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Cognito Forms



2

• The District processed approximately 20k stipends during FY22 using 
Cognito.

• Principal & Financial secretaries prepare & submit forms more than any 
other employee group.

• Consequently, Principals & ILDs approve more forms consistently than any 
other group.

• We expect to see more forms of all kinds this year.

Why are we discussing Cognito today?
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Who should I contact?

Form Issues –

My form isn’t working or what form should I use?
• Barbara Banks blbanks1@okcps.org (all forms)
• Roni Colbert rmcolbert@okcps.org (SAF)

I can’t find my school or wage type information.
• Barbara Banks blbanks1@okcps.org
• Roni Colbert rmcolbert@okcps.org School 

Information
• Sam Garcia sgarcia@okcps.org Wage Type 

Information

Has a stipend processed through Payroll?
• Sam Garcia sgarcia@okcps.org

Content Questions by Form –

Professional Membership – dbherzer@okcps.org
SAF Reporting – activityfunds@okcps.org

Stipends
• Athletics – dlcreger@okcps.org
• Federal Programs – Click here for a list of contacts
• Federal ESSER – blbanks1@okcps.org
• Federal Specialty - blbanks1@okcps.org
• Mobile Phone – compensation@okcps.org
• Night School – sdwilliams2@okcps.org
• Non Federal as listed in the CBA – compensation@okcps.org
• Visual Performing Arts – crmueller@okcps.org

Time and Effort
• ESSER – sbowman1@okcps.org
• Federal Programs – rwall@okcps.org
• IDEA – kdavis2@okcps.org

mailto:blbanks1@okcps.org
mailto:rmcolbert@okcps.org
mailto:blbanks1@okcps.org
mailto:rmcolbert@okcps.org
mailto:sgarcia@okcps.org
mailto:sgarcia@okcps.org
mailto:dbherzer@okcps.org
mailto:activityfunds@okcps.org
mailto:dlcreger@okcps.org
https://www.okcps.org/cms/lib/OK01913268/Centricity/Domain/108/Stipends/Federal%20Programs%20Dept%20school%20assignments--revised%207.22.pdf
mailto:blbanks1@okcps.org
mailto:blbanks1@okcps.org
mailto:compensation@okcps.org
mailto:payroll@okcps.org
mailto:sdwilliams2@okcps.org
mailto:compensation@okcps.org
mailto:crmueller@okcps.org
mailto:sbowman1@okcps.org
mailto:rwall@okcps.org
mailto:kdavis2@okcps.org
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What is Cognito used for?

Stipends
• Athletics - as listed in the CBA *NEW FY23*
• Extracurricular Activities - as listed in the CBA 
• Federal ESSER 
• Federal Programs
• Federal Specialty Funds *NEW FY23*
• Mobile Phone 
• Night School
• Visual Performing Arts - as listed in the CBA *NEW FY23*

Processed by Fund Manager
• SAF Reporting *NEW FY23*
• Time & Effort - ESSER
• Time & Effort - Federal Programs
• Time & Effort - IDEA

District Forms
• Professional Membership Reimbursement
• Telework Agreement / Safety Checklist

**Coming: (Pending final review / routing updates)
• Expense Reimbursement
• Mileage Claims 
• Professional Development Leave & Travel
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When should you expect to receive forms for approval?

**Updates/revisions/additions to the forms are conducted the first 2 weeks of July. Forms cannot be submitted during that time. **

Busy Months July Aug Sept …. May June

Athletic Stipends*   All year  

Extracurricular Activities Stipends*  

Federal Programs Stipends   All year  

Professional Membership 
Reimbursements  

SAF Reporting   All year  

Time & Effort Reporting   All year  

Visual Performing Arts Stipends*  

*Revisions to staff receiving stipends are submitted throughout the year. 
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Where can I find links to the forms and more information?

 Visit the Stipend Links & Resources Page @ 
https://www.okcps.org/Page/7117

 Visit the School Accounting Page @ 
https://www.okcps.org/Page/298

Go to:  Departments > Finance> 

https://www.okcps.org/Page/7117
https://www.okcps.org/Page/298
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How do I successfully approve & forward a form?

All forms are similar in the way we prepare, approve and finalize; however elements below are 
presented slightly different in the SAF forms. 

After the approval signature & approval date fields are complete, begin the Ready – Set – Go process.

**Ready – Set – Go **

2) Set –Tell Cognito where the form goes next. Click the down arrow to reveal the 
name and address of the next approver.

3) GO – Scroll to the bottom left 
corner and click the button below. 

1) Ready – Slide the toggle to the Yes position 
indicating you are ready to send.



The Stipend Cutoff Date refers to the date 
the stipend is ‘Fully Approved’, not the 
date submitted.

Cognito sends a final report to the ‘Preparer’ when 
forms are Fully Approved and provides a Processed
date in the upper left corner of your form.  The 
processed date should meet the Stipend Cutoff Date in 
order for the stipend to be paid on the corresponding 
Paycheck Date.
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Additional Resources

Having trouble locating forms emailed from Cognito? 

Try setting up incoming email filters directing all emails from Cognito to a pre-determined folder/label. No more 
combing through your inbox to find pending forms. If you need help setting this up, please visit our stipend page: 
https://www.okcps.org/Page/7117

Out in the field and need to approve a form?

Cognito offers a flexible on-line form that shrinks to the device display. Form approval can be completed 
anywhere your mobile device has Wi-Fi connection and access to email. Simply open the email and process as 
usual. 

I don’t know who should approve or what codes I should use.

Cognito is equipped to offer all of the information needed to complete a submission. 

Reassignment of Stipends: How do I stop a staff member from receiving a stipend and add a new staff member?

The forms are equipped with a drop down asking ‘Will any of the stipends below replace a stipend at *?’ By 
answering yes, Cognito will offer a table to remove the current staff member; allowing the incoming staff 
member to be added to the Staff Data table. If the new team member has not been identified, a form can be 
submitted at a later date with the new staff member’s information.

https://www.okcps.org/Page/7117


Barbara Banks 587-0184
blbanks1@okcps.org

Questions:
1) Why are we discussing Cognito?
2) Who to contact?
3) What is processed through Cognito?
4) When will I receive the forms?
5) Where can I get additional information?
6) How do I successfully submit a form?
7) Other

mailto:blbanks1@okcps.org

