InformedK12 Instructions Guide

Searching for Documents (Account-Holders)

All forms submitted on InformedK12 are securely saved on a cloud server indefinitely. You may view any pending or
completed forms (that you have access to) within the Search page. Viewing access is determined by forms routed to you
for review/approval as well as any submissions in which the department selected on the form matches your department
access. For example, if the department on any given form is selected as “Financial Aid,” any account-holder with access
to view Financial Aid submissions will see that form when searching, even if it wasn’t routed to them.

Broad Search

It is best to start with a broad search unless you know specifically which form you need to look through. The Broad
Search looks across all forms available to you based on the keyword you enter, but may yield a long list of entries and
does not allow for multiple search criteria.

1. Inthe top-right corner of the page, select the Magnifying Glass to open the search field, then type your keyword
and press Enter.
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2. Alist of all form submissions that contain that keyword will be displayed. If your keyword is common, you may
see many submissions. If you need to use multiple keywords/criteria to search, or if you just want to filter out
forms you know you don’t need, your best option is to search within a specific form instead of a Broad Search.

Searching by Form

Use this option if you know which form you need to look through, or if you need to enter multiple keywords and criteria
for your search.

1. Select Manage on the upper banner of the page.
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2. Select the folder for the form you wish to search through. Some older form folders may be Archived and will not

be displayed, but may be found under the Archived Forms link. If you previously set up a Form Collection
folder, the form folder you need may be housed under a collection folder instead.
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3. The form submissions you see will first depend on the category you have selected on the left-hand side. Please
be mindful of navigating to the correct category first before entering your search criteria.
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4. Type your search criteria in the search field. You may search by the name of the person the document is waiting
on, the name of the initiator, or any of the field categories listed under the search box.
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