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Completing an ASR 
1. Navigate to the Lee college home page and select the Logins tab 

2. Click on "MyLC Login" 

3. Login with your username and password 

4. Select the Faculty Center tile.  NOTE: If you logged in and already see the Faculty Center, please proceed 

to the next step.  If you are not seeing the Employee screen, select the down arrow to the left of the word 

Employee to show a dropdown menu and select the Faculty Center option. 

 

5. In the Faculty Center screen, select the Class Roster title. 
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6. In the Class roster screen Select the desired class on the left to see the roster of the student that you 

wish to complete the ASR for. 

7. Select the ASR button under each student name and student ID number. 

 

8. Complete the pop-up ASR form by verifying the student and class information and then scroll down to 

fill in the required fields. 

 

9. Select the Submit ASR button to complete the process.  


