
BambooHR- How to fill out forms 

 

Step 1: Login to BambooHR. ( Sccsda.bamboohr.com ) 

Step 2: Click on the Files tab 

 

Step 3: Click on the folder that you need: 

 

 

 



Step 4: Find the form that you need. Place your cursor on the form link and to the right you will see three 
buttons. Click on “REQUEST SIGNATURE”. See the picture the below. 

 

 

Step 5: Type your full name in the search box and click on your name when it shows up. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 6: If done correctly, your name will appear in the search box with an “x” next to it. Click on Send 
Request after you confirm your name is selected.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: You will receive notice in both your Email account/client and in your BambooHR inbox. If you are 
in your email account, click on Review and sign. 

 

 

 

 

 

 

 

 

 

 

 



Step 8: If you are in BambooHR, refresh the page and click on the Inbox icon. 

Step 9: Once you are in the BambooHR inbox, find the form you requested and click on Review & Sign 

Step 10: Fill in all of the required text boxes/fields and when you are done click on Confirm Signature. On 
the bottom left of the page. Please note that you will not be able to click on Confirm Signature until all of 
the fields are completed.  


