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1. What is Lawson Employee Self Service?
Employee Self Service is a web-based, Lawson application that allows users to access personal information 

such as paychecks, direct deposit statements, leave balances, etc.

2. Can I log into Employee Self Service from home?
LawsonEmployee Self Service can only be accessed from computers connected to the Loyola network; 

computers outside the firewall will not be able to access Employee Self Service.

3. What internet browser can I use to access Employee Self Service?
Currently, Lawson only supports Microsoft Internet Explorer 6.0 and up.

*NOTE: as of the completion of this manual, Internet Explorer 8 is not supported by Lawson.*

4. How do I know what version of Internet Explorer I currently have?
To check the version of IE:
a. Open an IE browser window.
ōΦ /ƭƛŎƪ ΨIŜƭǇΩ 
ŎΦ /ƭƛŎƪ Ψ!ōƻǳǘ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊΩΦ 

A new window will open:

If the version is not 6.0 or higher, you will have to download a later version of IE.

*Note ς¢ƘŜ ŘŜŦŀǳƭǘ ǾŜǊǎƛƻƴ ƻŦ L9 ƭƻŀŘŜŘ ƻƴǘƻ [¦/ t/Ωǎ ƛǎ ǾŜǊǎƛƻƴ тΦȄΦȄȄȄȄΦ  ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǳǇƎǊŀŘŜ όƻǊ ŘƻǿƴƎǊŀŘŜύ 
only if you do not have a version between 6.0 ς7.x.*

мΦ [ŀǿǎƻƴ tƻǊǘŀƭ C!vΩǎ
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5.  How do I download a later version of Internet Explorer?
To ŘƻǿƴƭƻŀŘ ŀ ƭŀǘŜǊ ǾŜǊǎƛƻƴ ƻŦ L9Σ Ǿƛǎƛǘ aƛŎǊƻǎƻŦǘΩǎ 5ƻǿƴƭƻŀŘ /ŜƴǘŜǊΥ

http://www.microsoft.com/downloads/Browse.aspx?displaylang=en&categoryid=6

Click on the version of IE you wish to download (6.0 ς7.x).  Follow the on-screen instructions.

6. How do I access Employee Self Service?
Lawson Employee Self Service is accessed through the Lawson Portal, which is the main source of 

information for all Lawson applications, including Employee Self Service.

There are a couple ways to access Lawson Portal:

1. Open IE and go to: http:// lprod.luhs.org/lawson/portal 
2. Start Menu Button > All Programs > Loyola Software > Administrative Applications  > Lawson Portal

*TIP ςAdd the Portal homepage as a desktop shortcut.  To do this:

CƛǊǎǘ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ŀŘŘ ǘƘŜ tƻǊǘŀƭ ƘƻƳŜǇŀƎŜ ŀǎ ŀƴ Ψ LƴǘŜǊƴŜǘ CŀǾƻǊƛǘŜΩΦ

a. Open IE and go to: http://lprod.luhs.org/lawson/portal 
ōΦ /ƭƛŎƪ ƻƴ ΨCŀǾƻǊƛǘŜǎΩ ŀƴŘ ǎŜƭŜŎǘ Ψ!ŘŘ ǘƻ CŀǾƻǊƛǘŜǎΩΦ 

c. Enter new name for link (optional).
d. Select the folder in which you would like the link to be saved.
ŜΦ /ƭƛŎƪ Ψ!ŘŘΩΦ
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The Lawson Portal  link is now saved as an Internet Favorite.  You will now have to create 
the desktop shortcut.  To do this:

ŀΦ /ƭƛŎƪ ΨCŀǾƻǊƛǘŜǎΩΦ
b. Click on the folder where you saved the Lawson Portal Link.
c. Right mouse clickon the link you created.
ŘΦ /ƭƛŎƪ Ψ{ŜƴŘ ¢ƻΩΦ
ŜΦ {ŜƭŜŎǘ Ψ5ŜǎƪǘƻǇ όŎǊŜŀǘŜ ǎƘƻǊǘŎǳǘύΩΦ
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The [ŀǿǎƻƴ tƻǊǘŀƭ ƭƛƴƪ ƛǎ ƴƻǿ ǎŀǾŜŘ ƻƴǘƻ ȅƻǳǊ t/Ωǎ ŘŜǎƪǘƻǇΦ   5ƻǳōƭŜ-clicking on this icon 
will open Internet Explorer to the Portal Homepage.

7. Can I print information such as paystubs and time accrual balances?
Yes.  There are a couple ways to print:

a. Some Employee Self Service screens have a print button available.  Simply clicking this button will print 
the page you are viewing.

b. If a print button is not available, you can right mouse click anywhere on the screen and select print.
ŎΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǳǎŜ ǘƘŜ ōǊƻǿǎŜǊΩǎ ǇǊƛƴǘ ŦǳƴŎǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ ΨCƛƭŜΩ Ҕ ΨtǊƛƴǘΩΦ

d. Capture a screen-ǇǊƛƴǘ ǳǎƛƴƎ ǘƘŜ ΨtǊƛƴǘ {ŎǊŜŜƴΩ ƪŜȅ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘΦ If you do not have this
software installed, you can download it here: http://www.luc.edu/finance/documents/setup.exe

* Important - To optimize the print output, make the change to the default print settings outlined on the following page.*

http://www.luc.edu/finance/documents/setup.exe


8.  How do I log out of Employee Self Service/Portal?
¢ƻ ƭƻƎƻǳǘΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ǘƘŜ ΨƭƻƎƻǳǘΩ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ŀǘ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of the screen.

*Note ςyou do not need to be on the Portal homepage to logout.* 
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9. Will closing the browser log me out of Portal?
bƻΗ  LŦ ȅƻǳ ǿƛǎƘ ǘƻ ƭƻƎ ƻǳǘ ŎƻƳǇƭŜǘŜƭȅΣ ȅƻǳ Ƴǳǎǘ ŎƭƛŎƪ ǘƘŜ ΨƭƻƎƻǳǘΩ ōǳǘǘƻƴΦ  {ƛƳǇƭȅ ŎƭƻǎƛƴƎ ǘƘŜ ōǊƻǿǎŜǊ 

window will not log you out.

1. Open IE.
2. /ƭƛŎƪ Ψ¢ƻƻƭǎΩ Ҕ ΨLƴǘŜǊƴŜǘ hǇǘƛƻƴǎΩΦ
3. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘǾŀƴŎŜŘΩ ǘŀōΦ
4. {ŎǊƻƭƭ Řƻǿƴ ΨtǊƛƴǘƛƴƎΩΦ
5. /ƘŜŎƪ ΨtǊƛƴǘ ōŀŎƪƎǊƻǳƴŘ ŎƻƭƻǊǎ ŀƴŘ ƛƳŀƎŜǎΩΦ
6. /ƭƛŎƪ ΨhYΩΦ



1. Enter your network id and password.
2. tǊŜǎǎ Ψ9ƴǘŜǊΩ ƻǊ click                .

2. Login Page

jexampl

ΧΧΧ
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The web address for Lawson Portal is: http:// lprod.luhs.org/lawson/portal



3. Portal Home Page
This is the Portal Home page.  You will see the Employee Self Service link on the left-hand side of the 
ǇŀƎŜ ƛƴ ŀ ΨǎƘƻǊǘŎǳǘǎΩ ƭƛǎǘΦ  

Click ΨEmployee Self ServiceΩ ǘƻ ŜȄǇŀƴŘΦ  ¸ƻǳ ǿƛƭƭ ƘŀǾŜ ƻǇǘƛƻƴǎ ŦƻǊ Benefits, Pay, and Personal Information.
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*Note ς/ƭƛŎƪƛƴƎ ΨtŀǊŜƴǘ aŜƴǳΩ ǿƛƭƭ ōǊƛƴƎ ȅƻǳ ōŀŎƪ ǘƻ ǘƘŜ Ƴŀƛƴ ƳŜƴǳ ǎƘƻǿƴ ŀōƻǾŜΦ*

Employee Self Service Main Menu



4. Benefits 
To view Benefit information, ŎƭƛŎƪ ƻƴ Ψ.ŜƴŜŦƛǘǎΩto expand.  You will have access to (A) view, 
add, edit, or delete a Beneficiary, and (B) view Current Benefits.

(A)Beneficiary

мΦ /ƭƛŎƪ Ψ.ŜƴŜŦƛŎƛŀǊȅΩΦ

2. Scroll down to view all 
information.

You will have the option to 
print this screen by clicking the
ΨtǊƛƴǘΩ ōǳǘǘƻƴΦ
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