
Electronic Timesheet
Initiator

Tutorial



On the District’s 
page, choose 
“Quick Links”

Find “Electronic Timesheet” on 
the left sidebar or on the Quick 
Links drop down menu 
Or click on the link below
Electronic Timesheet

https://app.informedk12.com/link_campaigns/pay-108-timesheet-electronic-form?token=9bfozcuPLtSJ4cHivbUxbarW


Input name and district email

firstname.lastname@arusd.org 

Name you have on paycheck

Type your 
full name as it 

appears on 
your 

Check Stub

Type your 
ARUSD 

email

Click here to 
start form

Have your 
Employee ID

number 
ready



RED boxes are required fields
Boxes labeled as                      have drop down menus

IMPORTANT: Select the field option that best describes your 
Employee Type, Work Type, Service Period & Job Location

You may save form in progress 

Your Job Location is your 
Home School Site

or
Home Department

The 
Timesheet 
auto sums 

Hours/Days 
and 

subtracts 
your Lunch 

Mins.

Your 6 Digit
Employee ID #

Services Provided description 
MUST be clear and specific to 

scope of work performed

Enter Start time am or pm
Enter Lunch Mins, if you took Lunch

Enter End Time am or pm



Next complete the Employee Statement 

Verify your 
Total Hrs./Days Worked



When you 
Click to sign here, this 

window pops up.  

Type your name, as this 
will be your signature 



After completing Employee 
Statement click Submit form

Select the School Site or Dept 
that APPROVED the scope of work 

performed on the 
Services Provided

description field



Select the School Site or Department Administrative 
Assistant. The email address will be displayed

Verify that you are sending it to the correct Admin. Asst.

If NO Administrative Assistant in your Department - Select 
the Supervisor. The email address will be displayed

Verity that you are sending it to the correct Supervisor

From the Select recipient drop down menu



You can see your form, save it, and/or print it

Watch your email for UPDATES. If you need to make any corrections to your timesheet, you 
will receive an email notification that the timesheet has been “returned” to you. 

Lastly, when your timesheet is fully approved, you will receive a notification that states 
“FORM COMPLETE”. This is a good time to print a copy for your records. 



Administrative Asst.

Initiator
(Employee)

Supervisor

Accountant

Payroll

Director
(SpEd or State & Federal)

*optional

*optional

PAY 108 Timesheet


