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SchoolFront  
 

The Baldwinsville Central School District uses the SchoolFront software to submit digital forms (Process 
Forms), sign for Board of Education Letters / Salary Notices, and apply for internal job postings.   
 
Submit Process Forms 
 
Process Forms are the district’s digital forms.  The digital forms are generated, signed and automatically 
stored in your individual personnel folders. 
 
Process Forms \ Available Forms 
 
In the Available Forms grid, click on the link for the form you would like to submit.   
 

 
 
In the Initiate popup window, you will enter the relevant information for the form.  Required fields will have 
an asterisk next to them.   
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Complete the necessary fields.  You can use your tab key or mouse to advance through the form.  You 
will be typing in information or using the dropdown menus for option lists, radio buttons and calendars.  If 

you place your mouse over the information icon a field description will pop up.  Once completed, click 
on Generate Preview button. 
 

 
 
If a required field is missed, you will receive a message at the top of the Initiate form window, listing the 
required fields in red.  Once you have completed the required fields you will then be able to Generate 
Preview.     
 

 
 
An Approve Form popup window will open, once you have reviewed the information on the form you will 
use your mouse to sign in the red box.   
 

 
 
Then click on the Sign and Submit button at the bottom of the screen.   
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Sign for a Board of Education Letter / Salary Notice 
 
To access a BOE Letter or Salary Notice for your signature, you will click on the Process link from your 
SchoolFront Dashboard in the Items Requiring your Attention section.       
 

 
 
This link will take you to the Forms Pending My Approval Management grid.  Click on the magnifying 

glass  next to your name to open the form for review.   
 

 
 
In the bottom section of the grid, click on the Review link in the Details tab.   
 

 
 
The Review Form(s) window will open.  Once you have reviewed the BOE letter or Salary Notice you will 
need to select the radio button Approve at the bottom of the screen.  
 

 
 
Using the outermost scroll bar, scroll to the bottom of the form.  You will use your mouse to sign your 
name in the red box, then click on Save.   
 

 



4 
 

Apply for an Internal Job Posting 
 

To access an internal job posting from your SchoolFront Dashboard click on the View link in the Items 
Requiring your Attention section.       
 

 
 
The Available Internal Job Postings grid will open.  You will click on the Apply link next to the Job Title to 
view the posting.   
 

 
 
The Internal Job Posting Application screen will open.  Please read the Job Information.   
 

 
 
Scroll to the bottom of the screen and in the Required Files section you will need to upload your Cover 
Letter.  Click on the Browse button and locate the file on your computer.  Once you have uploaded the file 
you will then click on, Submit Application.   
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How to View a Completed Form 
 
You are able to view forms that you have approved.   
 
Process Forms \ Forms I Approved 
 
The Forms I Approved Management grid will open.  To view a form, click on the magnifying glass in front 
of the Process Form Name. 
 

 
 
In the bottton pane of the screen, the Details tab will open for that form.  Click on the View Form link to 
open the form. 
 

 
 
To print or save the form you can click on the PDF link.  The Opening Form_Download.pdf popup box will 
open.  You will select what you would like to do with the file.   
 

         
 
 


