Informed K12 Initiator Guide Study Trip Form W

Hayward Unified is launching a paperless Study Trip form! To fill out forms online using Informed K12, all you need is a link. Once
you fill out the electronic form, you will be prompted to send it on to the next approver, and from there it will automatically move
through the approval route. You do not need an account to fill out forms. Informed K12 accounts are reserved for school site
secretaries and department staff who readily track forms.

How do [ fill out and submit a form for approval?

1. Click on the form link and fill out your Name and Email to get started, and click “Go to form.”
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2. You will then see the electronic form, the same PDF you've used on paper, now with electronic fields. You are
REQUIRED to fill out the red fields, and the yellow fields are optional. Please note there are three pages
you are responsible to complete (Request page, Background Information to Support the Use of Funds, and
Health Checklist). *Health Checklist form requires action outside of completing online Study Trip form*
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3. Once you've added all necessary data, click the big red “Submit Form” button, and you will be able to select
who to send the form to next from the recipient drop down in the window that pops up. For this form, you will
be sending it to the appropriate school site office managers. Click “Send to this recipient” and you’re done!
IMPORTANT! Please note, if you are a school site secretary, you will be receiving this form as an
approver on step 2. Please see step 4 for further directions.
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4. Step 4 only applies to school site secretaries receiving this form on step 2 of the approval route: School site
secretaries will be receiving the study trip form on step 2 of the approval route from the initiator of the form. There are
two ways you can access the study trip forms once they have been sent to you on step 2:

Email: You will receive an email from InformedK12 notifying you that there is a Study Trip form waiting on your approval.
Open the email and “click on view form” to access the form.

InformedK12 Account: If you have an InformedK12 account, you can access the form by clicking on the envelope on the top
right-hand corner of your home screen. You will see a red number on the envelope notifying you there is a Study Trip
form on step 2 awaiting your action. Click on the envelope, and you will see the submission you initiated under “Study Trip”.
Click into the submission to access the form.
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What am | completing on step 2? On the second step, you are responsible to review the information inputted by the initiator
and to route the form to the correct principal/administrator. Once you have received the form from the initiator, you will scroll to
the bottom of the page and select the red button that reads “I have reviewed this form”. Once selected, it will give you the
option to select the appropriate site principal/administrator. Click “send to this recipient” and you are done! If you notice any
information with the form is incorrect, you have the ability to send back for corrections. To do so, select “I have reviewed
the form” and select “send back for corrections”. Here you will have the option to send back to a previous step and can
specify what needs to be fixed.
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IMPORTANT!!!! You will receive a link to your email with a copy of your form once you submit it. To see the
progress of your form as it moves through the district, refer back to it (just like a UPS package). No worries if it gets
lost though, you will also receive an email when the form has finished going through the approval route and is
completed!

Questions? Check out our help center or email Support@informedk12.com or call 929-322-4255!
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