
Reviewer Timecard User Guide (Informed K12) 
 
Step 3: Reviewer 

The Reviewer is responsible for reviewing each timecard for accuracy and completeness before sending it to the 
Approver.  
 
Reviewers will receive an email notification with a link to the timecard and will also see a notification in their 
Informed K12 account.  
 

 

 

 

 

 

 

 

1. Review the Timecard 
Carefully review the timecard to ensure all information is accurate and complete, including: 

o Timesheet Type 
o Reference Number 
o Pay Period 
o Fiscal Year 
o Employee Information  

o Name 
o Employee ID 
o Pay Site/Department  
o Position  
o Description of Work Performed 

o Hours worked 

 

��� IMPORTANT: If the timecard was routed to you in error, do not deny 

the timecard. You can reroute the timecard to the correct Reviewer by 

selecting Admin Tools and choosing Change Approver. Select the 

appropriate Reviewer and submit the change.  

 

����Note: As a Reviewer, you will have access to certain fields to make corrections when needed. 



2. Sign and Forward to Approver 
Once you have reviewed the timecard: 

o Select Click to sign here to electronically sign the 
timecard. 

o Add Optional Notes if additional information is needed. 
o Click I have reviewed this form at the bottom of the form.  

 Send to next approver- Select this option 
when the timecard is accurate and ready for 
the Approver’s review. 

 Request Corrections- Select this option when the Initiator needs to make 
corrections to the timecard. 

 Deny- Select this option only when the timecard should be closed out and will not 
be processed. 
 
 
 
 
 
 
 

��� IMPORTANT: Only return a timecard to the Initiator when corrections are needed. Do not Deny unless 
the timecard should not be processed.  

 
Select the Approver 

The Approver options will automatically populate based on the Pay Site and Department selected on the 
timecard.  

��� EXCEPTION: Reviewer options will not automatically populate when Expanded Learning (ELP), 
Nutrition Services or Civic Center/Special Event is selected.  

o If the correct name is listed, select the appropriate Approver.  
o If the correct name is not listed, or you were instructed to select someone else, click Choose a 

Different Approver to search the full District list.  
o Select the appropriate Approver. 
o Click Send to Recipient. 

 

 

 

 

 

 

 

 



Request Corrections 

If corrections are needed, return the timecard to the Initiator: 

o Select the Recipient. 
o Select the Reason for Send Back. 
o Enter a Message for Recipient explaining the corrections needed. 
o Click Request Corrections. 

 

 

 

 

 
 

 

 

 

 


