
 

**PLEASE USE INTERNET EXPLORER  FOR THIS PROCESS** 
 
 

DO NOT USE CHROME 
 

STEP 1: Log on to OneSource 
 
Click on the link below to sign into OneSource: https://onesource.houstonisd.org/irj/portal 
 

 
 
 
STEP 2: Enter the last 6 digits of your SSN to complete the User Authentication step. 
 

 
 
 
 
 
 
 
 
 
 
 

https://onesource.houstonisd.org/irj/portal


 
STEP 3: Find the link to your contract 
 
Go to the Employee Self-Service tab. 
 

 
 
Under the Contracts and Forms section, click on the Contract link. Your contract may be different from the 
example below. 

 
 

 
STEP 4: Bring up the Contract form and review 
 
The contract is 2 pages with the response options on the bottom of the 2nd page. 
 
Click on the printer icon from the pop-up menu or toolbar if you want to print the contract for your records.   
 

You can only print your contract before you send your response. 
 

 



 

STEP 5: Accept the contract 
 
To accept the contract, click on the applicable box. 
 

 
 
STEP 6: Send your response 
 
To complete the process, click on the Check icon on the upper left hand corner of the contract form. This 
will ensure there are no errors. After the form has been checked for errors, click Send to submit your 
contract. 

 


