
District Forms on the Intranet – Accessing, Filling Out and Saving 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have 
logged in to 
the Intranet, 
click on the 
link for 
DISTRICT 
FORMS. 

 
 
 
 
 
 
 
 
 
 
 
 

Many of the newer forms are not on 
the list, but can be accessed from the 
drop-down menu. These include the 
Request for Absence and Field Trip 
forms.  
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Choose the form you need 
from the drop-down list and 
click GO. 
 
Then when this FILE 
DOWNLOAD window 
appears, click OPEN. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The form will open up.   
Click in the grey boxes to fill 
in the form, then you will 
need to save the form to 
your Personal Directory (P 
drive). 
 
First, click on FILE to SAVE 
AS. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pull down the arrow to 
choose a location to save it 
to.  You want to choose the 
one that has your first 
initial and last name and 
also states your school 
name. 
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Once you see your personal 
directory (P drive), you can give 
the file a different name if you 
wish, then click SAVE. 
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