LoLA Access Instructions for New Employees
(Exception Time Only)

Go to the LCTCS homepage at www.|ctcs.edu
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Enter the LoLA portal by clicking on the LoLA icon in the purple box on the upper
right corner of the home page.
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LoLA {Log On Louisiana) is a powerful new online tool that will allow you to completely manage

User Name your college career. LoLA will be your 24/7, one stop resource for the upcoming semester. You can
Forgot your username? use Lol A to: monitor your financial aid application, register for classes, review your class schedule,
check on important upcoming dates, and catch up on campus news and announcements.
Password

Need help?
) For Login and Password assistance, call (344) 465-2827
(= For all other inquiries, click here.

Forgot your password?

CANCEL | [BiE]
¢ CHANGE YOUR PASSWORD

LcTes
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First time LoLA users — click on the gold “CHANGE YOUR PASSWORD” LINK, at the
bottom of the LOGIN TO LOLA box.

Reset your password

Welcome! You can use this tool to reset the password for

your Log on Louisiana (LoLA) account.

If you have trouble using this tool, please try the following:
&= Send an email to support@Ictcs.edu
%> Chat live with the help desk
¢ Call the Support Line at (844) 465-2827.

How would you like to start?

Send E-Mail

Verify Personal Information

Click on the “Verify Personal Information” box.



Enter your social security number and date of birth.

Social Security

Birthday

Year Vv | Month v  Day Vv

Enter your social security number (do not enter any dashes), then enter your
birthday information, then click “next”.

Confirm your username

John Doe

Yes, this is the username | use to log
on to LolA.

Your first and last names should appear, all lower case. Check the box to confirm
your name is correct, then click “next”.



Choose a new password

Your new password must meet the following:
Must not contain you first or last name

Must be between 12 and 20 characters in length
Must contain at least one uppercase letter

Must contain at least one number

Must contain at least one of the following: *=+
Must only contain letters, numbers and one of *=+
New password and confirmation must match

New Password

Confirm password

Start Over

Create your password in the “New Password” box first. As you enter the
password, you will see a green check mark appear as you meet each of the
requirements on the list.

Once you successfully create the password, enter your new password in the
“Confirm Password” box. Again, green check marks will appear as you meet each
of the requirements. Click the “next” button.

The next page will confirm that your password has been successfully set (or re-set
if you are simply changing your password). Click the “Return to LoLA” button.



You will be returned to the LoLA login page. Enter your User Name and Password,

then click the green “SIGN IN” button.

LOG ON LOUISIANA

User Name

Forgot your usemame?

Password

Forgot your password?

¥ CHANGE YOUR PASSWORD

@ Copyright 2017 LCTCS, All Rights Reserved. LCTCS is govemed by he Louisiana Board of Regenis.

‘Some icons by Yusuke Kamiyamane. Al rights reserved. Licensed under a Creative Gommens Attribution 3.0 License.

You will be logged into the LoLA portal.
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Welcome to LoLA

LoLA (Log On Louisiana) is a powerful new online tool that will allow you to completely manage
your college career. LoLA will be your 24/7, one stop resource for the upcoming semester. You can
use LoLA to: monitor your financial aid application, register for classes, review your class schedule,
check on important upcoming dates, and catch up on campus news and announcements.
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Need help?
() For Login and Password assistance, call (844) 465-2627
[ For all other inquiries, click here.

LeTCS
265 South Foster Drive
Baton Rouge, LA 70805
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Dovnioad the Canvas App for |0 or Android

Use the following password reset tool only if you are having trouble logging into INB, Cognos.
ePrint, or Oracle:
+ $50 Manager Credential Management Uity

Other System Links

+ Cognos 11 Production
- Cognos 11 Development



Your “home page” may have different options, based on your job, and access. All
employees have the section in the top middle “Self Service Banner (Banner 9)”, as
well as the “Home”, “Employee”, and “Training” tabs at the top left on the page.

Self Service Banner (Banner 9)

LCTCS
& Personal Information
%  Employee

If you click on “Personal Information” you will be able to view and update your
biographical and demographic information.

If you click on “Employee”, you will be taken to your Employee Dashboard

» o [

Employee Dashboard

Employee Dashboard

Leave Balances as of 03/21/2019

Annual Leave in 1,048.06 Sick in hours 1,140.17 Compensatory Time
hours Straight in hours
Compensatory Time
1.5 in hours
Eull | eave Balance Information
Pay Information A

/- My Activities

Latest Pay Stub: 03/15/2019 All Pay Stubs Direct Deposit Information Deductions History

#125% o



Your Employee Dashboard contains information on your:
e Leave Balances (as of “today’s date”)
e Pay Stubs, Earnings, Taxes, and Direct Deposit Allocations
e Benefits, and Deductions History
e Job Summary
e Employee Summary

Click on the applicable section to see its content.

To access your timesheet, go to the “My Activities” section on the right side of the
page.

7- My Activities

Click on the blue “Enter Time” button.

This takes you to your timesheet for the current pay period.

Timesheet

Pay Period Hours/Units Submitted On Status

506750-HRSPECIALIST, HA9724-00, L, 630010, Human Resources

Your timesheet will have your Title and Position number, Department, timesheet
period, and the current status of the timesheet. When accessing your timesheet
the first time for a new pay period, click on the “Start Timesheet” button.



The first week of the pay period will display when you initially click on the “Time
Sheet” button. (You will also see a green box on the upper right, letting you know
your timesheet was successfully created.)

Employee Dashboard Timeshee 506750-HRSPECIALIST, HA9724-00, L, 630010, Human Resources @ Timesheet successfully created
506750-HRSPECIALIST, HA9724-00, L. 630010, Human Resources

10/07/2019 - 10202019 | (§ ‘Subrmit By 10/18/2019, 09:00 AM

SuNDAY MoMDAY TugsDAY WEDHESDAY THURSDAY FRIDAY SATURDAY
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To enter leave taken, click the applicable date on your timesheet, then click the
box on the right “Select Earn Code”. Choose the type of leave you are taking from
the drop-down menu, scrolling down as necessary.

Earn Code

| Select Earn Code ~

Sick Leave Taken ROLL

Comp Time Taken Straight ROLL

Special Leave - Act of God Pay

Eduratinanal 1 Dianr

Once you select your leave type, enter the number of hours taken for the
specified date.

Earn Code Hours

Annual Leave Taken ROLL | | 0 |

Click the “Save” button on the bottom right of the page to save your entries.

Cancel Save Preview

You should see the message in the upper right corner @ Timesheet data successfully saved.



To access the second week of the pay period, use the blue arrow on the left. (To
return to the first week, you will have an arrow on the right.)

DU L T

If you take no leave within the pay period, enter a zero (0) in any date on the
timesheet — using any leave code - then click save.

Once your timesheet is completed for the pay period (any/all leave hours taken
have been entered, OR you have entered a “zero” to confirm no leave was taken
for the pay period), click on the gray “Submit for Approval” button.

Routing Queue
Name Action and Date
John Doe Originated Mar 25, 2019 07:09 am

Submitted Mar 25, 2019 07:11 am
Pending

John Doe

John’s Approver

You will see your name, when you initially accessed your timesheet, when you
submitted it to your supervisor for approval, and the name of the person who is
to approve your timesheet. (You will also see “Timesheet Successfully Submitted”
above the “Earnings” section on your timesheet.)

Once your supervisor has approved the timesheet, the routing queue will reflect
the timesheet has been approved:

Routing Queue
Name Action and Date

John Doe Originated Mar 12, 2019 07:03 am
Submitted Mar 20, 2019 03:20 pm
Approved Mar 22, 2019 08:31 am

John Doe

John’s Approver

Log out of LoLA by clicking on the “Sign Out” button in the top right-hand corner
of the page.



LoLA timesheets can be opened/completed/submitted/approved, from anywhere
there is internet access.

If you are unable to complete and submit your timesheet for approval by the
deadline, or if your supervisor is unable to approve your submitted timesheet by
the deadline, please contact HR for a paper timesheet.



