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The following step-by-step directions will allow you to access, save and print a student’s completed 

Handbook Acknowledgment Form. 

 

Accessing a Student Acknowledgment Form 

 

To access an individual student’s completed Student Acknowledgment Form: 

1. Search for the student who you want to view/print the signed acknowledgment form. 

2. From the search results, click on the student’s name. 

3. From the right-hand side of the screen under Related Tools, click on Forms. 

 

 

 

 

 

 

 

 

 

 

 

To view a Student Acknowledgment Form:  

1. Click on the Student Handbook Acknowledgment to view the form. 

a. A completed/signed form will have a green status of Locked and Signed. 

b. An unsigned form will have a red status of # Days Pending Esign. 

 

 

 

 

 

 

2. From the Custom Form – Student Handbook window, click Print at the bottom of the page. 

3. From the new window that appears, you can Print       or Save       the completed 

acknowledgment form. 
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