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:

Conference Clerk

[ Forms (0)

EAFs and PPC Forms

Education - Academy

B (0)

Education - ECEC (0)

Education -
Elementary (0)

Executive Vice
President Forms (6)

HR Forms (4)

Meal Break Forms (7)

Newhire Packet (11)




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.

Travel Request Forms Sortby | Name:A-Z

Select All Files (7)

D Step By Step Instructional Guide- Please Read First
[2) Added 08/13 L )

3/2025 by Admin, HR (330KB)

Travel Request Form and Instructions - Asian Pacific Region
[8] Added 11/11/2025 by Admin, HR (0B

Request Signature

ravel Request Form and Instructions - GLAR Region

[ Added1 2025 by Admin, HR (514KB

ravel Request Form and Instructions - Hispanic Region

ravel Request Form and Instructions - LA Metro Region

1) Added 11/ ¥ Adm

Travel Request Form and Instructions - SCC Office Region @

ravel Request Form and Instructions - West Region

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

Send Signature Request

Send a signature request to:

O Only some people

Andrei_Toma

Message to Signers

Please take a moment to sign this document.

. When completed, the signed document will be saved to the
"Signed Documents” folder on the employee's profile.

Cancel Send Request



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.

Send Signature Request

Send a signature request to:

O Only some people

All employees (47)

Andrei Toma X

Each document will also require signatures from:
Daniel Chan Kathleen Diaz Romero HR Admin

Robin Smith

Message to Signers

Please take a moment to sign this document.

. When completed, the signed document will be saved to the
"Signed Documents” folder on the employee's profile.

Cancel Send Request

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.

Signature Request

Hi Andrei,

Andrel Toma has requested that you sign the following document:

PPC form_New Hire_4-3-25 pdf

"Please take a moment to sign this document.”

Review & Sign




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

= Inbox

Signatures (1)

41 Sent Requests

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

Requests

® Assignedto Me w
, PPCform_New Hire_4-3-25.pdf - Requested by Andrei Toma Apr 7, 2025 . .
|2, ' ' Review & Sign
D Inbox (1) Please take a moment to sign this document.
nbox

Step 10: Fillin 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.

PPC form_New Hire_4-3-25.pdf

12 more required items to complete @© Preview Document Fill

New to Conference
Name Hext Field Effective Date of Change mm/dd/y){(l‘yxl

Phone Text Field 5

Current Address 1ext Field 4

: - STATE :
Assigned Church TextField S Position

CREDENTIALS:

“bambooHr

Save & Finish Later agree to electronically signing the document according to section 16 of the Terms of Service.



