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Accessing and Approving Your Supplemental

(Schedule E) Contract

Supplemental contracts are issued by CPS for extracurricular activities, commonly
referred to as “Schedule E”. These contracts will be available for review and
acceptance from your Employee Online account.

1. When contracts are ready to be reviewed, you will receive an e-mail to your CPS
email account:

Schedule E Contract Available © & B

workflownoreply@cpsboe.k12.0h.us 1048 AM (Showsago) ¢ &}
or .

s for the 2021-22 school year
ic signing of your contract

s pending on Employee Online (EO) and will be available for your action before 91312021, at which time it will expire

1. You must log into your EQ account through this link Ples
2. Select "eContracts”, under the "My Employment Cor
3. Select the contract that is pending.

© your Employee ID and Password to log in
* section in the menu.

Electronic printed signatures, instead of handwritten signature, are legal and accepted under the Uniform Commercial Code, as follows: “Any form of writing, stamping, or printing of a name, initials, or mark makes the instruments signed.” |
understand by typing my name above it acts as an original signature under the 15 U.S.C. Section 7001 et seq

Remember.
This Employment Document will expire on 9/3/2021. You must accepydeciine your Employment Document before this date.

We look forward to a very successful school 2021-22 year.

Thank you

This is an automated email account, please do not reply to this email ;

2. Click on the link in Item #1 to Log into Employee Online. Employee Online is
also available as a link through Clever or the MyCPS intranet site.
https://cin-eo.businessplus.powerschool.com/ifas7/login/login.aspx

& Login Connect to bplus

Welcome to Employee Online!

User: | |

Passmrd:| |

Forgot Login

3. For Employee Online, your username is your CPS Employee ID. The format is
the letter “E” followed by a 5 digit number (ex. E99999). If you have not logged in
before, your password is your Social Security number (without dashes). You will
be prompted to change your password after your first login and you’ll need to
keep it safe and secure for future logins.
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If you do not know your password, use one of the following methods to reset it:

A. Click the “Forgot Login” link on the sign-in screen. In the next screen,
enter your CPS email address. A new password will be emailed to you.

Employee Online Login

Forgot Your Login?

In the event that vou have forgotten your Login or Password to this site vou can enter the
e-mail address below that you used to create the account and the system will e-mail the
login information to you,

E-Mail Address: |  @cpsboe k12.ch.us

CIEmail

¥} Back

T
=g
)
"J

.

B. Call the ITM Helpdesk at 363-0390. Follow the menu option for password
resets. Be sure to specify that you need your Employee Online password
reset.

4. Once you have logged into Employee Online, click on the Menu in the top left
corner.

HJ@ BusinessPlus Employee Online

-ﬂ | IMenu -

Homel

5. Choose the third option, Employee Contracts, then click on eContracts.
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Employee Online

¢ Employee Online

Electronic Contracts

Home

Benefits

Employes
Contracts

HR Information

Personal

Information

6. A list of your contracts will appear. You may have contracts from previous years
and positions in the list. You'll want to review any with a Status of Pending.

Employee Contracts (relp)

L

Type Fiscal Year Status
ADDENDA 2021-22 PENDING

7. Supplemental / Schedule E Contracts will have a type of ADDENDA. Click the
Type to open the contract screen. This screen is where you will accept or decline
the Contract.

Employee Contract (rew)

Fiscal Year 2021-22 Type: ADDENDA Status: PENDING
Document ID: 2196311 Created: 8/20/2021 Signed: PENDING

This Employee Contract is currently pending and needs to be reviewed and signed by the employee Then click on the accept or decline to complete the process. Failure to do so within the allotted time will result in the HR Department being
notified

View Contract

% Back #71 Arcept X1 Detling

8. Click View Contract to see the details. This will open as a pdf in a new tab or
window. Please review the document for accuracy, paying special attention to
the Location, Position and Title, Start and End Dates, and Amount.

9. Also, be sure to review all the terms and conditions of the contract.
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Board of Education of the City School District
Of the City of Cincinnati
Supplemental Limited Contract/ Appointment Sheet

CERTIFICATED X O& CviL SERNCE
An w entered i o between
Employes 1D Number Employee D Employee Name

Regular Position. N School: UNION CONTRACTUAL OBLIGATIONS

Hereaafter devignated a1 S8 Member, and the Board of Education of the City School District of the City of Cincinnati, Ohao,
hevewrafer dewgrated o the Bosrd, the wad SEaf1 Member hereby agrees to perform sdditonal sgned Sutues and rewporrubeld ey ot

School: Westarn Hills l_'-.\nur_\ HS Locator Code B 44|
s duters and revporibelters, being in sddtson to the Staff Member's regular duties. The Stafl member further agrees to

1 Absde by the polcees and procedures adopted by the Board
Perform the Guties GesCribed » admuniilr ative Manudls Of iretives appiaable to the
Position: I (ob Code: x>
(Please be 1pecifac with job tithe Oub Advisors muit be lnted with the sctusl Chub titie)
1 Perform the dutiey of powton
Beginning on: 0801 021 [And  Ending onc 10247021
4 Inthe event that the S50 Member i (ramlerred to another whool, thiy Agreement Lhall be terminated effective the date
of tramfer and (ompeniatson whall be payable only for wervices performed pror 10 the date of transler
5 Revewe o pro roted amount of pay for the seren e octually provided if the dutes of TN poiton ore Aot performed to

Mt wor
6 Il ger fromm the EMPLOYMENT CHECKLIST FOR COACHE'S form e nod proveded withen the tirme frame

specified in the form, the offer of 2 pasd coscheng powtson (Al Sports) shall be comudersd NULL AND vOiD

T Payrreent for thes (ontract Smount it CONMmgent Lpon, among other things, oblaming sll required permats, certif Cations,
and wtnfactony background check in accordance with Ohao Law

B Coachrs will only be cOMpeniated for work performed after the first official day of practice

9. This contract muit be sccompanied by an Extra Curricular Activity form for a8 Cluba

In contaderstion of the performance of the duties referned 10 in fem I abowe by the SLaM Member, the Board agrees 10 pary the Staf!
Member the Sumeod : §  Contract Amount

. Staff member entitied to the Longevity Bonwus (the Jpplcable staff have held the wime supplemental powtson for more than free

years|? CHECK ONE YES NO The walary amount linted sbowe [pending verifcaton of the Department
of Human Reources) maat include the 10% longevity borws
= Staft Members may share 3 powton on 3 50/50 Basis CHECK ONE Basis Prorated The acunt ksted must reflect the

sctual amount to be padd to each The staff member’s ugrature below denotes agreement wath job shanng

Pursuant 10 the proviuon of Section 31319 11, Ol Reviaed Code, the Stall Member is not herebry reemploye to perform thewe dutiet
for the ensuring school year. The document i the offscial notioe of the Board of Education’s action on the Superintendent s
recommendation that the SLaff Member not be employed

Sgned. Sgned

OPS Treaswrer - Sttt Member

Sample Contract
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10. When you have completed your review, close the tab. This will bring you back to
the Accept / Reject Screen. If you accept the contract, click | Accept. If you do
not agree with the conditions, or do not wish to continue as a coach or club
advisor, click | Decline.

Employee Contract - (Hep)

Fiscal Year: 2021-22 Type: ADDENDA Status: PENDING
Document ID: 2196311 Created: 8/20/2021 Signed: PENDING

This Employee Contract is currently pending and needs to be reviewed and signed by the employee Then click on the accept or decline to complete the process. Failure to do so within the allotied fime vl result in the HR Depariment being
noiified

View Contract

% Back #71 Accept ¥ | Decline

11. If you are declining a contract, you will be asked for a reason. If there is an error
in the data provided, please use this message box to explain. If you are
accepting, you do not need to add anything to the reason.

cin-eo.businessplus.powerschool.com says

You have clicked on the Decline Buttaon, Please enter a reason below
and confirm.

Reascn

12. After you have accepted or declined the contract, you are finished with this
process.

13. Your contract will proceed to be board approved and then will be automatically
scheduled for payment on the appropriate pay dates.

14.More information and details about the Schedule E process can be found on the
intranet at the Schedule E Resource Center:
https://sites.qgoogle.com/a/cpsboe.k12.o0h.us/athletics/schedule-e
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FAQs for Accessing and Approving your
Supplemental (Schedule E) Contract

1. Do | have a CPS email address and how do | access that?

Yes, all staff will have a CPS email address. If you are unaware of your account
information you can contact the Help Desk at 363-0390. Press 4 and the Help Desk will
help you obtain your email information and password. While you may not use your CPS
email, you probably should start since it is the primary way CPS communicates with
employees about things such as changes to procedures and policies, payroll
information, and upcoming expirations of background checks and licenses. Since it is
now Gmail, you can check it from almost any phone, tablet, or computer.

2. Do | have an Employee Online account and what is my Employee ID?

Similarly, we would encourage all employees, including coaches to become familiar with
the Employee Online portal. In addition to the contracts, you will be able to see your
pay stubs and W-2s. Also, it will allow you to keep your direct deposit and mailing
address information updated.

The instructions provided above will guide you through logging in with your employee
ID. If you are unaware of your Employee ID, you can reach out to Mary Hawkins at

hawkima@cps-k12.org or 363-9501.

3. What if there is an error on the contract that is issued to me or longevity is not
included?

First, we have changed how we are doing the salaries for the contracts to make
longevity easier. Each job has 6 steps now and when we roll every year, we'll also
increase the person's step by 1. We are working on improving the overall process for
Schedule E including this step, so we appreciate your patience as we look to provide
all of our staff with a more efficient process.

IF, you note an issue on your contract of any data - rate, location, title, etc, you should
click "l decline" and enter the reason in the pop-up box that appears next. Workflow will
send out a notice to HR reporting the contract has been declined and why. From there,
we will assess the error and work through the issue. When resolved, HR will regenerate
the contract with the updated data.

4. Other Questions?

If you have any other questions, please email Mary Hawkins at hawkima@cps-k12.org.
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