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What isLawson Employee Self Service?

Employee Self Service is a viretsed, Lawson application that allows users to access personal information
such as paychecks, direct deposit statements, leave balances, etc.

Can | log intdemployee Self Servideom home?

LawsonEmployee Self Servican only be accessed from computers connectélded.oyolanetwork;
computers outside the firewall will not be able to acdesgployee Self Service.

Whatinternet browser can | use to acce&nployee Self Service?
CurrentlyLawson only supportdicrosoft Internet Explorer 6.0 and up.
*NOTE: as of the completion of this manu#&hternet Explorer 8 is not supported by Lawson.*

Howdo | know what version of Internet Explorer | currently have?
To check the version of IE:
a. Open an IE browser window.
od / fA01 WISt LI

A new window will open: e Internet Explorer7
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= About Internet Explorer x|

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

*Notec¢ KS RSTFlFdzZ & OSNERA2Y 2F L9 f2FRSR 2yd2 ['/ t/ Qa
only if you do not have a version between & 0x*



5. How do | download a later version of Internet Explorer?
ToR2gyf2FR | fFGSNI OSNBA2Y 2F L9 @GAaAl aAONRa?z2
http://www.microsoft.com/downloads/Browse.aspx?displaylang=en&categoryid=6

Clickon the version of IE you wish to download &70x). Follow the orscreen instructions.

6. Howdo | acces&mployee 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 ttittp:// Iprod.luhs.org/lawson/portal
2. Start Menu Button > All Programs > Loyola Software > Administrative Applications > Lawson Portal

*TIP¢ Add the Portal homepage as a desktop shortctio do this:

CANRG @&2dz gAaff KIS (G2 IRR GKS t2NIFf K2YSLI IS

a. Open IE and go to: httptprod.luhs.org/lawson/portal
o® /tAO0]l 2y WCIFH@2NAGSaAaQ yR aStSOi W RR 42 ClI @

Add a Favorite
Add this webpage as afavorte. To access your favorntes, vist the
Favortes Carer.

—> Ceatein: |2 Loyola Related | | Mew Folder

c. Enter new name for link (optional).
d. Select the folder in which you would like the link to be saved.

So /ftA0]1 WY RRQO®
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http://www.microsoft.com/downloads/Browse.aspx?displaylang=en&categoryid=6
http://www.microsoft.com/downloads/Browse.aspx?displaylang=en&categoryid=6

The Lawson Portal link is now saved as an Internet Favorite. You will now have to create
the desktop shortcut.To do this:

F® / ftAO0] WCIF@2NAROSAQD

b. Click on the folder where you saved the Lawson Portal Link.

c.Right mouse clicinthe link you created.

R /fAO01 W{SYR ¢2Q0

So {StSO0G Ww5Sai1idd2L) 6ONBI (S aK2NIOdzivQo

/~ Lawson portal - Portal Home - Windows Internet Explorer |-. ||_5' a4

06 - [Eririmiriesy e L e SR o £y

Fie Edit View mﬂxﬁ: Mzl

do Favornes | @ Al o Favorites.... ! BB 1 gmn v Page- Safety -

Add to Favoribes Bar
o : Welcome |effrey

LAW ]

Drganize Favorites...

Banafits e 5
LY ¥ E Unhegrsity Librares
Fay @ ! Campus Card
Persanal infogrmation 3 | H e —
* Manage @ - |
man Rescuroes 1 1

! “ je your navigation inks and home

*  Manage/® miomation Security pantent " EnowledgeBase

| B mformation Technology Services | :
" Change® gy end | " Hotkeys Help
|8 Office of the Bursar |

H Personal Account Managsr
| Resdence Life
| uncergraduate Admissions

| Print
HEEI ) cororessed (roped) Folder |
| oo By Groupitiss Library [
Create Sharteut | (2 Group\Wiss Recipient
Deels o Mal Recpient
Rename I
L) My Documents

Sork by Name 2 =)o
=) DVD-RAM Drive

Useful Information

¥ Port ar Hel

Page 3



The[ F a2y t2NIFE fAY]l Aa y2¢ atkligdgRonshigicch &2 dzNJ t / Qa R
will open Internet Explorer to the Portal Homepage.
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Can | 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 pr
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.

Od ,2dz Oy Ffa2 dzaS GKS OoNRgaSNXQa LINAYG TFdzy Ol A

d. Capture ascreebNA y i dzaAy 3 (KS Wt NR ylfiyo do Na Bayetthis) Se 2y
software installed, you can download it hehgtp://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.*
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http://www.luc.edu/finance/documents/setup.exe

1. OpenlE.

2. I tA0] Wwe¢z22faqQ p WL
3. /tA0]l 2y GKS W ROl
4, { ONRff R2gy Wt NRAYI
5 / KSO1l Wt NAydG o O3
6. / £t A0l YhYQo

Internet Options

| General || Security || Privacy | Content | Connections ='|::ugrar'ns

Settings

[+] Plzy sounds in webpages
[] show image download placeholders
[¥] Show pictures

Gﬁiﬁmge dithering

[#] Print background colors and images €—
' Search from the Address bar
) Do rot search from the Address bar
{(® Just display the results in the main window
ﬂ Seourity
[[] Allow active content from CDs to run on My Computer™
[ Allow active content to run in fles on My Computer™
[] aligwe softweare to rum or install even if the signature is inv.
[#] Check for publisher's certificate revocation ¥
< >

“Takes E‘Fect a"ter you re-starr I"-temet -mk:urer

[ Restore advanced settings J

You should onfy use this if your browser is in an unusable state.

Reset Intermet Explorer sattings

Deletes all termporary files, disables browsar
add-ons, and resets al the changed settings.

OF

][ Cancel ]

8. How do | log out oEmployee Self Service/Portal

¢2 f232dziz

LAWS@N Portal Home

B e

*Note ¢ you do not need to be on the Portal homepage to logdut

9. Will closing the browser log me out of Portal?

b2H L ¥
window will not log you out.
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2. Login Page
The web address for Lawson Portahisp:// Iprod.luhs.org/lawson/portal

jexampl

K XX

Login

Copyright © 2008 Lawrson Softwara, All righits ressrved, Portzl ©.0.0.5.272, Techrology 9.0.0.6.175

1. Enter your network id and password.
2.t NBaa WRk wm IO 2 NJ
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3. Portal Home Page

This is the Portal Home page. You will see the Employee Self Service link ontthedestde of the
L3S Ay | WaK2NIOdziaQ fAadod
ClickEmployee Self Service (12 SELI yR® . 2B#neitsiPaytandRdrs@ndl Inindétivre y &

/= Lawson portal - Portal Home - Windows Internet Bxplorer
v 4 ox 9 -

— — p—
G‘*t‘ v |8 et hs ong
Y

Fie Edit Vew Favorites Tools Help
£ = B - 5 #m - paga- Safety-

Welcome peffrey

dg Fovortes | @ Lawson portsl - Portal Home :
LAWSON _rouir ————

< Employee Self Service Main Menu

Employee Self-Service
Banafits o
Fay =
Farsanal infgrmation 3

Useful Information

* pPortal User Help
| " EnowledgeBase
| * Hotkevs Help

I Change your sngle-sgnon password

= Lawson portal - Home - Windows Internel Beplorers )
e [ 1
ay v B lubs.arg w| | x |.:,] o
e Edt Yew Fayvodtes Jook Help
i - - b
. Favorites &8 Lz portdl - Home - B 1 mmn - Page - Safety -
Welcome Jeffrey t
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Baneficiary
Benefit Handbook

Current Benefits
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4. Benefits

To view Benefit informatiorQf A O1 2 Vio esparfsly Yo Fwillihdv&access to (A) view,
add, edit, or delete &eneficiary and (B) vievCurrent Benefits

% Beneficlaries
(A)Beneficiary b

To add a benefidary for a plan, click on the "Add
Individual' or "Add Trust’ button below the plan.

M CD / f 7\ C") 1 LIJ . To change, delete or view additional detail for a current

beneficiary, dlick on the beneficiary’s name.

2. Scroll down to view all ~ Plan Tvpe Employee Life

. . Plan Name | BASIC LIFE INSURANCE
information. tame
pe | Prirmary
Amount | 100.00%
You will have the option to Hame

print this screen by clicking th  amount s
Wt NAYGQ odzidz2

[ Add Indasdual | [ Add Trust |

Plan Type Defined Contribution
Plan Name  DC RETIREMENT PLAN - FIDELITY

| add indwidual | [ add Trust |

Plan Type | Disability
Plam Name | LTD INSURED PLAN

[ Add Individual | [ Add Trust |

iloes Tesmn | Drieadhibib % O PaQGS




