INSTRUCTIONS FOR SCHOOL STREAM SERVICE AGREEMENT FORM

Log in to SchoolStream:

The School Stream Staff Log in is available on the CPSD website. Go to the Teachers & Staff page. Under
the heading “On-line Forms and Services” select SchoolStream Staff Login.
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If you do not have a SchoolStream username and password, contact Joan Ranaghan in the Cambridge
Public Schools Human Resources Department .



CREATING A SERVICE AGREEMENT & POSTING A SERVICE OPPORTUNITY

1. After logging into the SchoolStream system, choose the “Forms Manager” option.

CPS

Welcome to Cambridge Public Schools

Forms Manager
Job Applicant Manager

Hiring Manager

My Account

Powered by SchoolStream
Copyright @ 2003 - 2010 SchoolStream
All Rights Reserved.

€ mternet 0% -

2. Choose the “Forms” folder and then select the “Service Agreement” option.

Interactive Forms Manager

Hi, jauida | My Acccunt | Help | Exit

urrent Location: Interactive Forms Manager > Submitter > Forms

Forms

Category: [ All Forms +

Form Name £ Description
Filled Wacancy Motification (FOR HUMAN RESCURCES USE CMNLY) Filled Vacancy Notification

P101: Request to Fill Vacant Position Reguest to Fill Vacant Position

£102: Change In Employee Status Change in employee status

Service Aor it
L ssmen ssnjceagcemone |

Temporary Help Form (FOR HUMAN RESOURCES USE ONLY)

Temporary Help Form

Povered by SchoolStream Copyright @ 2003 - 2010 SchoolStream All Rights Reserved.

& Internet H00% v



3. You will then gain access to the interative Service Agreement form.

A~
Interactive Forms Manager
Hi, jguida | My Acceunt | Help | Exit
\
Current Location: Interactive Forms Manager = Submitter > Forms > Submit Ferm
. =
Submit Form
. = . \
1 Cambridge Public
Schools
Form Instructions =
Service Agreement ‘
7/29/2010
|
Cambridge Public Schools
Service Agreement
Title of Service Oppartunity
Name of Service Provider SSN Last 4
[Seect- < | \
Current CPS Employee? Employee ID Paygroup 1D
Street Address City State ZIP
was this job pested? (Posting required for Agreements over $1,000) Oves Oto
&
Done & mternet 0% v
o . . S - . e
4. Enter the descriptive title of the service opportunity in the “Title of Service Opportunity” field.
This is a required field.
|
Interactive Forms Manager
Hi, jguida | My Acceunt | Help | Exit
Current Location: Interactive Forms Manager > Submitter = Forms > Submit Form
- =
Submit Form
i Cambridge Public
Schools
Form Instructions i
Service Agreement ‘
7/29/2010
|
Cambridge Public Schools
Service Agreement
"lcRLS Club Advisor: Young Women's Social Action Club| |
Title of Service Opportunity
I T | |
Mame of Service Provider S5SN Last 4
|, Select - Vl ‘ ‘ ‘ ‘
Current CPS Employee? Employee ID Paygroup 1D
Street Address City State ZIp
Was this job posted? (Posting required for Agreements over $1,000) Oves Ono

& Internet

#100%

.l




5. If the Service Opportunity is valued at $1,000 or more, the position must be posted before an

individual is selected. Therefore, if the Service Agreement will be for more than $1,000, do not

enter name or address information at this time. With this interactive form, you are requesting
that Human Resources reviews and posts a needed service opportunity. This is the first step in
hiring for a service opportunity position. Once the service opportunity has been posted and the

hiring manager selects an applicant, Human Resources will enter the service provider’'s name,

social security and address information as well as whether the job has been posted, in the

interactive form.

6. If the Service Agreement is for LESS than $1,000, you may enter the name and address

information now.

Submit Form

For Agreements of
more than $1,000
Human Resources
will complete this
section once an
applicant is
selected and
recommended for
the service

Form Instructions

& CPS

Cambridge Public

Schools

Service Agreement

7/29/2010

Cambridge Public Schools
Service Agreement

[cRLS Club Advisor: Young Women's Social Action Club

Y

e

Name of Service Provider

SSN Last 4

|- Select - vl ‘ ‘ ‘

Current CPS Employee? Employee 1D Paygroup 1D

Street Address City State ZIP

Wa this job posted? (Posting required for Agreements over $1,000) Oves Ono

respons
club funds.

ble for all club events. The Club Advisor must keep attendance reports,

o ——— — T " - e
times, dates and locations; (c) participating in the annual Club Day activities; (d) supervising club
activities including all fisld trips; and (f) attending mestings of the Club Advi A i i

A Club Adviser is
ndraise and meniter

Descriptien of Service Oppertunity

€D mternet

00




7. Enter a “Description of the Service Opportunity” in the field provided. This is a required field.

Cambridge Public Schocls
Service Agreement

[CRLS Club Advisor: Young Women's Social Action Club |
Title of Service Oppertanity

Name of Service Provider SSN Last 4

[-Select - I | \
Current CP5 Employes? Employee 1D Payaroup 1D

| | \ | | |
Street Address City State ZIP

L thic dol poctado (Deoctins cayiead fon cer &1 000

A Club Zdvisor is responsible for : () mesting reqularly with club members; (b) advertizing club mesting
times, dates and locations; (c) participating in the annual Club Day activities ) supervising club
activities including all field trips; and (f) attending meetings of the Club Adviscrs. A Club Adviser is
respensible for all club events. The Club Advisor must keep attendance reports, fundraise and menitor
club funds.

Description of Service Opportunity

Knowledge of the subject area, and experience werking with high scheol students. Py

[Mote: Gne-half of payment will be distributed to the contractor in December 2010, and the remaining
one-half payment will be distributed in June 2011.] —

v
Minimum Requirements / Job Qualifications
Terms and Agreements
Period of Contract: T ‘@ T ‘ﬁ
Beginning Date End Date
Amount of Contact:
Nt tn exceed Al

€ Internet F100% v

8. Enter the “Minimum Requirements/Job Qualifications” of the service opportunity in the field
provided. This is a required field.

|- Select - "l ‘ ‘ ‘ ‘ 3
Current CP5 Employes? Employee 1D Paygroup 1D

| | \ | | \

Street Address City State ZIP

Was this job posted? (Posting required for Agreements over $1,000) Oves ONo

[ Club Advisor is responsible for : (a) meeting regularly with club members; (b) advertising club mesting
times, dates and locations; (c) participating in the annual Club Day activities; (d) supervising club
activities including all field trips; and () attending meetings of the Club Aduisors. A Club Aduisor is

respensible for all club events. The Club Adviser must keep attendance reports, fundraise and meniter
club funds.

Description of Service Opportunity

Knowledge of the subject area, and experience werking with high scheol students. -~

[MNote: One-half of payment will be distributed to the contracter in December 2010, and the remaining
sne-half payment will be distributed in June 2011.] -

Minimum Requirements / Job Qualifications
— ——

Terms and Agreements

Period of Contract:

“[os/o1/2010 |EH “Jos/z0/2011
Seginning Date End Date

Amount of Contact:

Not to exceed

Payment Terms:

B ‘ ‘ - Select - v
At a rate of per

CORI Authorization The undersigned d€ceAlU Administratera€l hereby certifies that the services do/do not
require a criminal background check in accordance with the state law and the CORI policy of the Cambridae
public Schools.

O CORI Required O CORI Not Required

AU Administrator Name School or Department

€ Internet F00% -

9. Under the “Terms and Agreements” section of the interactive form, enter the beginning and
ending dates of the service opportunity. This is a required field.



When entering the
“Period of

|— Select - Vl

Current CPS Employee?

Employee ID

Paygroup 1D

Street Address

City

Was this job posted? (Posting required for Agreements over $1,000)

State ZIP

Oves Ono

[ Club Advisor is responsible for : (=) mesting reqularly with club members; (b) advertising club mesting
times, dates and locations; (c) participating in the annual Club Day activities; (d) supervising club
activities including all field trips; and (7) attending mestings of the Club Advisers. A Club Adviser is

respensible for all club events. The Club Advisor must keep attendance reports, fundraise and menitor
club funds.

Description of Service Opportunity

Contract”, be sure

Knowledge of the subject area, and experience working with high school students. ~
to use the date

[Mote: One-half of payment will be distributed to the contracter in December 2010, and the remaining
one-half payment will be distributed in June 2011.] —

format v
Minimum Requirements / Job Gualifications
mm/dd/yyyy.

Terms and AHrE 5

Period of Contract:

i

[os/01/2010 |8 “oesz0/2011 ]
Eeginnins Date End DgtE
Amount of Contact: 500
Mot to exceed
Payment Terms: ‘ ‘ ‘ Select - v
At a rate of per —

CORI Authorization The undersigned d€ceAl Administratera€l hereby certifies that the services do/do not
require a criminal background check in accordance with the state law and the CORI policy of the Cambridge
public Schools.

© cor1 Required O CORI Not Required

AU Administrater Name School or Department

€ Internet 1% -

10. For how much will the service provider be compensated? Enter the total amount of
compensation that will not be exceeded under the agreement in the “Amount of Contract” field.
This is a required field.

Was this Job posted? (Posting required tor Agreements over $1,000) OYet O No ~
A Club Advisor is responsible for @ (a) meeting regularly with club members; (b) advertising club meeting
times, dates and locations; (c) participating in the annual Club Day activities; (d) supervising club
activities including all field trips; and (f) attending meetings of the Club Advisors. A Club Advisor is
responsible for all club events. The Club Adviser must keep attendance reports, fundraize and monitor
club funds.
Description of Service Opportunity
Knowledge of the subject area, and experience working with high school students. ~
[Note: Qne-half of payment will be distributed to the contracter in December 2010, and the remaining
one-half payment will be distributed in June 2011.] =
v
Minimum Reguirements / Job Qualifications
Terms and Agreements
Period of Contract:  “[o5/p1/2010 |B “[os/30/2011 | B
Segiooiog Dt Eod Dz
Amount of Contact: 600
Not to exceed
Payment Terms: ‘633.-3-3 ‘ ‘ﬂat v
At a rate of per
CORI Authorization The undersigned 3€cAU Administratord€D0 hereby certifies that the services do/do not
require a criminal background check in accordance with the state law and the CORI policy of the Cambridge
FPublic Schools.
’ O cort Required O CORI Nat Required
AU Administrator Name School or Department =
Funding Source
2201 | | 1 | 1 |
Account Fund Department Proj/Grant ‘
[Financial Operations Use Only [ 1l bs

100% -

e Internet




11. Enter the payment terms, which include the rate of pay and how often. These are required

fields.

Description of Service Opportunity

Knowledge of the subject area, and experience werking with high scheol students. Py

[Mote: Gne-half of payment will be distributed to the contractor in December 2010, and the remaining
one-half payment will be distributed in June 2011.]

Minimum Requirements / Job Qualifications

Terms and Agreements

Period of Contract: [03/0t/2010

i

|B “os/z0/2011
Seginning Date End Date

Mot to exceed

Amount of Contact:

Payment Terms: [s00.00 | et v

At 5 rate of per

CORI Authorization The undersigned 8€ceAU Administraterd€C hereby certifies that the services do/do not
require a criminal background check in accordance with the state law and the CORI policy of the Cambridge
Public Schools.

® ORI Required O CORI Not Required

[cnris saneed, Frincipal |

AU Administrater Name School or Department

Funding Source

oot ] ‘ E [

Account Fund Department Froj/Grant

Financial Operations Use Only ‘

P/R COMEO CODE

Complete the information below to route your form Show Instructions

Your Name: Julia Guida Your E-mail:* |jguida@cpsd.us

& Internet

H00% v

12. Select whether the contractor will be subject to a CORI check. This is a required field.

L )

Minimum Requirements / Job Qualifications

Terms and Agreements

|EH “Jos/z0/2011 |EH

Beginning Date End Date

600.00

Mot to exceed

Period of Contract:  “[g/g1/2010

Amount of Contact:

Payment Terms: ‘533__3_3 ‘ ‘ﬂat -

At 3 rate of per

CORI Authorization The undersigned 8€ceAU Administraterd€C hereby certifies that the services do/do not
require a criminal background check in accordance with the state law and the CORI policy of the Cambridge
Public Schools.

(® CORI Required ) CORI Net Required

[chris saneed, Principar ! [Chis

AU Administrator Name School or Department

Funding Source

51201 | [15000 | 0246 | lnsel

Account Fund Department Proj/Grant

Financial Operations Use Only ‘

F/R COMBO CODE

Complete the information below to route your form Show Instructions

Your Name: Julia Guida Your E-mail:* |jguida@cpsd.us
Send to Approver:* | Budget Office v

submit ][ save [ it ][ Back ]

€ mnternet

HA00%

13. Enter the AU Administrator’s name and school or department.



]|

Minimum Requirements / Job Qualifications

Terms and Agreements

Period of Contract:

]

JBH “os/z0/2011
End Date

“[os/o1/2010
Seginning Date

600.00

Not to exceed

Amount of Contact:

Payment Terms: [s00.00 | et v

At 5 rate of per

CORI Authorization The undersigned d€ceAl Administraterd€l hereby certifies that the services do/do not
require a criminal background check in accerdance with the state law and the CORI policy of the Cambridge
Public Schools.

= Saneed, Erincipal | [cazs

k.U Administrator Name School or Department

Funding Source

51201 | [15000 | 0246 |

Account Fund Department Proj/Grant

Financial Operations Use Only ‘

P/R COMBO CODE

Complete the information below to route your form Show Instructions

Julia Guida Your E-mail:* |jguida@cpsd.us
Send to Approver:* | Budget Office v

submit | [ save ][ et |[ Back |

Your Name:

€ Internet F100% v

14. Enter the funding source (or budget codes) for this service opportunity. Please be sure to

include the account, fund, department, and project/grant codes, if applicable. These fields are

required.

v

Minimum Requirements / Job Qualifications

Terms and Agreements

Period of Contract:

[29/01/2010 |8 “os/30/2011 |ER
Seginning Date End Date
Amount of Contact:
Mot to exceed
Payment Terms: 600.00 | at E
Ata rate of per

CORI Authorization The undersigned d€0eAU Administratera€l hereby certifies that the services do/do not
require a criminal background check in accordance with the state law and the CORI policy of the Cambridge
eublic Schools.

® CORI Required O CORI Not Required

= Saneed, Principal | [eaL

AU Administrator Name School or Department

Funding Source

51201 ] [15000 | "ez0z4e | lnsel

Account Fund Department Froj/Grant

Financial Operations Use Only. ‘
/R_COMBO CODE

Complete the information below to route your form Show Instructions

Julia Guida Your E-mail:* |jguida@cpzd.us
Send to Approver:” | Budget Office v

Submit ] [ Save ] [ Print ] [ Back ]

Your Name:

€ mternet 0% -




15. Once all the information has been completed, “Submit” the interactive form.

Minimum Requirements / Job Qualifications

Terms and Agreements

i)

Period of Contract: 09/01/2010 |8 “[oe/z0/2011
Beginning Date End Date

Amount of Contact: 600.00
Not to exceed
Payment Terms: fat v

At a rate of per

CORI Authorization The undersigned d€ceAlU Administratera€l hereby certifies that the services do/do not
require a criminal background check in accordance with the state law and the CORI policy of the Cambridge
Public Schools.

(® CORI Required O CORI Mot Required

[ Saneed, Principal | [crzs

AU Administrater Name School or Department

is

Funding Source

52201 | [15000 | es02:e | osd |
Account Fund Department Proj/Grant

|

|

Financial Operations Use Only ‘ [
F/R COMBO CODE |

Complete the information below to route your form Show Instructions
Your Name: Julia Guida Your E-mail:* |jguida@cpsd.us

Send to Approver: Budget Office v

[ submit || save ][ et |[ Back

€ Internet H00% v

v

16. After submitting the form, you will receive a notice that it was submitted successfully.
The form is routed to the following Departments for review and approval:

e Budget Office: reviews funding availability.
e Human Resources: posts any positions which will pay an annual amount of $1,000 or more.

e Payroll: Issues final approval.

After each level of approval, you will receive an email informing you of the approval progress

17. If the service agreement is more than $1,000, and requires posting, Human Resources will post
the opportunity . Once you have made a hiring decision, you must notify Human Resources.
Human Resources will enter the name and address of the successful candidate.

18. Human Resource will approve the Service Agreement and it will be forwarded to Payroll

19. Payroll will issue the final approval of the Service Agreement.

20. After receiving email notification of FINAL APPROVAL (Payroll Approval), you should print and
sign the form and give it to the service provider for his/her signature. Please keep a copy of the
signed form in your files. NOTE: There is no official signature line on the form. However, you
should get a signature from the service provide to insure that he/she understands the
parameters of the Service Agreement.



There is NO NEED to send a signed copy to Payroll or any other office located at Thorndike St.
Vouchers will be paid by Payroll only after the Service Agreement Form has been approved by the
Payroll Office.

SAMPLE OF COMPLETED SERVICE AGREEMENT

Cambridge Public Schools
Service Agreement

‘9::. Grade Team Supervisor CRL5 Girls Basketball (Fall) ‘

Title of Service Opportunity

[7ames Jones ] [5214 ]
Name of Service Provider SSN Last 4

‘Yes | am a current CPS employes. V| |33-256'_5 ‘ |5H?. ‘
Current CPS Employee? Employee ID Paygroup ID

[55 Thozndike strest | [cameriage | an | Jozier ]
Strest Address City State zZIP

Was this job posted? (Posting required for Agreements over $1,000) @ves Ono

fThe Sth Grade Team Sports Superviser will coach the Sth Grade Sport Team, as well as assist with the
arsity and Junior Varsity teams. He/she will be under the supervision of the Varsity and Junior Varsity
coaches. Responsibilities will include coaching, monitoring attendance and academics of Sth graders invelved
in the program, assisting with try-outs and scouting opponents for the Varsity team.

Minimum Requirements: He/she must have some previous coaching experience and experience working with
sdolescents. This is designed to be an entry level high schosl cosching experience.

Terms and Agreements

Period of Contract: [6/16/2010 ‘E [6/30/2010 ‘E
Beginning Date End Date

Amount of Contact:

Not to exceed

Payment Terms: [s30.00 | [perhour v

At a rate of per

CORI Authorization The undersigned "AU Administrator” hereby certifies that the services do/do not require a
criminal background check in accordance with the state law and the CORI policy of the Cambridge Public

scheols.

O CORI Required & CORI Not Required
[claize spinnex | [Financial cperations |
AU Administratar Name School or Department

Funding Source

[31201 ] [15000 [IREEER [ |
| Account Fund Department Proj/Grant

Financial Operations Use Only [ |
P/R COMBO CODE

(=) Submission Information and Approval History



HOW TO VIEW AND PRINT FORMS

Interactive Forms Manager

Hi, jouida | My Account | Help | Exit

Submitted Service Agreement successfully. Flease contact the appropriste department if you have any guestions.

You can go on to

® Submit ancther form.

Powered by SchoolStream Copyright @ 2003 - 2010 SchoolStream All Rights Reserved.

You also have the
option of copying
the form, which may
come in handy if you
maintain the same

opportunities each
year. Next year, you
can simply copy and
update this year’s

Done & Internet #100% T
21. From the list of submitted forms, choose the one you would like to review by clicking on the
“ H ” |
Service Agreement” link.
~
Interactive Forms Manager
Hi, jouida | My Account | Help | Exit
Current Location: Interactive Forms Manager > Submitter = My Forms
My Forms
Category: [ All Forms Form Name: adv. Search
I FOR20100729000032  Service Agreement ending Budget Office 7/29/2010 3:21 PM 23 I
— — —
FOR20100723000031 Service Agreement Pending Budget Office 7/29/2010 2:42 FM [E=] service
FOR20100725000030 Service Agrsement Pending Budget Office 7/25/2010 2:37 PM Ea
FOR20100729000028  Service Agreement Fending Budget Office /25/2010 2:34 PM Ea
FOR20100729000028 Service Agreement Fending Budget Office 7/29/2010 2:31 PM ba
FOR20100728000027 Service Agreement Pending Budget Cffice 7/29/2010 2:29 PM Ba
FOR20100729000026 Service Agreement Pending EBudget Office 7/29/2010 2:24 PM Ba
FOR20100729000025 Service Agreement Pending Budget Office 7/29/2010 2:21 PM L=
form.
FOR20100729000024 Service Agreement Pending Budget Office 7/29/2010 2:18 PM E3
FOR20100729000023  Service Agreement Pending Budget Office 7/29/2010 2:15 PM L=
FOR20100725000022  Service Agreement Pending Budget Office 7/25/2010 2:12 PM 3
FOR20100728000021  Service Agreement Fending Budget Office 7/29/2010 2:09 FM Ea
FOR20100729000015  Service Agreement Pending Budget Office 7/29/2010 11:52 AM Ha ]
Done & Internet #100% T




22. After selecting the service agreement form you would like to review, a pop-up will appear.

Choose the “Service Agreement” link in the pop-up.

23.

Current Location: Interactive Forms Manager > Submitter = My Forms

My Forms

Categery: [ All Ferms +

FOR20100729000032
FOR20100729000031 Service Agreement
FOR20100729000030 Service Agreement
FOR20100729000025 Service Agreement
FOR20100729000028 Service Agreement
FOR20100728000027 Service Agreement
FOR20100728000026 Service Agreement
FOR2010072%000025 Service Agreement
FOR20100729000024 Service Agreement
FOR20100729000023 Service Agreement
FOR20100729000022 Service Agreement

FOR20100729000021 Service Agreement

FOR20100729%000015 Service Agreement

Interactive Forms Manager

Hi, jguida | My Account | Help | Exit

Ferm Name:

Routing Information 2R

Service Agreement

Submitted: 7/28/2010 3:21 PM
Routing

P General
Submitter: Julia Guida
Title:

E-maili iguida@epsd.us

Click the link below to view the pending form:

Remaining approval levels:
+ Budget Office

+ Human Resources

* Payroll

Form Content History

Mo field has been changed.

>

|

hittps: fjwiws. astihosted . comjcambridge/FormsvafUser [MyForms/MyForminstanceList. asp#

& mnternet

H100%




