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The Attendance Certification Report is used to certify employee leave usage at the end of each pay 
period.    
 
The Attendance Verification Report is used to reconcile leave balances to time submitted on the 
Attendance Certification Report. 
  
Frequency:  Monthly (once per pay period). 

 
Step 1: 
 
From the My Workplace 
homepage, navigate to the 

 link.  
 
A new window will open.   
 
 

 Both the LAPP Certification and 
Verification Reports are found here.  
 

 
 

 
Step 2: 
 
Next, click on the  
link.  

 

 
Step 3a:  
 

Click  to view a list of all the 
LAPP reports you have access to 
view.  
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Step 3b: 
 
To filter your reporting results, 
enter any of the following criteria:  
 

- Pay Period (YYYY/MM) 
- Group ID (i.e. 999MS) 
- Run ID (YYYYMM_MST) 
- Report Date great than 
- Report Date less than 
- Report Title  

 

Then click .  

 
 

 
 

                                                                              

Step 4:  
 
A list of available reports is displayed.  
  

 

 
 

Step 5: 
 
Next, click on the appropriate link 
to access the report.   
 
 
 

If you have access to multiple 
Group ID’s you must open each 
report individually.  
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Step 6a:  
 
The Attendance Certification Report opens in a new window.  Refer to “Using Certification & Verification 
Reports.”  
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Step 6b:  
 
The Attendance Verification Report opens in a new window.  Refer to “Using Certification & Verification 
Reports.”  
 

 

 


