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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: 

 

 Fax - 773-553-2704 

 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.   

 

 High schools must use account number 27110 

 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 

mailto:apw9form@cps.k12.il.us
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. 

 

 

 
 

Step Action 

1. Click the Internal Account link. 
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Step Action 

2. Click the Setup tab. 

 

3. Click the Sport Officials link. 

 

4. To get a list of All Sports Officials registered with CPS, click the Go button. 

 

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: 

    - Official ID - Oracle assigned official number 

    - Last Name 

    - First Name 

    - Certification Number - IHSA number 

    - Sport - Type of sports the vendor is certified to officiate. 

 

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

7. Click the Go button to display search results. 

 

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. 

 

 

 
 

Step Action 

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

 

 

 

The system displays the following information on the official: 

 

 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. 

 Last Name  

 First Name  

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

IHSA 

 Address  

 Sports Type of sport the official is certified to officiate 
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Step Action 

12. To search by type of sport, click the dropdown arrow at the Sport field. 

 

13. Click the sport you are looking for. 

 

For this example, click the Football list item. 

 

14. Click the Go button to display all officials certified for Football. 

 

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 Vendor 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. 
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Step Action 

1. Log into Oracle. 

 

Click the CPS Internal Accounting link. 

2. Click the CPS Internal Accounting Management Systems link. 

3. Click the Internal Account link. 

 

The IAMS Home page opens. 

 

 
 

Step Action 

4. Click the Disbursement tab to get to enter a check. 

 

5. Click the New Check button. 

 

The Check Detail page opens. 
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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. 

 

 

7. 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. 

 

8. The system will automatically assign a school vendor number.   

 

9. The Vendor Type will default to Company. 

 

Click the Vendor Type dropdown arrow to change the vendor type. 

 

10. Select the Sport Official vendor type. 

 

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. 
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Step Action 

13. Click the Search By dropdown arrow to view search options. 

 

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. 
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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. 

 

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. 

 

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. 

 

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. 
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Step Action 

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

 

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

 

 

 
 

Step Action 

23. Review the information. 

 

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. 

 

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. 

 

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

 

 

 
 

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: 

 When an official has two vendor types, be sure to select the appropriate vendor 

file for the reimbursement. 

 If an 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 

 

 
 

Step Action 

1. 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. 

 

 
 

Step Action 

4. Click the Disbursement link. 

 

5. Click the New Check button. 

 

6. Click the New Pay To button. 

 

7. Click the Vendor Type list. 

 

8. Click the Individual list item. 

 

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. 

 

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. 

 

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". 
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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. 

 

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

 

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

 

 

 
 

Step Action 

16. Click the Next 10 link. 
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Step Action 

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

 

 
 

Step Action 

18. Enter the dollar amount of the reimbursement in the Amount field. 

 

Tab out of the field. 

 

19. Click the Save button to save the data. 

 

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

 

20. Click the Submit button to issue the check. 

 

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

21. Click the Return to Inquiry Page button. 
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Step Action 

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





 
 
 

 

 



 
 

 
 

 

 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

         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. 

Name   

 

Address  

 

 

City/State/Zip  

Home Phone   Work Phone   

Cell Phone   IHSA ID #  

Email   

Vendor Type 

 

Sports Official  

 

Individual 

Please complete and return with your Form W-9 

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

Sports & Other Officials 
 

CONTACT INFORMATION SHEET 


