User Requests
Getting Started
Open a browser and use the following link:
https://lancastercty.sharepoint.com/sites/LCPCSubmissions/Default.aspx

You will need to have a Microsoft Account user email and password in order to login to the
site.

You do not have access
Because you do not have access to the site yet, you will receive a message:

Request access to the site
Enter information into the box, then click the Request Access button.

The information entered in the box will appear at the bottom of the screen. Now you wait to hear that
you have been approved.

Accessing the site before access has been given
If you try to access the site before receiving access, you will see a message display.

Access has been granted
Once access has been granted, use the link sent to you in the email that has the LCPC Submissions Go to
the site link.
You should receive an email letting you know that you have been given access.

Login
You will be asked to login using your Microsoft Account user email and password

Enter the user email and password, then click the Sign In button

Successfully Logged In
Because of the link used to get this far, once logged in, you will be taken to the Home Page.
Click the Documents link or Click on the folder name that was set up for you.

Navigate to your folder
Click on your firm’s folder name.

Click on the folder so that you see Documents > <Your Firm’s Folder Name>. In this case it will be
Documents > LAS1 Test Folder.
NOTE: If you DO NOT see Upload, then you have not clicked on your folder.

Once you are at your folder, create a bookmark so the next time you want to come to the site, you will
automatically be brought here to begin.

