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I. How to Submit a Form

The online Spring ISD Services Contract/Signature Routing form automates and streamlines the approval
process, these the general steps:

Form Submitted

Technology Approval

Assistant Sup Approval

Chief Approval

Grant/Title I/Fed Funding Approval
Procurement Approval

HR Background Check

Finance Approval

Legal Approves Contract

Chief of Staff Requests Signature
Superintendent Signs Contract
Signed Contract Filed into Laserfiche
Signed Contract is Emailed

End Event

O OO 0O O O 0O O OO0 O O 0 o0

Follow the instructions below in order to submit a new form.

1. Go to my.springisd.org, click on Employee
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3. Click on Laserfiche Forms Sign In

Spring ISD Financial Services

Welcome to the Financial Services internal website, here
you'll find out content available only to SISD employees.

Common Links

e-Finance

e-School

S

Laserfiche Forms Sign In

Or click go https://forms.springisd.org/forms/

4. Enter your Laserfiche username and password and click Sign In.
a. Your username is the same as your network username preceded by Springisd\
b. Your password is the same as your network password.

User name
=*  springisdijsmitn

Type a backslash \ (above the Enter key])
It is MOT a forward slash: /
Password

=% | esseveese same as your network password

Forgot password?
~ T

5. Click Start Process.

Laserfiche Forms Inbox  Start Process
Wiy Tasks  Team Tasks “""h
q,
Expears Taiks
Drafts L T Ttk -

Unassigned Tasis

Completed Taaky

6. Click on Start.

Laserfiche Forms™ Inbox  Start Process
. =
Process a Description
~
FIN-Services Contract/Signature Routing —_ m
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7. Select one of the two available options:
a. Spring ISD Services Contract
b. All Other Signature Routing.

Fill out the form in sequential order, some fields will appear or disappear according to our selections.
Fields marked with a red asterisk are required fields.

Services Contract/Signature Routing
Spring Independent School District. Accounts Payable Department

16717 Hla Bivd. = Houston, Texas 77090 = Tel. 281.891.6095

Type of Approval *
Spring ISD Services Contract
All Other Signature Routing

SERVICES CONTRACT REQUEST FORM (A1) -

General Information A

School/Department Reguesting the Service(s) or Product(s) *
215T CENTURY

General Description of Service(s) or Product(s) Requested
Warious after-school programs in association with Project

S.AFE (215t Century Community Leaming Center Grant.

Math Tutoring and STEAM.

District location(s) where services to be provided (If multiple locations, then list each location involved) *
The following {3) project S A F.E schools: Eickenroht ES,

Bammel ES, Hoyland ES, Salyers ES, Major ES, Ponderosa

ES, Wells MS, and Dekaney HS.

Date(s)/date range services to be provided

Cclober 2020 - June 2021

‘Vendor-Provider Information A
Email-Address Vendor/Company Name ®
info@mathamaticstutoring.com Math-A-Matics
Tutoring, LLC

Contact Name
Diawn Brown, Managing Member
Vendor Phone Number *
832-503-7245
Funding Information ~
Anticipated amount to be paid to Service Provider over full term of Contract *
S 49 875.00
Will the service(s) or product(s) be paid utilizing Title funds? *

Yes

No
Budget Unit ¥ Account Code ¥
& A

Type Nik IT net Applicalile Type i IT Not Applicabile

3
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Purchase of Technology A
Contract for Hardware/Software? *

Yes # No
Board Approval -

Yes
* No

Procurement Method “

Procurement method: *
One (1) Vendor Quote {Contracts valued under$10K)
Three (2) Vendor Quotes (Contracts valued between $10K & $50K)
Interlocal Agreement
Purchasing Cooperative Contract
District-Determined Professional Service
Contracts valued $50,000 and Over
Sole Source Purchase

Interlocal Agreement Comments

Interlocal Agreement Comments
Hams County Department of Education (HCDE Vendor #
62980211)

LOCAL GOV'T OFFICER CONFLICTS DISCLOSURE STATEMENT. FORM CIS (Pg A3-A4) A

UNK TO TEMPLATE (A3-A4) LOCAL GOVERNMENT OFFICER CONFUICTS DISCLOSURE STATEMENT (FORM CIS)

Does a Conflict of Interest Requiring Disdlosure Exist? *
Yes

Ve Upload the document to be signed

SERVICES CONTRACT (B1-B9 SIGNATURE DOCUMENT UPLOAD

Reference Document (Orig) * Reference Document (1st Rev)

| Upload | | Upload |
Reference Document (2nd Rev) Reference Document (3rd Rev)

| Upload | | Upload |
Provider Information (C1)
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Provider Information (C1)
Math&Matics (Services Confract Packet Section ©1).pdf 245.04KB

INDEPENDENT CONTRACTOR S5TATUS QUESTIONNAIRE ~

Will the provider be rendering services as an independent contractor (self-employed or single person
entities ]*

Yes

Mo

Upload Independent Contractor Questionnaire (C7)
MathAMatics (Services Contract Packet Section C7).pdf 249 63KB

Will the Service Provider be rendering services beyond one (1) school day ("continuing duties™)?
Yes
Mo

Will the Service Provider be in the presence of a district staff member at all times?
Yes
Mo

Upload Section C (Provider Documents)
MathaMatics (Services Confract Packet Section C).pdf 1.82ME

FINGERPRINT DETERMINATION -

Criminal history review requirements; Per Texas Education Code, Chapter 22, Spring 15D is required to
review the criminal histories of a contractor who has, or will have, continuing duties related to a services
agreement with the District AND direct contact with students. Spring IS0 considers “continuing dufies” o
result from services spanning more than one (1) school day and “direct contact” to result from any activity
that may provide substantial opportunity for verbal or physical interaction with students and that is
not supervised by a professional district employee at ALL times (2.g. unsupervised coaching, tutoring,
or other unsupervised services).

Will the Service Provider have an opportunity to be in direct contact with students, as defined above? *
Yes
Mo

Rev. April 27, 2020
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8. Enter your employee ID and press the tab key, the rest of the information auto-populates. Click Accept
and then Submit.

SUBMITTER (Acceptance & Digital Signature)

o By applying my electronic signature to this form, | affirm that | am authorized to provide the information requested on
this form, and to the best of my knowledge, the information | have provided is accurate, correct and complete.

Date Emp ID ¥ First Name Last Name School/Dept Title \Accept*
Date auto-populaie [0} Accept
captured on

form

submission

Save as Draft

The first approver will receive an email notification requiring any of the following actions:

Approval: The form is routed to the next approver
Needs Correction: The forms is sent back to the submitter (an email notification is sent)
Rejection: The form is terminated and the submitter will receive a notification

(the same form cannot be re-submitted)

OR

9. If you need to continue filling some information later, click Save as Draft.

SUBMITTER (Acceptance & Digital Signature)

o By applying my electronic signature to this form, | affirm that | am authorized to provide the information requested on
this form, and to the best of my knowledge, the information | have provided is accurate, correct and complete.

Date Emp 1D * First Name Last Name School/Dept  Title Accept ¥
Date =| & Accept
captured on

form

submission

+—— Continue at a later time
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9.1 Click Save. You will receive an email with the link to the draft. Click that link to access the form again.

Save Draft X

Verify your email below. A link to your draft will be emailed to you and will also
be available in the Drafts section of your Forms inbox.

Draft name

FIN-Services Contract/Signature Routing

Email

{@springisd.org

B - |
Cancel

Thank you!

Your draft has been saved. Retumn fo your draft.

If you do not receive a link to the draft in an email, check your spam or junk folder.

9.2  When you are ready to continue filling the form out, open the email from ‘documents’

» documents Your draft has been saved. - Your draft has been saved. Click here to complete your form

9.3 Click on the link.

Your draft has been saved. » Inbox x

documents{@springisd.org
to GERARDOR =

Your draft has been saved.

Click here to complete your form /

Rev. April 27, 2020
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1. How to Correct a Form

When an approver sends a form back for correction, you will receive an email notification.

1. Open the form by clicking the link in the email.

-SUBMITTER - 156473 © Inbox x

to GERARDOR ~

Click here to view the submission in a Web browser. After reviewing it, you can make your approval decision.
Date:4/17/2020

[School-Dept: PROCUREMENT

[Vendor Name:TEST NEEDS CORRECTION -SUBMITTER
Instance 1D:156473

Click
Click here to open this task in Forms /

B8 services Contract_... '

Jdocuments@springisd.org & Fri, Apr 17, 3:55 PM (10 days ago)

[Task reassigned ACTION REQUIRED: Contract Approval PROCUREMENT TEST NEEDS CORRECTION

w

Or open the form from your Laserfiche Inbox

Laserfiche Forms Inbox| StartProcess Reports Design Manage Monitor

My Tasks | Team Tasks

Open Tasks
Drafts 5] Task - T Instance
Unassigned Tasks ~ Submitter Needs Correction (1) Click
Completed Tasks
’ (5] Submitter Needs Correction 4= FIN-Services Contract/Signature Routing -TEST, CAMPUS/DEPT: CLARK PRIMARY, VENDOR: Southwest, Instance ID 158011

2. Read the comment and take care of the indicated correction.

Senms(:onmlﬁgnatun Routing v Surmary
Spring Independent School District. Accounts Payable Department 5 .
717 £ B it o 7000 = T, ALIAL 5008

Action History

v/ GERARDO ROCHIN completed task

Procurement Approva

Type of Approval *

re Routing Please upload Fir

SERVICES CONTRACT REQUEST FORM (A1) ~ Veriiication form

t Approva v/ Needs/Completed Correction

rerpr

General Information -

School/Department Requesting the Service(s) or Product(s)

CLARK PRIMARY v
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3. Re-submit the form by clicking on Updated Correction.

SUBMITTER (Acceptance & Digital Signature)

o By applying my electronic signature to this form, | affirm that | am authorized to provide the information requested on
this form, and to the best of my knowledge, the information | have provided is accurate, correct and complete.

Date Emp ID First Name Last Name School/Dept Title Accept
41212020 2688 | [GERARDO | [ROCHIN | |PROCUREMEI| |MANAGER-RE| ® Accept

N Click
Comments Enter vour employee

|'ve uploaded the Fingerprint Verification. |

Click
Updated Correction

4. The form will be immediately routed to the approver that required the correction.

Rev. April 27, 2020
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lll. How to Check the Approval Status

1. Click on Completed Tasks

Laserfiche Forms Inbox  Start Process

My Tasks Team Tasks

Q southwest g== Type the vendor name (or any other keyword)
Open Tasks
Drafts Instance

G
Unassigned Tasks Ak - Today (4/27/2020)(5)

Completed Tasks

FiN-Services Contract/Signature Routing -TEST, CAMPUS/DEPT: CLARK PRIMARY, VENDOR: Southwest, Instance 1D 158011

Click

Submitter Needs Correction

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

Services Contract/Signature Routing
Spring Independent School District. Accounts Payable Department

16717 Ella Bivd. = Houston, Texas 77090 = Tel. 281.891.6095

Type of Approval *
Contract Approval

* Signature Routing

SERVICES CONTRACT REQUEST FORM (A1)

General Information

School/ Department Requesting the Service(s) or Product(s)
CLARK PRIMARY

General Description of Service(s) or Product(s) Requested

Date(s)/date range services to be provided

Vendor-Provider Information

vendor Name ¥ Vendor Phone Number
Southwest

*
Submitter Needs Correction
FIN-Services Contract/Signature Routing -TEST, CAMPUS/D.

Summary  Action History 4= Click

District location(s) where services to be provided (If multiple locations, then list each location involved)

AI27720209:08PM
GERARDO ROCHIN is in process with task |
Procurement Approval

ren

4/27/2020 9:04 PM
»/ GERARDO ROCHIN completed task L
Submitter Needs Correction

+ Updated Correction

I've uploaded the Fingerprine
Verification.

42712020 8:48 PM
" GERARDO ROCHIN completed task v
Procurement Approval
+/ Needs/Completed Correction
Please upload the Fingerprint
Verification farm.
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