City of Lynn — Employee Self Service — Time off requests

Employee Self Service is a secure web portal that allows employees to access and update some of their
personal information through internet access. Employees can view paymination such as paycheck
history, W2 information and W election details.
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City of Lynn — Employee Self Service — Time off requests

Employee Self Service can be accessed directly from the City of Lynn site.

CITY HALL ATTRACTIONS " BUSINESS COMMUNITY ABOUT LYNN

Welcome to the City of Lynn Employee Self Service

Visit The City of Lynn Employee Se@ -
loyee Self Serivce l ¢| GENERAL ESS INFO

LOGIN ESS How to Log In
MOBILE Employee Self Service Mobile

Person.Info ESS How to Change Personal Info

CITY DEPARTMENTS

m

FINANCIAL ESS INFO

DIRECT DEP. How to Set Up Direct Deposit

W4- How to Make Changes To Your W4

UPDATES

PAYCHECKS ESS How to View Your Pay Checks
.

The following page will open. Click on Log In and a UseeldachPassword box will open.

To The City of Lynn

.
@EMPLOYEE SELF SERVICE WEBSITE %% Munis Self Service

City of Lynn, MA - Self Service

Home Welcome!

User name

Password

Forgot your password? Log in

Your User names your first initial of your first name, your last name and last 4 digits of your Social Security
Number.

Example: Jsmith5555
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City of Lynn — Employee Self Service — Time off requests

Initially your msswordwill bethe last 4 of your Social Securityuiber. The first time you log gou will be
prompted o change your password. Keep thispasswardher e i s no expiration
able to keep it.

“\‘\"ul(nmc To The City of Lynn

JEMPLOYEE SELF SERVICE WEBSITE

Home

Login

Home

User name
[ismith5555 |

Password

Forgot your password? Login

Enter your user name and initial passwolak{ 4 of your SSNnd click on Log in.

You will then be prompted with the below screen to nlga your password.

Your new password needs to be at least 8 characters mmgain at least 1 number and contain at least one
uppercase character and one lowercase character.

— i e mpenn e e M PR M L L e ——————

AT v Welcome To The City of Lynn Home

EENEEN. O T EE SELFEF SERVICE WEBSITE

Login

Home

Before proceeding you must change your password.

New password must be at least 8 characters long, contain at
least 1 numeric character and contain at least one uppercase
character and one lowercase character.

Current password I |

Mew password | |

Password strength Unacceptable

Confirm new password | |

Mew password hint | |
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City of Lynn — Employee Self Service — Time off requests

Welcome To The City of Lynn
@EMPLOYEE SELF SERVICE WEBSITE
i Login

Before proceeding you must change your password.

New password must be at least 8 characters long, contain at
least 1 numeric character and contain at least one uppercase
character and one lowercase character.

Current password [eeee |
New password [soeecccee |
Password strength Acceptable

Confirm new password [esessesse |
New password hint |Patnots

Note that a password hint is required to be filled out in case you forget your password it will be emailed to
you.

Welcome To The City of Lynn
éEMPLOYEE SELF SERVICE WEBSITE
Home Login

Your password has been successfully changed.
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City of Lynn — Employee Self Service — Time off requests

How to view available time off

By choosin@ime Off you will get a view of your timearned,taken, to be takenandcurrentlyavailable By

clickingolmany of

B Welcame Ta The City of Lyan
meli.\ll’LOYEL SELF SERVICE WEBSITE

» Munis Self Service

Time Off

t he “hyparknkyou will see endalendar of the actual days taken.

Employee Self Service

Benefits

Certifications SICK (D)

Pay/Tax Information PERSOMAL (D)

Personal Information MISC (D)

FMLA (D)

To Be Currently

Maximum
Earned Taken Taken Available

Allowed

0.00 15.00
0.00 4.00
0.00 0.00

0.00 0.00

1.00 0.00 14.00

0.00 0.00 4.00

200 0.00 -2.00

0.00 0.00 0.00

Substitute Teaching

Request Time Off

H=Hours; D=Days.

My Requests

Sample calandar view of time taken

SICK Time

January 2016 February 2016 March 2016

S MTWTF § S M TWTF §

1 2 1 2 3 4 &5 B
] 78 9 10 11 12 13

10 11 12 13 14 165 16 14 15 16 17 18 19 20

17 18 19 20 21 22 23 21 22 23 24 25 26 27

24 25 26 27 28 20 30 28 290

cy|

April 2016 May 2016

S MTWTF § S MTWTF §
1 2

3 4 5 6 7T 8 9 1. 2 3 4 5 &6 T
10 11 12 13 14 15 16 8 9 10 11 12 13 14
17 18 19 20 29 22 23 15 16 17 18 19 20 1
24 25 26 27 28 20 30 22 23 24 25 26 27 28
20 30 A

3 4 5 6 T 8

S MTWTF

12 3 4
6 ¥ &8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 235 26
27 23 29 30 M

5
5

SEMTWTF §

1 2 3 4
5 6 7 8 858 10N
12 13 14 15 16 17 18
19 20 21 22 23 24 25

26 27 28 29 30
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City of Lynn — Employee Self Service — Time off requests

You can also see a calendar view of ALL time off

You can alsolick my equests and then calendar view see all time off

e Welcome To The City of Lynn
mﬁ]ﬁl\ll‘LO\’EL SELF SERVICE WEBSITE

» Munis Self Service ‘

My Requests 1
Employes Self Service ey _
Benefits Earned
) SICK (D) 15.00
Certifications
PERSONAL (D) 400
Pay/Tax Information MISC (D) 0.00
Perscnal Information FMLA (D) 0.00
Substitute Teaching 19.00
Time Off Dates Requested Amount Type Status Reason Comments Options
Request Time Off g;}gggg ) 2 days MISC Taken ACCRUAL USED 2;;}22019 Contract
_ My Requests 8/10/2018 1 days SICK Taken ACCRUAL USED
H=Hours; D=Days. |
Time Off Calendar
vear| 2018[v] [N
S MTWTF § S M TWTF § SMTWTF §
1 2 3 4 5 6 1 2 3 1 2 3
7 8 9 10 11 12 13 4 5 6 7 8 9 10 4 5 6 7 & 9 10
14 15 16 17 18 19 20 11 12 13 14 15 16 17 11 12 13 14 15 16 17
21 22 23 24 25 26 27 18 19 20 21 22 23 24 18 19 20 21 22 23 24
28 29 30 A 25 26 27 28 25 26 27 28 29 30 A
To get further detail of théime off, just click the day and this screen will appear
Friday 8/10/2018 Close
Name Amount Reason Comment Type Status
- 1.0000 Day 2 - ACCRUAL USED SICK  ApprovedTaken
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City of Lynn — Employee Self Service — Time off requests

Time off Request$Single Day)

ClickTime off / Requesttime off and then follow the prompts

Step #1-choose the dayou wish totake off, once highlighted, clidontinue.

Eel \llL.OYl‘L' ‘Sl‘L,L SERVICE WEBSITE

; Employee Self Service
: Benefits
Certifications

: Pay/Tax Information

. Personal Information
| Substitute Teaching

| Time Off

— Request Time Off

My Requests

Request Time Off

Step 1 of 4: Select Dates

"E::‘_. Munis Self Servig

Click to select each date that you would like to take off. (Click again to deselect).

<< previous month

next month ==

September 2020 October 2020 November 2020

S MTWTF §

1.2 3 4 5
6 7 & 9 10,11 12
13 14 15 1* 19
20 21 22 23 5 26

27 28 29 30

S MTWTF §

1.2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 20 30 31

[ conimo =]

S MTWTF §

1.2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

Step #2- Select the type of time you would like to requestd click continue

Eglilll’LO\'liL SELF SERVICE WEBSITE

Home
Employee Self Service
Certifications
Pay/Tax Information
Personal Information
Substitute Teaching
Time Off

Request Time Off

My Requests

Please note that you must account for any time off of work.
Miscellaneous, please click MISC.

Request Time Off
Step 2 of 4: Select Type

Select the type of time off you would like to take from which job

-
“&e% Munis Self Service

O |0 O O

Type
VACATION
SICK.

PERSONAL

MISC

) g

In the event of funeral, jather
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City of Lynn — Employee Self Service — Time off requests

Sep #3—Here you will enter the hours per day. Then Click continue

33.5 employees are as follows:
0 Monday = 6.5 hours
0 Tuesday = 10 hours
0 Wednesday = 6.5 hours
o Thursday = 6.5 hours
o Friday =4 hours

B Welcame To The City of Lyna
@eli MPLCOYEE SELF SERVICE WEBSITE _

Request Time Off

Home Step 3 of 4: Partial Day Requests

Employee Self Service If you are requesting any partial days, edit time as necessary.

e You have selected the following dates (Change Dates)
Certifications
9/30/2020: | 6.5 *x  Hours

Pay/Tax Information
Personal Information —
Substitute Teaching
Time Off
Request Time Off

My Requests

Step #4— Review your request and add any comment that you would like your supervisor to see.
The comment box is where you will indicate the reason for a miscellaneous day off.

Then CliciMake Request
wel\l 1'51,'0‘\: EE SELF SERVICE WEBSITE "E:E'. Munis Self Service

Request Time Off

Home Step 4 of 4: Additional Information

Employee Self Service Verify the time you are taking and enter additional comments for this request.

Job
Benefits °

Request Type VACATION
Certifications Days Requested 9R0
Pay/Tax Information Total Time Requested 65 Hour(s) | change
Personal | . Comment: {optional)
Substitute Teaching Reason [optional] [v|

Time Off
——>

Request Time Off

My Requests

Once you havenade the request, youwillber ought t o t he . HekkyouRan giewdisd off p a
and time off requests Once your request has been approved by your supervisor you will receive a
confirmation email.
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City of Lynn — Employee Self Service — Time off requests

Time off Requests (Multiple Days)

ClickTime off / Requestime off and thenfollow the prompts

Step #1-choose the day(s) you wish to take off, once highlighted, cbokinue.

[ el MPLOYEE

" SERVICE WEB

SITE

:.. Munis Self Service

Employee Self Service
Benefits

Certifications

Pay/Tax Information
Personal Information
Substitute Teaching
Time Off

— Request Time Off

My Requests

Request Time

Off

Step 1 of 4: Select Dates

Click to select each date that you would like to take off. (Click again to deselect).

<< previous month

September 2020 October 2020

SMTWTF §

1.2 3 4 5
6 7 & 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S MTWTF
1 2
4 &5 6 7 & 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

[ Coninue By

next month ==

November 2020

S MTWTF §

12 3 45 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

Step #2- Select the type of time you would like to request and click continue

o Welcome To The City of Lyn
EQIEAII‘LOYHE SELF SERVICE WEBSITE

'°;:'. Munis Self Service

Home
Employee Self Service
Benefits
Certifications
Pay/Tax Information
Personal Information
Substitute Teaching
Time Off

Request Time Off

My Requests

Request Time Off
Step 2 of 4: Select Type

Select the type of time off you woul

Id like to take from which job

O 0|0 O

Type
VACATION
SICK
PERSONAL

MISC

) I

Please note that you must account for any time off of wdrkthe event of funeral, jury or other
Miscellaneous, please click MISC.
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City of Lynn — Employee Self Service — Time off requests

Sep #3—Here you will enter the hours per day. Then Click continue

33.5 employees are as follows:

(0]

(0]
(0]
(0]
(0]

Monday = 6.5 hours
Tuesday = 10 hours
Wednesday = 6.5 hours
Thursday = 6.5 hos
Friday = 4 hours

] S
B Welcame Ta Tae City of Lyn ot . .
Eéli MPLOYEE SELF SERVICE WEBSITE “&% Munis Self Service

1

; Home

‘; Employee Self Service
; Benefits

: Certifications

‘ Pay/Tax Information

| Personal Information
1 Substitute Teaching

: Time Off

] Request Time Off

My Requests

Request Time Off
Step 3 of 4: Partial Day Requests

If you are requesting any partial days, edit time as necessary.

You have selected the following dates (Change Dates)

10/5/2020: 6.5 Hours 10/6/2020: 10 Hours
10/772020: 6.5 Hours 10/8/2020: 6.5 Hours
10/9/2020: 4 Hours

)

Step #4-Review your request and add any comment that you would like your supervisor to see.
The comment box is where you will indicate the reason for a miscellaneous day off.
Then CliciMake Request

Request Time Off

Step 4 of 4: Additional Information

Verify the time you are taking and enter additional comments for this request.

Job
Request Type
Days Requested

Total Time Requested

Comment: (optional)

VACATION
10/5,10/6,10/7,10/8,10/9

33.5 Hour(s) | change

Reason [optional] v]

Al ok Roguest

Once you have adether equest , you wi || be brought
and time off requests Once your request has been approved by your supervisor you will receive a
confirmation email.

to the
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City of Lynn — Employee Self Service — Time off requests

Cancel Time off request

Go toTime Offand My Realestyou will get a view of your timearned,taken, to be takenand currently

availabe.

Clickthe & /Iy ByBefligk

@eli}ll’f_oh'lil’, SELF SERVICE WEBSITE
1

|

| Employee Self Service

| Benefits

| Certifications

Pay/Tax Information
Personal Information

| substitute Teaching

| Time Off

|

Request Time Off

|
I " Feavess

My Requests

3% Munis Self Service

Calendar view

SICK (D)

PERSONAL (D)

Misc (D)

FMLA (D)

Dates Requested Amount Type
9/30/2020 1 days PERSONAL
8/16/2018 - 8/17/2018 2 days MISC
8/10/2018 1 days SIcK

H=Hours; D=Days.
*Available amount after any outstanding requests (approved or pending approval)

Status
In progress

Taken

Taken

Reason

ACCRUAL USED
ACCRUAL USED

Comments I

2018-2019 Contract Days

Once cancelledyour supervisor will be notified that you cancelled your request

Earned

15.00

Options

Cancel
Add to calendar
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