. Log into Oracle.

Click the CPS Internal Accounting link.

Click the CPS Internal Accounting Management Systems link.

Click the Internal Account link.

The IAMS Home page opens.

ORACLE CP§ Internal Accouning Management Systems

M Naigarv & Fanies v Home. Logaut Preferences
Home | Receipt | Deposit | Disbursament | Reconciation | Journal | Report | Setup
Home | Bark Daly Transactions
Unit/Uniciame: 46151-Harper High School
Account Summary
Description Count Aniount
Checking Balance 1810
Cash on Hand 1,788.00
Credton Hand 00
Undepasited Receipt 1l 00
System Hessage
Message Date Message
Ho resuls found.

Home: Rece: Depest Distursement Reconcliation Joumal Repart Setup Home Logout Preferences

Pryacy Statement Capyright (c) 2008, Orack. All ights esenved.

Step Action

4, Click the Disbursement tab to get to enter a check.
Disbursement
5. Click the New Check button.

The Check Detail page opens.
Hew Check
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Step

Action

6.

The system will automatically enter the current date and next check number.

Note: Be sure to change date and check number if necessary.

* Check Date : 30-Mar-2011
Check Mumber : 22990

Click the New Pay To button to add the Sports Official to the school vendor file.
Note: Sports Officials will only need to be added to the school vendor file once.

The Vendor Detail page opens.
| New Pay To |

The system will automatically assign a school vendor number.
|14r54-49 |

The Vendor Type will default to Company.

Click the Vendor Type dropdown arrow to change the vendor type.
Company v|

10.

Select the Sport Official vendor type.
|Sport Official |

11.

Search and find the Sports Official.

Click in the Sport Official field.

12.

Click the Magnifying glass to begin search.

The Search and Select Sport Official page opens.

Q
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g Search and Select List of Values - Windows Intemet Explorer

: |a hrtp:f/cour\da:(]lcsc.cps.klZ.i\‘us:8089/0A_HTMLfcabu/jsps/a.lsp?_t:fredRC&enc:UTF-SBt_rmﬂWidth:75[]&_minHewght:SS[]&conﬁgName:OAE| B ‘

Search and Select: Sport Official

»

_

To find your item, select a fitter item in the pulldown list and enter a value in the text field, then select the "Go" button.

[&]

Check |~ Search gy Official D H

Veno

_

Select  QuickSelect  OfficalID LastName First Name Certification Number
o search conducted.

TP Sports Address City Phone

q I | v
@ Intemet | Protected Mode: Off v RI0E v

R —————————)

ation Journal Repo

Home efup Home Logout Pre

Return to Inquiry Page | | Save Return

Return to Inquiry Page | | Save Return

Step Action
13. Click the Search By dropdown arrow to view search options.
Official ID -
14. The Search By dropdown includes:

- Official ID - Assigned by Oracle

- Last Name

- First Name

- Certification Number - IHSA ID - Number
- Address

- City

- Phone

Click on Official ID to select the item.
Official ID
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Intern; inting s Ini
1 Search and Select List of Values - Windows Internet Explorer =il $| X E Bing L
i File Eq |@] hitp://coorldas
(X &
@k Search and Select: Sport Official
‘elnterlJ ol S IR @ v Pagev Safety~ Took~ ﬂv ?
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
EI Home Logout P
Official ID v 15
T Search By
Check
 Results
Vendor
© Previous 110+ | Next10 @ Return to Inquiry Page | | Save Return
CTIPF Quick Official Last First  Certification
Select Select ID Name  MName MNumber Sports Address City Phone
155 |Accardi David 10163 Baseball, Basketball, Football, 2945 Mayfair  Westchester
5] 2 Lacrosse, Soccer, Volleyball, Water avenye
Polo
& | @ 1506  Ackerman Melissa 63108 5208 N. Chicage 773275
= Wolcott Ave 7366
A | @& 1536 Adkns  Mervin 55270 Baskethall 97355 Oakley Chicago ~ 773-23%-
=1 4938
& | @ 1512 Ahern  Pamela 26632 Swimming 107275 Chicago 773779
- Talman 6890
A | B 1565  Albert  Acan 10306 Baseball, Basketball, Volleyball 7812 W Chicago 773774
= Catalpa 8718
& | @ 1513 Anfonini Joseph 63627 Baseball 1262 W. Chicago ~ 312-820-
- Westgate 3806
@ | @& 1576 Bellgrau Kemt 60755 Football 41EBhSL  Chicago -
- 22704 Return to Inquiry Page Save Return
. 1549 Besse  Steven 23561 Baseball, Basketball, Football, 20620 Frankfort ~ 815-469-
6| & Volleyball Frankfort Sq. 479
Rd.
/| & 1597  Bieshoer Marlene 18482 Volleyball 1802Paxton  |anging 708474
- Ave 4696
A | = 196 Bole  Andy (11272 Baskethall 245954t North 708-442-
= Ave Riverside 2563
9 Previous 1-10 v | Next10 @
e
| [ | v
Dene OIntemet\Pmtected Mode: Off v RB0% v “
S —————————————————— -

Step Action

15. The best search is by Official ID since some officials may have the same name.
If you know the Official ID, enter the number and click the Go button.

For this example, enter the first two numbers 15 and click the Go button.
15

16. The system will display the search results.
Once the official is identified, select the official by clicking the Quick Select icon.

The system will populate the official's information into the check detail.
=
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Step Action
17. Save the official selection by clicking the Save Return button.
Save Return
18. Enter the sport type and date of the event in Memo field.
For this example, enter, ”Football game 3-15-11".
19. Find and select the IAMS Account Number assigned to pay the official.
For this example, enter a 2 to find the revenue account.
20. Click the Magnifying glass to find the account.
Q
21. The Search and Select Account page opens.

Notice there are only two (2) accounts to use for payments to sports officials.

27110 - Assigned to all High Schools to deposit funds received from
Sports Administration and to track payments to officials.

24247 - Assigned to Elementary Schools to track all payments

Select the account by clicking the Quick Select icon.

ORACLE’ CPS Internal Accounting Management Systems

Hame | Receipt | Deposit | Dishursement | Reconciiation | Journal | Report | Setup
Check | Book Trarsfir | Escheat
Check Detail

Return to Inquiry Page | | Save | | Save/New Check ‘ Submit ‘ Print Check |

*Checkate . MMar-20L CheckingBiaence : 293120

Ceck bty © 2290 Hand Wiriten g
Fiter! Agget :
"PayTo: Besse, St New Pay To
. kAay ot st St ) y s
B Printed: Mo =

Stalis ¢ Panving

Wema - Faothal game 315-11

Check Detal: " add Account

Account Balance  Amount Remove

U0 St O G, | New Accaunt |3 55 09 B

30

uInquirvPage‘ Save SavefNewEheck‘ Suhmit‘ Printl:heck|

Home Recelpt Deposi it Reconciiation Joumal Report Sstup Home: Logout Prefers
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Step Action

22. Enter the Amount of payment in the Amount field.

E

For this example, enter 55 and tab out of the field.

ORACLE CPS Internal Accounting Management Systems

Check | Book Transfer | Escheat
Check Detail

Home | Receipt | Deposit | Dishursement | Reconciliation | Journal | Report | Setup

* CharkDate - -Marai1
Check hrnber : pez]

Check Amount: 0,00

Mt : - Foothall game 3-15-11

Check Detall [ dd Account

Account

27110 - Sport Offcials

Horne Receipt Deposit Dishursement Reconcilistion Joumal Report Setup Home Logaut Preferences

*PayTo: Besse, Steven Q| MewPayTo

Amount Remove

Q| Hew Account | 3505 0p H

Return to Inquiry Page | | Save | | Save/New Check ‘ Submit ‘ Print Check |

Chedking Balrce : 2.931.20
Hand hiiten : [T
Fived dsget: [

Sl [
Frinted: Mo v
s Pedig

Return to Inquiry Page ‘ Save | | Save/New Check ‘ Submit ‘ Print Check |

Step Action

23. Review the information.

Save

Click the Save button to save the information entered.

The system will display a confirmation that the work was saved successfully.

24, Click the Submit button to submit the check.

Submit

Note: You can also submit the check from the Inquiry page.

The system will display a confirmation that the work was saved successfully.
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Step Action

25. Click the Return to Inquiry Page button to return to the Inquiry page.
Return to Inquiry Page

26. To view the check, click the Go button.

Go

ORACLE” CPS Internal Accounting Management Systems

n Navigator ¥ i Home Logout Preferences

Home | Receipt | Deposit | Disbursement | Reconciliation | Journal
Check | Book Transfer | Escheat
Check Inquiry

Search Criteria
Note that the search is case insensitive

Unit: 46151-Harper High School Recon Status : -
Check Range : To Check Status : . :
Date Range : & To & Check Type : v
Pay To : Fixed Asset : h
0] [Gear]

New Check ‘ Edit/ View Check | Submit ‘ Print Range of Check | Export ‘ <) Previous 1-40 v Next40 @
Select Multi Select Check Number Check Date Pay To Check Amount Check Type Status Clearance Fixed Asset Printed Memo

® B 22990 30-Mar-2011 Besse, Steven 55.00 Electronic ~ Issued N N Football game 3-15-11

(6] ] 22989 30-Mar-2011 Albert, Acan 55.00 Electronic ~ Issued N N Baseball game 3-19-2011

© ] 22988 29-Mar-2011 Ahern, Pamela 55.00 Electronic ~ Issued il il Volley ball game - 3-11-11

® ] 122987 29-Mar-2011 Ackerman, Melissa 53.00 Electronic  Issued N N Volley ball game - 3-11-11 i |

® B 22986 29-Mar-2011 Accardi, David 55.00 Electronic ~ Issued N N Football Game 11-5-11

® ] 22085 23-Mar-2011 Abbot, Stanley 75.00 Electronic  Issued N N

® ] 22984 23-Mar-2011 Ashley, David 50.00 Electronic  Pending N N March 1 game

[6] ] 22983 17-Feb-2011 Sampson,Terry 55.00 Electronic ~ Issued N N Boys Basketball Official - Varsity Game

® ] 22982 17-Feb-2011  Ewing,Jerry 53.00 Electronic  Issued N N Official for Boys Basketball Varsity Games

® ] 22981 17-Feb-2011  Subway 225,00 Electronic  Issued N N Refreshments for Senior Farent Night

[6] B 22980 14-Feb-2011  Cross, Curt 100.00 Electronic  Issued N ¥ Boys Basketball Official

® B 22979 14-Feb-2011 Ross,Morris 100.00 Electronic  Issued N N Boys Basketball Official

6] ] 22978 08-Feb-2011 Anderson, Timothy 55.00 Electronic ~ Issued N N Boys Basketball Official

© ] 22977 08-Feb-2011 Turner Vernal 55.00 Electronic ~ Issued il il Boys Basketball Official

(6] ] 22976 08-Feb-2011 |Chicago Transit Authorty 1,830.00 Electronic  Issued il Y Student Bus Cards - Attendance Incentive

® ] 22975 31-)an-2011  Kentucky Fried Chicken 100,00 Electronic ~ Issued N Y Refreshments for Freshmen Mentoring Meeting

® ] 22074 27-Jan-2011 Jostens 2,672.02 Electronic  Issued N Y To clear up outstanding debt

® ] 22973 27-Jan-2011 Happy Pizza 58.00 Electronic  Issued N N Men of Honor Mentoring Group

[6] ] 22972 27-Jan-2011 | CWCA 50.00 Electronic ~ Issued N N Staff Membership Fees X

elntarnet\Protectad Mode: Off a v BI10% v
Step Action
27. The check for the Sports Official has been entered and recorded.
28. Congratulations! You have completed the lesson on how to enter Sports Officials
Payments in IAMS.
End of Procedure.
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Processing Other Payments to Sports Officials

Processing payments to Sports Officials for anything other than officiating require setting up a
new vendor file for the official. The official will have a Sport Official and an Individual
Vendor Type.

Note:

e When an official has two vendor types, be sure to select the appropriate vendor
file for the reimbursement.

e Ifan official has an “Individual” Vendor Type file already created in the school’s
vendor file, there is no need to create another file. However, be sure to complete
the “Individual” vendor file by adding all current contact information listed in the
“Sports Official” Vendor Type file.

Procedure

ORACLG E-Business Suite

Oracle ications Home Page

B Favorites ¥ Logout Prefe

Logged In As TAPARKER

Main Menu Worklist

Romonske Full List

Deps Budaet Transfer < Previous 1-25  + Next 25 &

3 ¢ps Ficed Assets Application From [Type |subject ~ sent Ibue
DMDEHLSWD‘ Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011023798) is rejected... 18-Feb-2011

3 ¢ps imtemal Accounting George

Beps Requestor - Unit 46201 Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011023076) is approved... 15-Feb-2011 £
3 ¢ps Student Stipend User George

Ccps student Travel Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011022658) is approved... 11-Feb-2011

B3 cps Supplemental Payment e

DCPS Web Inauin g:ﬁz\:k, CPS iExpense The i-Expense request (DR Number: DR2011021984) is approved... 08-Feb-2011

3 oS workdiow User Web (Hew

BCPSPO Reports ézl;argweak, CPS iExpense The i-Expense request (DR Number: DR2011021519) is rejected... 16-Feb-2011
B coso schoolUser Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011020518) is approved... 26-Jan-2011
B3 preferences sswa George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011020216) is approved... 24-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011019515) is approved... 18-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018708) is approved... 11-Jan-2011
George |
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018555) is approved... 10-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018262) is approved... 07-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018121) is approved... 07-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011018116) is approved... 07-Jan-2011
George
Szkapiak, CPS iExpense The i-Expense request (DR Number: DR2011016374) is approved... 27-Dec-2010
George
Szkapiak, PO Change Approval for Response to 6171287 Change Request(0.00 USD) for Parker, 13-Jan-2011
George Requester Teresa...
PO Approval Requisition 6199448 has been placed on Standard Purchase Order 2079450...  |24-Jan-2011
PO Aoroval Requisition 6195721 has been placed on Standard Purchase Order 2076059...  |18-Jan-2011 il
€D Intemet | Protected Mode: Off 3 v HI00% v

Step

Action

Click the CPS Internal Accounting link.
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Step Action
2. Click the CPS Internal Accounting Management Systems link.
3. Click the Internal Account link.

ORACLE’ CPS Internal Accounting Management Systems

Pivacy Statement

M aiger v B s v Home Logout Preferences
Home | Receipt | Deposit | Disbursement | Recondifation | Journal | Report | Setup
Home | Bank Daily Transactions
Unit/Unitfiame: 46201-John F Kennedy High School
Account Sunimary
Description Count Anount
(Checking Balance 116,167.38
(Cash on Hand 428300
(rediton Hand 0.00
Undeposited Receipt 0 42430
Systen Message
Message Date Message
N resylts faund,

Home Receigé Depusit Disbursement Reconcilation Joumel Report Setup Home Loguut Prefrences
Copyright (c] 2008, Oracle. All rights reserved.

Step Action
4, Click the Disbursement link.
Disbursement
5. Click the New Check button.
Hew Check
6. Click the New Pay To button.
New Pay To
7. Click the Vendor Type list.
Company -
8. Click the Individual list item.
[Individual |
9. Find the official you are reimbursing.
For the example, in the Sport Official field, enter "15" which is part of the Official
ID.
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Step Action

10. Click the Magnifying glass to search.
Q

11. The Search and Select page opens with part of the number entered.
Select the official by clicking the Quick Select icon.
=

12. The system populates the vendor information.

Click the Save Return button.
Save Return

13. The system populates the vendor name into the Check Detail.
In the Memo field, enter the reason for the reimbursement.

For this example, enter "Supply Reimbursement”.

OF\'ACLEq CP$ Internal Accounting Management Systems

n Nagator v B8 Faories v Home Logout Preferences
Home | Receipt | Deposit | Disbursement | Reconciiation | Journal | Report | Setup
Check | Book Tranfer | Escheat

Check Detail
Return to Inquiry Page | Save/New Check ‘ ‘ Submit | ‘ Print Check ‘
* Check Date : 30-Mar-2011 Checking Balance : 115,167.38
Check Number : 40806 Hand Wien: g
Fired Asset :
h k”PayTu: Besse, Steven Q New Pay To Sl ¥H: T
Check Amount :
Fk AT 000 Printed : No -
Status Pending
Memo ;- Supply Reimbursement
Check Detail: | add Account
Account Balance  Amount Remove
z A et ¥

| Save/New Check ‘ ‘ Submit | ‘ Print Check ‘

Home Receipt Deposit Disbursement Reconciiation Joumal Report Setup Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. Al ights reserved
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Step Action

14, In the Account field, find the revenue account to withdraw funds for the
reimbursement.

For this example, enter "2" in the New Account field and click the Magnifying
glass to search.

2

15. The Search and Select page opens with the list of revenue accounts.

To view the next page, click the Next 10 link.

Mext 10
€ Intemal A {@ Search and Select List of Values - Windows Interet Explorer =|8 ﬂl‘ |‘
@'\J' |&hﬁp:'-‘ccc:|\tla:EID‘c:c‘cp:.klZ‘\I.us:SE‘BQ-‘O.‘l_HWL-'cabc-]:pi-‘ajip?_l:fredRC&enc:UTF-S&_m\n'\")itHh:?5[‘&_minHeighf:SSEl&ccnf\gf-lame:Oich‘@‘ !‘ ‘ Bing L
7 Q;Con_u Search and Select: Account »
17 Favarite % %
@IntemaIA_ Search LR | Lé; v Pagev Safetyv Toolsv @w ”
-l' / To find your item, select  filter item in the pulldown list and enter a value in the text field, then select the "Go" button. -
Search By Full Name vl ﬂ
Results
Check 8
il < Previous10 11-20 » Nedt 10 @
1| select Quick Select |AncountNumber Account Description Full Name Account Balance l;
F 2 22410 (D Interest 22410 - CD Inferest 0 1
2 22411 TCF CD Interest 22411 - TCF CD Interest 100.26
i 2412 Harris Bank 22412 - Harris Bank 28.61
2 22510 Treasury Notes Interest 22510 - Treasury Notes Interest 0
it 23101 Social Studies 23101 - Sodial Studies 2989.66
] 23151 English 23151 - English 2193.46
] 23152 Library 23152 - Library 98346
3 23153 Special Ed Dept 23153 - Special Ed Dept 1500
i 23201 Computer Education 23201 - Computer Education 0
i 23251 Mathematics 23251 - Mathematics 5019.33
& Previous 10 11-20 + Next10 &)
Cancel % B
0 I | ¥ I
Done @ Intemet  Protected Mode Off v RN% -

Step Action

16. Click the Next 10 link.
Mext 10
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Step Action

17. Select the desired account by clicking the Quick Select button.

ORACLE, CPS Internal Accounting Management Systems

Home | Receipt | Deposit | Dishursement | Reconciliation | Journal | Repart | Setup

Check | Bock Transfer | Escheat
Check Detail
Return to Inquiry Page | | Save Save/NewEheck‘ Suhmit| Printl]heck‘
* Chock Dt 30Mar-2011 Checking Balance © 117 167,29
Check Marrber : 40806 Hand Wrten E
Fiied Asset |
FPayTo: Besse,Steven New Pay To

= ¥ ) q i Spoilv: [

Check Amaunt :

FreATt 1 Prited : Mo v

Status - pending
Mema ;- Supply Reirburserent

Check Detal | pdd Account

Account Balance Amount Remove

#4111 - ot O Mewdccomt | pgs 155 &

Return to Inquiry Page | Save | | Save/New Check ‘ Submit | Print Check ‘

fome Receipt Depo: ion Journal Repart Setup Home Logout Prefer

Copyrig

Step Action

18. Enter the dollar amount of the reimbursement in the Amount field.
Tab out of the field.
15.59|
19. Click the Save button to save the data.

The system will display a confirmation that work was saved successfully.

Save

20. Click the Submit button to issue the check.

The system will display a confirmation that work was saved successfully.
Submit
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ORACLG CPS Internal Accounting Management Systems

Home | Receipt | Deposit | Disbursement | Recondiliation | Journal | Report | Setup
Check  Book Transfer | Escheat

Instruction Manual

n Naigator  BF Favortes v Home Logout Preferences

D Confirmation
Your work was succassfully saved to the dafabase.

Check Detail

Check Date : 30-Mar-2011
Check Number : 40806

*PayTo: Besse,Steven
Check Amount ;15,59

Memo : - Supply Reimbursement

Check Detall: pccount  Balance Amount

4111 - 0.05 1559
Foothall

Home Receipt Deposit Disbursement Reconciliation Joumal Report Setup Home Logout Preferences

Privacy Statement

Return to Inquiry Page‘ |Savef||ewcheck ‘ ‘ Pr'mtcheck‘

Checking Balance :  116,167.38
Hand Written: [J
Fixed Asset: [
Vaid YN : []
Printed: No +
Status: Issued

Return to Inguiry Page‘ |Savef||ewcheck ‘ ‘ Pr'lntcheck‘

Save/New Check

Copyright (c) 2008, Oracle. All rights reserved.,

Step Action

21. Click the Return to Inquiry Page button.
Return to Inquiry Page |
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ORACLE' cpsntemal Actounting Management Systems

1 Navigator ¥ B Fartes v Home Logout Preferences

Home | Receipt | Deposit | Dishursement | Reconcifition | Journal | Report | Setup
Check | BookTrangfer | Escheat

Check Inquiry

Search Criteria

Note that the search is case insensitive

Unit:46201-John F Kennedy High School Recon Staus ; v
(Check Range : To Chec Sttus: v
Date Range : - @n Check Type : v
FayTo: FedAsset: =

o] [0

| New Check H Edit/ View Check || Submit H Print Range of Check H Export ‘

Select Multi Select Check lumber ~ CheckDate  PayTo Check Amount CheckType ~ Status Clearance  Fixed Asset  Printed  Memo
Ho search conducted.

Home Receipt Deposit Dishursement Reconciiation Joumal Report Sefup Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. Al rights resered

Step Action

22. Click the Go button to view list of recent checks.

[oo ]
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Home | Receipt | Deposit | Disbursement | Recondiliation | Journal
Check | BookTransfer | Escheat
Check Inquiry

ORACLE’ CPS Internal Accounting Management Systems

Report | Setup

Instruction Manual

atory B Favories v

Home Logout Preferences

Search Criteria

Note that the search is case insensitive
Unit: 46201-John F Kennedy High School

Check Range : To
Date Range : & To
Pay To:

o] ]

New Check ‘ Edit/ View Check ‘ Submit ‘ Print Range of Check | Export ‘

Recon Status :
Check Status :
Check Type :
Fixed Asset :

<) Previous 1-40

n

v Next40 ®

Multi  Check Check Fixed
Select Select Number Check Date Pay To Amount Check Type Status Clearance Asset Printed Memo
6] O 40806 30-Mar-2011 Besse, Steven 15.50 Electronic  Issued N N Supply Reimbursement
[6] B 4005 30-Mar-2011 Besse, Steven 55.00 Electronic  Issued N N Football Game 11-5-11
6] O 40804 18-Feb-2011 Pitney Bowes Global Financial Ser LLC 129.00 Handwritten Issued N N acct #5385711 L4
[6) O 4080 18-Feb-2011 Pitney Bowes 198.87 Handwritten Issued N N inv #317984
(6] 0 40802 18-Feb-2011 Johnson, Daris 316.25 Handwritten Issued N N nclb parent reimbursement
® L 18-Feb-2011 National Assodiation of Secandary School 162.00 Handwritten Issued N N membership 2010-2011, 2011-2012
Principals
[6] B 40800 18-Feb-2011 8P 395.13 Handwritten Issued N N acct #5900026666
(6] O 4079 18-Feb-2011 Smith, Miss Angelique Renee 110.76 Handwritten Issued N N reimbursement
6] 0 48 18-Feb-2011 Samuel French, Inc. 3,288.00 Electronic  Issued N N performance agreement s play £147
© O 40797 16-Feb-2011 Image Market 363.60 Handwritten Issued N N inv #264264
(6] O 46 16-Feb-2011 Fortier, Ms. Joleen Paulette 387.25 Handwritten Issued N N reimbursement
(6] 0 4075 16-Feb-2011 Best, Mr. Jonathan Robert 47.00 Handwritten Issued N N reimbursement
(6] 0 44 16-Feb-2011 Scarsella, Jack 550.00 Handwritten Issued N N snow removal 1/13, 2/5, 2/8/2011
® O 4079 15-Feb-2011 Home Run Inn 126.01 Handwriten Issued N N piza
(6] O 49 11-Feb-2011 Bluebird Lanes 1,334.00 Handwritten Issued il N boys & girls bowling season 2010-2011
[6] B 4 11-Feb-2011 Rodriguez, Ms. Diana 131.48 Handwritten Issued N N reimbursement
@ ] 40790 11-Feb-2011 Suarez Del Real, Ada 49.72 Handwritten Issued N N nclb parent reimbursement
[6) O 4078 10-Feb-2011 Southwest School Supply Co. 30.50 Handwritten Issued N N inv #3081 .
hitn/fenorldsdld cor ros 112 il1sAN88/0A HTMI /0K isntnane= I afwehyilTalherk istPGR cearrhTune-searck D Intermet | Proected Mode: OFf Loy ®100%
Step Action
23. The system displays the reimbursement check.
24, Congratulations! You have completed the lesson on how to enter a Reimbursement
Check to Sports Officials in IAMS.
End of Procedure.

Page 21







ORACLE' Instruction Manual

USER PRODUCTIVITY KIT

W-9 and Contact Forms

Complete, sign and return the

W-9 and Contact forms

via Fax (73-553-2704)
or Email (apw9form@cps.k12.il.us)







~n W-9

(Rev. October 2007}

Department of the Treasury
Internal Revenue Service

Request for Taxpayer
ldentification Number and Certification

Give form to the
requester. Do not
send to the IRS.

Name {as shown on youwr income tax return)

Business name, if different from above

Check appropriate box: l:] Individual/Sole proprietor

[T Other (see instructions) W

D Corperation
D Limited liability company. Enter the tax classification {D=disregarded entity, C=corporation, P=partnership) » .. ____.

D Partnership D Exempt

payee

Address (number, street, and apt. or suite no.)

Print or type

Requester's name and address (optionat)

City, state, and ZIP code

List account number(s) here {(optional}

See Specific instructions on page 2.

Taxpayer ldentification Number {TIN}

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 to avoid
backup withholding. For individuals, this is your social security number (SSN). However, for a resident ' ;
alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other entities, it is

your employer identification number {EIN). If you do not have a number, see How to gef a TiN on page 3.

Nete. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number tc enter.

Social security humber

or

Employer identification number

EERY  Certification

Under penalties of perjury, { certify that:

1. The number shown on this form is my correct taxpayer identification number {or | am waiting for a number to be issued to me), and

2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal
Revenue Service {IRS) that | am subject to backup withholding as a result of a faiture to report all interest or dividends, or (c) the IRS has

notified me that | am no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the 1RS that you are currently subject to backup
withholding because you have failed to report ail interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For morlgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must

provide your correct TIN. See the instructions on page 4.

5ign Signature of
Here U.S. person P

Date P

General Instructions

Section references are to the Internai Revenue Code unless
otherwise noted.

Purpose of Form

A person who is required to file an information return with the
IRS must cbtain your correct taxpayer identification number (TIN)
to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

Use Form W-8 only if you are a U.S. person (including a
resident atlen), to provide your correct TIN to the person
reguesting it {the requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S.
exempt payee. If applicable, you are zalso certifying that as a
U.8. person, your allocable share of any parinership income from
a U.S, trade or business is not subject to the withholding tax on
foreign partners’ share of effectively connected income,

Note, If a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’'s form if it is
substantially similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

® An individual who is a U.S. citizen or U.S. resident alien,

& A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United
States,

® An estate (other than a foreign estate), or

& A domestic trust (as defined in Regulations section
301.7701-7).

Speciat rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required to
pay a withhelding tax on any foreign partners’ share of income
from such business. Further, in certain cases where a Form W-9
has not been received, a partnership is required ic presume that
a partner is a foreign person, and pay the withholding tax.
Therefore, if you are a U.S. person that is a partner in a
partnership conducting a trade or business in the United States,
provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership

income.

The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and aveiding withholding
on its allccable share of net income from the partnership
conducting a trade or business in the United States is in the
following cases:

® The U.S. owner of a disregarded eniity and not the entity,

Cat. No, 10231X

Form W-9 (Rev. 10-2007)



CHICAGO

PUBLIC CPS

SCHOOLS

Sports & Other Officials
CONTACT INFORMATION SHEET

Please complete and return with your Form W-9
via Fax (73-553-2704) or Email (apw9form@cps.k12.il.us)

Name
Address City/State/Zip
Home Phone Work Phone
Cell Phone IHSA ID #
Email
Vendor Type
Sports Official Individual

Note: There will be a 2-3 day turnaround time to process the registration and to add the name in the Sports Officials dropdown list IAMS.




