Diocese of Lexington
Location Supervisor Form (LSF) User Guide
“How to fill inand Submit LSF”

Step 1: Clickon the Location Supervisor Form (LSF) editable PDF through the CDLEX website.
Step 2: Clickthe square box to shade the type of employee (EE) you are submitting information for.

Step 3: Clickall highlighted areas and appropriate boxes tofill and shade inimportant ‘employee (EE)
information’ (Refertothe ‘Location Code and Description Key’ Documentto help identify needed codes)

Step 4: Clickthe appropriate box to shade the ‘Department (Code)

Step 5: Clickallthe appropriate boxesinthe ‘Location Supervisor Form Action’ areathatis being
requestedforthe EE

Step 6: Clickall applicable highlighted areas and any other boxesto shade in the ‘Location Supervisor
Form Action Information’ areaandfill in the employee (EE) changes you are requesting be updated

***Note: If EE separation actionis selected refertothe second page and click all highlighted
areas to filland click appropriate boxes to shade for ‘EE Separationinformation’.

***Note: If the ‘Location Supervisor Form Action’ area has red textincluded, pleasefollow the
promptsaccordingly and submitotherdocuments as needed

Step7: Onceform hasbeenfilled outuserwillneedto ‘save as’ with file name (EE lastname_EE Code
or New Hire) to a file folder on theirown computerunder document folder section.

Step 8: Submitthe LSF and any otherdocuments required viaemailusingthe attachmentfeature with
the savedfile(s)you created for the employee to hrsupervisorform@cdlex.org

If you have any questions on how to use the editable PDF Forms, please contact Dwayne Clouse at
dclouse@cdlex.org
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