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I. How to Approve a Form 

 

   The online Spring ISD Services Contract/Signature Routing form automates and streamlines the approval 

process. Upon form submission, the approvers will receive an email notification with a link to the form. 

Approval order: 

o Form Submitted 
o Technology Approval 
o Assistant Sup Approval 
o Chief Approval 
o Grant/Title I/Fed Funding Approval 
o Procurement Approval 
o HR Background Check 
o Finance Approval 
o Legal Approves Contract 
o Chief of Staff Requests Signature 
o Superintendent Signs Contract 
o Signed Contract Filed into Laserfiche 
o Signed Contract is Emailed 
o End Event 

School or department secretaries typically initiate the process by submitting the form (see 

https://drive.google.com/file/d/13sLxbwF6QuP6yRgD9w3Nlp_ySc5kxwr8/view?usp=sharing). The first 

approver will receive and email notification by the account ‘documents’ 

 

1. Open the form by clicking on the link in the email. 
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Or you can also directly go to https://forms.springisd.org/forms/ 

Or go to my.springisd.org > Employee menu (bottom) > Financial Services (icon with the dollar sign) 

2. Go to my.springisd.org, click on Employee  

 

 

 

 

 

 

3. Click the Financial Services icon 

 

 

 

 

4. Click on Laserfiche Forms Sign In 

 

 

 

 

 

5. Enter your Laserfiche username and password and click Sign In.  

➢ Your username is the same as your network username preceded by Springisd\ 

➢ Your password is the same as your network password. 

The Sign In button needs to be green. If it is grey, press the tab key.  

 

 

 

 

 

https://forms.springisd.org/forms/
my.springisd.org
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6. Your Laserfiche Inbox lists the forms that need your approval. Click the blue link in order to open the form. 

 

 

 

 

7. Review the information, scroll down until you see the Signature Document Upload section (Pg. 4) 
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8. Download the Signature Routing PDF document by clicking on the link. 
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Note: The information in the form will depend on the selections chosen during the submission. 

9. Principals or department heads ONLY: 

The Conflict of Interest section requires an answer to the question shown below. 

 

 

 

 

 

 

 

 

 

 

 

10. Scroll down to the Authorization section, enter your employee ID and press the tab key (the rest of the 

information auto-populates) then click the Accept button. You have two options: 

a. Needs Correction: sends the form back to the originator (except for Legal and Finance which 

sends it back to Procurement). Indicate what correction is needed in the Comments box. 

b. Approve: sends the form to the next approver 

 

 

 

 

 

 

 

 

11. The form will be immediately routed to the next approver and an email notification will be sent. 
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II. How to Correct a Form 

 

  As an approver, you can send a form back for correction to the submitter or to a prior approver, follow 

these steps: 

1.  On the approval section: 

a. click the Needs Correction button 

b. select the person you want to send the correction to from the drop-down list 

c. indicate the needed correction 

d. click the Needs/Completed Correction (this button servers a dual purpose) 

2. The person you sent the correction to will receive an email notification. 

3. You will receive an email notification immediately after the correction is complete. 

 

 

 

 

 

 

 

4. If no more corrections are necessary, click on No Correction and then on Approve. 
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III. How to Check the Approval Status 
 

1. Click on Completed Tasks. 

 

 

 

 

 

 

2. Click on Action History, all the tasks appear in chronological order since the submission. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


