
Instructions for Completing and Submitting your Online Leave Report 

 

Access the form 

You may access your Online Leave Report by either clicking on the link provided in your email from the 

Payroll Office, OR you can access your Leave Report directly from the LSCPA website page by selecting 

Payroll Office from the Quick Links drop-down menu, and then clicking on Online Leave Reports under 

the section entitled Leave. 

A screen containing user login instructions will be displayed; click on "List Reports" button at the bottom 

of the screen to continue.  Select the desired Leave Report (use the  arrows if necessary) and click 

on the “View Report” button to display your Leave Report. 

 

Complete the form 

You will use your computer keypad to complete the grid area of your Leave Report.  For the days in 

which you worked more/less hours than your regular schedule, select the appropriate Code from the 

drop down menu (or you may type the Code using your keypad), and enter the appropriate hours into 

the corresponding boxes -- you must TAB after each entry so that the boxes below the grid area will 

populate based on you entries.   Classified Staff should also complete the Actual Hours section by 

recording the number of hours they actually worked each week.  If there is no activity to report for the 

month, please mark the checkbox above the signature line. 

IMPORTANT:  You are allowed to designate only ONE Leave code per day.  For any day in which you 

need to specify multiple Leave codes and hours, you must use the REMARKS Section to record the 

additional codes and corresponding hours.  

 

Print and Submit the form 

Once you have completed the form, click on the "File" menu option and click “Print” (if you do NOT see 

the File menu, press the "ALT" key and it should appear).  If you do not have a printer, please contact 

the Payroll Office at the number below so that other arrangements can be made. 

NOTE:  The completed form CANNOT be saved, consequently, you may want to print a copy for your 

records before exiting the form.  

Be sure to sign the printed document and obtain the proper approval signature prior to forwarding the 

document to the Payroll department.   

 

 

For assistance in completing or submitting this form, please contact Karen Duvall at (409) 984-6120, or 

send an email to Karen.Duvall@lamarpa.edu. 


