How to Complete a Form in Frontline Central

Log in to your Frontline Central account using the username and password you have set up. If you do
not recall your username or password, use the links below the Sign In to reset. If you have never set up
your account, please contact Dena Horning (horningd@willmar.k12.mn.us) to gain your initial access.
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Once you are logged in to your Frontline Central account, click on My Forms.
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Click the Start This Form button that is associated with the form you are requesting.
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Review the form to determine if it is a “simple” form or one with a PDF Overlay by looking in the upper
right cover for the “PDF Overlay” box.
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If the form is a “simple form” with no PDF overlay, simply read the directions, fill in the associated
information, add any additional notes or comments, and click Submit Form.

If the form is a PDF Overlay, it is highly recommended that you click over to the PDF Overlay view so you
can view the entire form prior to completing the necessary information. Note that when you are in the
Web Form version of the form, you are only seeing the information you need to fill in or complete. To
see the full view of the form you must be in PDF Overlay view. For example:

Employment Eligibility Verification UscIs
Department of Homeland Security Gl
U.S. Citizenship and Immigration Services Expires 08/31/2019

> START HERE: Road instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION
document(s) an employee m:
an individual because the doc

scriminate against work-authorized individuals. Employers CANNOT specify which
h employment authornzation and identity. The refusal 1o hire or continue 1o employ
d has a future exprration date may also consttute flegal discrimination

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form 1-9 no later
than the first day of employment_but not before accepting a job offer)

Last Name (Family Name) First Name (Given Name) Middle initiasl | Other Last Names Used (# any)
Mickey
Name) | Apt. Number | City or Town State  |2IP Code

's E-mail Address

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

1 attest, under penalty of perjury, that | am (check one of the following boxes):

Signature of Employee Today's Date (mm/ddyyyy)

After viewing the form in PDF Overlay (if that is an option), click back over to Web Form, complete the
requested information, and click Submit Form.



Your form will automatically route to the necessary people for next steps. Once completed you will
receive an email regarding its completion and you can view your forms anytime in Frontline Central. To
view your forms, simply go back to My Forms and click Completed Forms.
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You may also view all of your forms in My Profile. Then click the tab at the top associated with the type
of form you are looking for. Most of them will be under Personnel Documents.
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@ 2020-2021 Assignment Notice  Web Form- 07/01/2020

For questions regarding Forms or Frontline Central, please contact Dena Horning
(horningd@willmar.k12.mn.us) or Jena Tollefson (tollefsonjl@willmar.k12.mn.us) in the HR Department.
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