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LoLA Access and Timesheet Instructions for New Employees  
(Exception Time Only) 

 

 
Go to the SLCC’S homepage at www.solacc.edu    
 

 
 
 
 

Enter the LoLA portal by clicking on the LoLA icon located on the home page.  
 

 
 
 
 

http://www.solacc.edu/


Page 2 of 13 
LoLA Access and Timesheet Instructions – Exception Time Rev 06.05.19 

 
 
 

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

 
 
Click on the “Verify Personal Information” box. 
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Enter your social security number (do not enter any dashes), then enter your 
birthday information, then click “next”. 
 

 

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

John Doe 
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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 

 
 

 
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. 
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You will be returned to the LoLA login page.  Enter your User Name and Password, 
then click the green “SIGN IN” button.  
 
 

 
 

 
You will be logged into the LoLA portal. 
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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. 
 
 

 
 
If you click on “Personal Information” you will be able to view and update your 
biographical and demographic information.  You will also be able to create, view, 
and update your direct deposit allocations. 
 
If you click on “Employee”, you will be taken to your Employee Dashboard 
 

. 

John Doe 

John Doe 
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Your Employee Dashboard contains information on your: 

 Leave Balances (as of “today’s date”) 

 Pay Stubs, Earnings, Taxes, and Direct Deposit Allocations 

 Benefits, and Deductions History 

 Job Summary 

 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. 
 

 
Click on the blue “Enter Time” button. 
 
Your timesheet for the current active pay period is displayed. 

 

 

 
 
 

To view a prior pay period timesheet, click on the “Prior Periods” link on the right 
side of the page.  You will see the submission history of your timesheets. 

Your 

Name 
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To start your timesheet, click on the box “Start Timesheet”.  The first week of the 
pay period will be displayed, and you will see the message “Timesheet 
successfully created” in a green box on the top right: 
 

 
 

Your timesheet will include your Title and Position number, Department, Time 
Sheet Period, and Submit By date (the date you must submit your timesheet to 
your supervisor for approval).   
 
To enter leave taken, click on the box under the date for which you are entering 
leave hours: 
 

 
 

 
Click in the box on the bottom left for the “Earn Code” drop-down menu.  This will 
provide a listing of all leave categories you are eligible to use.  Select the 
applicable leave type, then enter the number of hours you are taking in the 
“Hours” box. 
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Next, click on the “Save” button on the bottom left of the page (you may need to 
scroll down to see this button).          

 

 
 
You may at some time need to use more than one category of leave on a 
particular day, for example, sick leave for your own doctor’s appointment in the 
morning, and annual leave to attend a meeting at your child’s school in the 
afternoon.  In this situation, you will select one leave category from the Earn Code 
drop down menu, and enter hours taken for that leave type.  Then click on the 
blue “Add Earn Code” link in the center of the page: 

 
 

 
 
 

Select the appropriate leave category from the drop-down menu, then enter the 
number of hours taken.  Once you have entered all leave hours for that date, 
remember to click save. 
 

If you take no leave within the pay period, enter ONE zero (0) in any date on the 
timesheet, and click “Save”.  (Use any leave category from the Earn Code list.  
Most employees select annual leave.) 
 
Click on the blue arrow on the right side of your timesheet to scroll to the second 
week of the pay period. 

 
 
 

Follow the same procedures to enter leave taken for week two (if any), remember 
to save your entries. 
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There are three “tool” icons that are useful when entering time and completing 
your timesheet.  They are on the right side of the page, just under the days of the 
week: 
       

 
When should you use these tools? 

 

The “pencil”     is an edit tool.  Click on the pencil to make changes to leave 
entered and saved. 
 

The “paper”  is a copy tool.  Click on the paper to copy leave hours from one 
day to another.  This tool is especially helpful when you are entering leave for 
multiple days, an entire week, or the entire pay period.  Just copy, save, and 
done! 
 

The “dots”  are a delete tool.  Click on the dots to delete a leave entry.  You 
will be prompted to confirm that you really want to delete the entry, click on yes 
or no, as appropriate.  Always preview your changes, then 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 “Preview” button at the bottom left of the page, 
next to the “Save” button.  A preview box will be displayed: 

 

 
 

The “Earning Distribution” section lists the number of hours and categories of 
leave taken for the entire pay period.   
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Use the scroll bar to view the “Weekly Summary” section, which lists the total 
hours of leave taken each week: 

 

 
 
 

There is a section where you may add comments (optional). 
 
Once you have reviewed your timesheet entries via the preview box, and are 
ready to submit to your supervisor for approval, click on the teal “Submit” button 
at the bottom of the preview box.   
 
You will receive this message in the upper right corner of the page: 
 

 
 

If you receive a different message, or an error that you are unable to correct, 
contact your Human Resources office for assistance. 
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Any time you access your timesheet, you will see the current status of your 
timesheet.  Once you have submitted it to your supervisor for approval, you will 
see information regarding when it was submitted. 
 
Additional information may be obtained by clicking on the  icon: 
 
 Any time you access your timesheet, you will see the current status of your 
timesheet.  Once you have submitted it to your supervisor for approval, you will 
see information regarding when it was submitted. 
 
Additional information may be obtained by clicking on the  icon: 

 
 

Comments may be viewed by clicking on the  icon: 
 

 

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

Your Approver 

Your Name 
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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. 


