CITY OF LYNN — EMPLOYEE SELF SERVICE INSTRUCTIONS

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.

Employee Self Service can be accessed directly from the City Web site www.lynnma.gov. The
Employee Self Service link is available under the City Hall drop down on the City Website or
under City Departments > Personnel. Once in there Click on the “Employee Self Service
Website” link.

CITY HALL

City Hall Info
Mayor's Office
Lynn City Council
State and Federal

City of Lynn - Employee Resource Links and Information

City Departments »

Boards|Commitiees  » &) Employee Self Service Website

Employee Ri &) Harvard Pilgrim HealthCare Portal For City of Lynn Employees

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

User name

Password

Forgot your password? Log in

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

Example: [Firstinitial][LastName][SSN] = jsmith1234

Password is the last 4 of your Social Security Number initially, 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.
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CITY OF LYNN — EMPLOYEE SELF SERVICE INSTRUCTIONS

Your new password needs to be at least 8 characters long with one Capital letter and one
number.

x Welcome To The City of Lynn il

EMPLOYEE SELF SERVICE WEBSITLE

Home LOg in
User name
| eo—555 |
Password
| LE L 1] - |
Forgot your password?

Enter your user name and initial password (last 4 of your SSN) and click on Log in.
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CITY OF LYNN — EMPLOYEE SELF SERVICE INSTRUCTIONS

You will then be prompted with the screen below 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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Welcome To The City of Lynn Home

EMPLOYEE SELF 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 onc lowercase character.

Current password || |

New password | |

Password strength Unacceptable

Canfirm new password | |

New password hint | |
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CITY OF LYNN — EMPLOYEE SELF SERVICE INSTRUCTIONS

% Welcome To The City of Lynn

FJEMPLOYEE SELF SERVICE WEBSITE

e Login

Befcre proceeding you must chenge your password.

New passwnrd must he af least 8 characters Inng, contain at
least 1 numeric character and contain at lzast one uppercase
character and une lowercase charactes.

Curment password [0ven |
New password |“uouu |
Passwurd srength Avceplable

Confim new password [essssesss |
New password nint e x|

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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Weicome To The City of Lynn

FIEMPLOYEE SELFE

SERVICE WERSITE

Home Log i n

Your p rd has been successfully changed.
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