Service Request Forms

To print the Service Request Form, select the “SRF” icon at the right hand side of the
screen. If you do not have a shortcut, from the top toolbar select “Reports”, “BOCES
Service Contracts”, “Service Request Forms”.
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After clicking on the Service Request Form the following report selection screen will

appear.
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The blue options button has some pre-defined reports that you can choose from. You can
also modify the report options yourself if you choose.

Printing the “Shared: Final Request” from the blue options button will give you a listing
of all service codes you have access to for the district(s) selected. You will note that the

Services Presented box has the “Master of all Billable Services” marked.

Note: The default report only gives you components. If you wish to have non-
components and other BOCES, you will need to check the boxes “Non-Components” and

“Districts/Other BOCES”.
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Hit the print preview icon to view the report.
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Select close to exit the print preview screen and then hit cancel. To print the report,
select the printer icon.



The “Shared: Final Req Curr Contr” report from the blue options button will give you a
listing of only the service codes that a district has requested for the new year. You will
note that the Services Presented box has the “Currently Contracted Services in 2005-06”
marked.

Note: The default report only gives you components. If you wish to have non-
components and other BOCES, you will need to check the boxes “Non-Components” and
“Districts/Other BOCES”.
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Hit the print preview icon to view the report.
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Fiscal Year: 2005-06

School District: Baldwinsville CSD
School BEDSCode: 420901
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Select close to exit the print preview screen and then hit cancel. To print the report,
select the printer icon.
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