
Submitting a New Form 

    

To submit a new form, click Submit New Form in the bottom left.  This will open a wizard 
that will walk you through the process. 

 

 

 

   

Start by selecting a form category in the list.  The category text will turn orange and the forms 
in that category will appear.  

     

 

     

You will then need to choose a form from the list.  Simply click on the desired form, and it will 
appear for you to begin filling it out.    



   

  

   

The editing interface will appear and allow you to complete the selected form.  The top toolbar 
has several options to manage this form.  Clicking Save Draft for Later will save all of the 
content in your form but will not submit it to be processed.  Submit Form will save the form 
and start the form's workflow.  Delete Form does just that, but you will have to confirm your 
selection.  Email will enable you to email the form to another user within your school or 
district's School Objects database. You can also check the spelling in your form by clicking on 
Spell Check. 

  



 
 

Once a form has been submitted, you will be able to see the workflow for that form by clicking 
on the Workflow icon in the upper right.  The workflow History and Remaining steps will 
change as the workflow progresses from approver to approver.   

    

On the top toolbar you can Recall Form at any time, as long as the workflow has NOT been 
completed.  Recalling a form will pull the form out of the workflow, allow you to make changes, 
and then resubmit the form again.  You also have the ability to Print Form and Email the form 
to another user within your school or district's School Objects database.  To the left of the 
Workflow icon, a yellow sticky note with a green plus sign appears.  This icon allows you 
to add a comment to the form without modifying the form itself.  Approvers and recipients 
within the workflow will be able to view all comments added by anyone involved in the 
workflow. 

 


