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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 payroll information such as paycheck 

history, W2 information and W-4 election details. 
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Employee Self Service can be accessed directly from the City of Lynn site.  
 

 

 

The following page will open.  Click on Log In and a User Name and Password box will open. 

 

 

Your User name is your first initial of your first name, your last name and last 4 digits of your Social Security 

Number.    

Example:  Jsmith5555 

http://www.lynnma.gov/departments/personnel.shtml#gpm1_6
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Initially your password will be the last 4 of your Social Security Number.  The first time you log on you will be 

prompted to change your password.  Keep this password – there is no expiration on this password so you’ll be 

able to keep it. 

 

Enter your user name and initial password (last 4 of your SSN) and click on Log in. 

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

Your new password needs to be at least 8 characters long, contain at least 1 number and contain at least one 

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

you.   
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How to view available time off 

By choosing Time Off  you will get a view of your time earned, taken, to be taken and currently available.  By 

clicking on any of the “taken” numbers hyperlink you will see a calendar of the actual days taken. 

  

Sample calandar view of time taken.  
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You can also see a calendar view of ALL time off   

You can also click my requests and then calendar view to see all time off) 

 

 

 

To get further detail of the time off, just click the day and this screen will appear 
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Time off Requests (Single Day) 

Click Time off / Request time off and then follow the prompts. 

Step #1 – choose the day you wish to take off, once highlighted, click continue. 

 

 

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

 

 

Please note that you must account for any time off of work.  In the event of funeral, jury or other 

Miscellaneous, please click MISC. 
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Step #3 – Here you will enter the hours per day.  Then Click continue   

 33.5 employees are as follows: 
o Monday = 6.5 hours 
o Tuesday = 10 hours 
o Wednesday = 6.5 hours 
o Thursday = 6.5 hours 
o Friday = 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 Click Make Request 

 

 

Once you have made the request, you will be brought to the “My Request” page.  Here you can view time off 

and time off requests.  Once your request has been approved by your supervisor you will receive a 

confirmation email. 
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Time off Requests (Multiple Days) 

Click Time off / Request time off and then follow the prompts. 

Step #1 – choose the day(s) you wish to take off, once highlighted, click continue. 

 

 

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

  

 

Please note that you must account for any time off of work.  In the event of funeral, jury or other 

Miscellaneous, please click MISC. 
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Step #3 – Here you will enter the hours per day.  Then Click continue   

 33.5 employees are as follows: 
o Monday = 6.5 hours 
o Tuesday = 10 hours 
o Wednesday = 6.5 hours 
o Thursday = 6.5 hours 
o Friday = 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 Click Make Request 

 

Once you have made the request, you will be brought to the “My Request” page.  Here you can view time off 

and time off requests.  Once your request has been approved by your supervisor you will receive a 

confirmation email. 
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Cancel Time off request 

Go to Time Off and My Request you will get a view of your time earned, taken, to be taken and currently 

available.   

Click  the ά/ŀƴŎŜƭέ Hyperlink.   

 

 

Once cancelled, your supervisor will be notified that you cancelled your request. 


