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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: 

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 

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

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

 

 

 

 

 

 

 

2. Click the Financial Services icon 

 

 

  

my.springisd.org
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3. Click on 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. 

 

 

 

 

 

 

 

5. Click Start Process.  

 

 

 

 

 

6. Click on Start.  

 

 

 

https://forms.springisd.org/forms/
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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. 
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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. 

 

 

 

 

 

 

 

 

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. 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

9.3  Click on the link. 
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II. 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.  

 

 

 

 

 

 

 

 

 

 

Or open the form from your Laserfiche Inbox 

 

 

 

 

2. Read the comment and take care of the indicated correction. 
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3. Re-submit the form by clicking on Updated Correction. 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

  



How to Submit a Spring ISD Services 
Contract/Signature Routing Form  

10 
Rev. April 27, 2020 

 
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. 

 


