INTRODUCTION

URL TO EMPLOYEE SELF SERVICE: https://selfservice.williamson-tn.org

Employee Self Service (ESS) is the Munis® Self Service application created specifically for current
employeesWhen you update information in ESS, the updates also occur in the applicable Munis
programs.

For employees, ESS provides access to personal information including leave balances, as well
as pay and tax information.

Each employee has a valid MSS login to access the ESS application; username is first letter of
first name, last name and employee number, no spacing. Example: tjones1234

(first name is legal first name as printed on your social security card; employee number can be
found on county payroll check stub)

PASSWORDS:

The initial password will be the last four digits of your social security number. When you log into
the system for the first time you will be required to change your ESS password. The password
you choose will need to contain at least one capital letter, one lower case letter, one special
character (!, @,#,%,*,etc..) and a number.

The Change Password page indicates if the new password meets the enforcement criteria.

(The list of available MENU options varies from the pictures illustrated in the following
instructions due to the countyds use of the
be used in Munis.)

*$% Munis Self Service

Login
Home Before proceeding you must change your password.

Current password |

Citizen Self Service
New password

Uinacceptable

Employment Opportunities Password strength
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Vendor Self Service

Login
Home Before proceeding you must change your password.
Current password  ssssesss
Citizen Self Service
Mew password | ssssssss| |
Employment Opportunities Password strength  Acceptable

. Confirm new password
Vendor Self Service ?

MNew password hint

syste


https://selfservice.williamson-tn.org/

On the Change Password page, you must also enter a password hint. If you forget your
password, click the Forgot Your Password? option on the Login page. This causes the
application to send you an email message to your primary email address listed in munis that
contains your password hint.

&% Munis Self Service

Login
Home User name

’
melfiing "E::'. Munis Self Service

Citizen Self Service

Password .
Employment Opportunities LDgll‘l
Home Enter your user name in the textbox below and click
Vendor Self Service Forgot your password? “Retrieve Hint". An email containing your password hint
will be sent to you.
User name

Back to login screen Retrieve hint

Citizen Self Service
Employment Opportunities

Vendor Self Service
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If the password hint does not cause you to remember your password, click the link in the email

message to generate a new password. In this case, the Password Regeneration page displays

and when you select Initiate Password Regeneration, the application sends you an email with a
temporary password that you can use to log in.

In this case, you are forced to reset the password immediately upon login.



ESS HOME PAGE

The home page of the ESS application displays personal information, announcements, time-off,
and pay details. If you are a supervisor the page displays time-off details for all employees who
report to you. The Home page also provides a menu of the various options available within ESS.

The Home page menu varies according to your individual settings and permissions.
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Home

Employee Self Service
Benefits

Certifications
Credentials

Expense Reports
Pay,/Tax Information
Performance Evaluations
Personal Information
Substitute Teaching
Time Off

Time Entry

Training Opportunities
My Career

Employment Opportunities

Welcome to Employee Self Service

Announcements

Welcome to Employee Self Service. This is a customized general message for all users to see,

There will be a department meeting on Monday at 2pm.

Personal information

SULLIVAN, ABIGAIL
OMNE TYLER DRIVE
YARMOUTH, ME 04096

Phone Email
1955-555-5555,5 Email: meffring@tylertech.com

Time off

Projected Projected
Available Earned

Show time off taken
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Paychecks
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Contact

Request time off

Show current balances

Show paycheck amounts




REQUIRED READING:

When documents are added or other linked resources to ESS and are identified as required
reading, your Home page includes an announcement alerting you to the documents, and the
page includes a Required Reading section that includes the resource.

rR— B
%% Munis Self Service -
o Resources BISHOP-ELFRING, MAUREEN
Welcome to Employee Self Service “
Home A (1 You have documents that need to be read and acknowledged, — f——
Employee Self Service Announcements Contact
et Welcome to Employee Self Service, This is a customized general message for all users to see.

There will be a department meeting on Monday at 2pm.
Certifications

Credentials Required reading

Expense Reports = Performance Appraisal

- Employee Handbook — sff——

Pay/Tax Information
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In this case, when you select the required item, the program provides the View Document
option, and then an Acknowledge option.

Once you acknowledge receipt of the resource item, the acknowledgement is transferred to and

stored in Munis, and the document is removed from the Required Reading section of the ESS
home page.

ANNOUNCEMENTS:

The Announcements section displays announcements that have been entered in Employee Self
Service Administration.

Announcements | Contact |

Welcome to Employee Self Service. This is a customized general message for all users to see.

There will be a department meeting on Monday at 2pm.

If you have questions or comments regarding an announcement, or to submit an
announcement, click Contact to open your default email application with a message addressed
to your administration contact.



PERSONAL INFORMATION:

The ESS Home page provides a summary of your personal information and time-off history.

Personal Information provides your name, address, and contact information. A display of your
full profile, including your contact and hire information on the General tab, along with the

Contacts, & Tax form delivery, tabs providing additional details.

Personal information More

SULLIVAN, ABIGAIL

Personal Information

Home

Employee Self Service

Certifications

Credentials SN
222-22-

Expense Reports Active statu:
ACTIVE | Home

Personnel st

Pay/Tax Information
Employee Self Service

Performance Evaluations FULLTI
Benefits
Personal Information Edit
Certifications
Add/View Changes
Credentials

Job Information

Expense Reports
Pay/Tax Information
Performance Evaluations
Personal Information
Add/View Changes

Job Information

General Demographics Contact Dependents Tax form delivery

Name Email address Hire date
Benefits SULLIVAN, ABIGAIL  melfring@tylertech.com  12/3/2015
Employee 1D Alternate email address service date

Personal Information

General Demographics Contact Dependents

Name Email address
SULLIVAN, ABIGAIL melfring@tylertech.com
Ezl;pz\nyeg © Alternate email address
SSN
222-22-2222 Primary location
. FINANCE DEPARTMENT
Active status
ACTIVE Check location

LOCATION 0034

Personnel status

FULL TIME

Tax form delivery

Hire date

12/3/2015

Service date

12/3/2015

Original hire date

1/1/0001

Supenisor

MAUREEN BISHOP-ELFRING
Supervisor email
melfring@tylertech.com




To update personal information, click add/view changes on the Personal Information menu. You
will be directed to the Profile Changes page, select add a change in the upper right hand corner.

A drop down box will appear allowing you to select the type of change required. Make your
necessary changes and click the Save option. Once you have reviewed your changes, select
Submit.
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Add a Personnel Action

Home ™ Requested action type  TRAINING V]
Employee Self Service Add new
Benefits Type*

COMPUTER TRAINING ﬂ

Certifications
Employee Training Date*

Credentials 0171072017

Expense Reports m m
Pay/Tax Information m

Performance Evaluations
Personal Information

Add/View Changes
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When you click Submit, the action is submitted to the Payroll department for processing through
the Personnel Actions Entry program. Once the action is confirmed, it is posted to your
personnel record.

These same steps will be followed to make changes to the Contact tab as well. The Tax from
delivery tab will allow either the selection of email or self service only. Selecting self service only
will require you to log into self service system to obtain a copy of your W-2 at year end.



Paychecks:

The Paychecks section displays information for the most recent pay periods in which you received pay.
In the Tools section, options are available for simulating your paycheck and viewing W-2 and W-4 data.
For more on these functions, refer to the Pay/Tax Information section of this document.

For security purposes, year-to-date and last-paycheck earnings do not display initially. Click Show
Paycheck Amounts to show the dollar amount; click Hide Paycheck Amounts to hide the amount. Click
Details to display the Check Detail page.

Paychecks Show paycheck amounts
Previ heck Tools
Last Paycheck: 8/30/2016 revious paychecks paycheck simulstor
L ay
8/30/2016  S=  Details o ot o
R View last year's W2
Bi30/2018 === Change your W4
4
Year to date B L
y
Check Detail
SULLIVAN, ABIGAIL $4, 1 00-00 Tool
N ools
Overview Last Paycheck: 8/30/2016 Previous paychecks Paycheck simulator
8/30/2016  $4,100.00 Details Vi Last yaars w2
View last years W2
Check Date 8/30/2016 6 800 00 8/30/2016  §100.00  Details Change vo W
Change your W4
Pay Period 8/15/2017 - 8/30/2017 $ (] .
Check Number 1030 Year to date
Check Status
Gross Pay $4,100.00
Net Pay $450.99
Pay Breakdown
Pay Type Hours Rate Amount
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EMPLOYEE SELF SERVICE MENU

The menu includes the following options: Certifications, Pay/Tax Information, Personal
Information, Time Off.

(The list of available options varies from the pictures illustrated in the following instructions due

to the
Munis.)
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Home

Employee Self Service
Tasks

Benefits

Certifications
Credentials

Expense Reports
Pay/Tax Information
Performance Evaluations
Personal Information
Position Transfer
Substitute Teaching
Time Off

Time Entry

Training Opportunities
My Career

Employment Opportunities

countyds use of the system

Welcome to Employee Self Service
| Evaluation Tasks is due on January 27, 2017. You have completed 0 out of 0 required tasks.
Announcements

Welcome to Employee Self Service. This is a customized general message for all users to see,

There will be a department meeting on Monday at 2pm.

Personal information

SULLIVAN, ABIGAIL
OMNE TYLER DRIVE
YARMOUTH, ME 04096

Phone Email
$555-555-5555,8  Email: melfring@tylertech.com

Time off

Projected
Available

Projected
Eamed

Show time off taken
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Paychecks
Previous paychecks Tools
Last Paycheck: 8/30/2016 payd Paycheck simulator
- Sae— Faycheck simulaior
8/30/2016 Details
_ I i View last year's W2
8/30/2016 “—=_ Details Change vour W4
Year to date

contrast

Contact

Reguest time off

Show current balances|

Show paycheck amounts




CERTIFICATIONS:

Certifications displays a list of your education or training certifications. This list includes the
certification type, area, level, number, and effective and expiration dates.
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Certifications

(i Type Area Level Number Effective Expires

ERREEEES EDUCATION MATH 1/1/2013 12/31/2020

Tasks EDUCATION MATH 1/1/2010 4/1/2016

Benefits

Certifications

PAY/TAX INFORMATION:

Pay/Tax Information provides current payroll and payroll history details. The payroll history is
stored in the Munis Employee Pay History program. If you are a supervisor and you have the
appropriate permissions, you can view information for any employees who report to you by
selecting a name from the Employee list.
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Pay/Tax Information

foms ~ Showing pay checks for the last 6 months
Employee Self Check Date Pay Period Status Gross Pay Net Pay
Service
8/30/2016 8/15/2016 - 9/30/2016 $100.00 $14.37
Benefits
8/30/2016 8/15/2017 - 8/30/2017 £4,100.00 $450.99  Details
Certifications
Credentials
Expense Reports
Pay/Tax
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10

When you click Details, the program displays the Check Detail page, which contains the pay
advice information for the check. You cannot modify pay or tax information; it is display only.

The following are listed under the Pay/Tax information menu

YTD Information

0t 9
e tyler B &
Check Detail 1
Return to pay/tax information
Home
SULLIVAN, ABIGAIL
Employee Self
Service Overview
Check Date 8/30/2016
Benefits ek b /3072
Pay Period 8/15/2016 - 9/30/2016
Cetifications Check Number 1025
Credentials Check Status
Expense Reports Gross Pay $100.00
Net Pay $14.37
Pay/Tax
Information
Pay Breakdown
Rilioematoy Pay Type Hours Rate Amount
w-2 AMT SUBTR 0.00 $0.00 $100.00
1099-R Total $100.00
1095-B
Deductions
1085-C -
Deduction Type Amount

The Year-to-Date Information page contains a cumulative view of payroll figures for a specific

year.
= tyler

Home

Employee Self
Service

Benefits
Certifications
Credentials
Expense Reports

Pay/Tax
Information

YTD
Information

W-2

1099-R

Year-to-Date Information

vear: 2017|v|

Overview

Gross YTD Earnings $6,800.00
Earnings

HOURLY TM $6,350.00
VAC TIME $350.00
AMT SUBTR $100.00
Deductions

DELTA DENT §70.00
FED TAX $1,423.08
STATE TAX $477.50
PARA DUES $30.00
CUST DUES §12.50
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W-2 and 1099-R

The W-2 and 1099-R pages display information regarding federal and state taxes and
withholdings. This information is drawn from the Munis W-2 and 1099-R programs.

s N
= tyler B &
W-2 Information A
Home ~
Employee Self
Service SYLVIA HARMON
Manager Self Service YEAR: 2005 SEC: 0
11 SPRING STREET ANYTOWN, US 12345
Benefits
RETIREMENT Vi
Certifications DEF COMP
Credentials 3RD PARTY SICK
Expense Reports STATUTORY EMPLOYEE
DECEASED
Pay/Tax
Information
Wages and Tax
¥TD Information GROSS TAX
w-2 FIT $33,230.12 $2,072.35
1099-R FICA £34.750.06 52,154.42
MEDICARE £34,750.06 3503.85
1095-B
SIT-MA £33,23012 $1,399.78
1095-C
W-4
DEP CARE $0.00
WWNM/&WMU»MWMWQVWWW
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W-4

The W-4 page displays your current W-4 deduction information. To update this information, click
Edit, enter the new information, select the confirmation check boxes, and then click Submit.
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W-4 Information

Home

FEDERAL | yw_4 Information
Marital status

MARRIED | FEDERAL
Marital Status

Employee Self Service

Tasks Exemptions
0 MARRIED v

Benefits Additional amoi| If you are married but would like to withhold at the higher single rate, select "Single”.

Certifications $100.00000 exemprions

0
Credentials
Additional Amount ($)
MAINE
Expense Reports Marital status | | 100:00
Pay/Tax Information MARRIED O If your last name differs from your social security card, check here. /
Exemptions [JUnder penalties of perjury, | declare that | have examined these changes, and to the best of my knowledge and belief, verify that they are correct and complete,
YTD Information 0 MAINE
Additional amoy p4arital Status
w2 $25.000000 |00 ¥
[
1099-R If you are married but would like te withhold at the higher single rate, select "Single”.
1095-B Exemptions
o
1095-C Additional Amaunt ($)
w-4 15.00

[T11f your last name differs from your social security card, chack here. /

[JUnder penalties of perjury, | declare that | have examined these changes, and to the best of my knowledge and belief, verify that they are correct and complete.

W-4 changes must be approved and processed by the Payroll department. When you submit
changes, ESS displays a confirmation indicating that your change request has been submited
for approval.

W-4 Information

0 Your W4 information was submitted for approval,
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Paycheck Simulator

The Paycheck Simulator simulates adjustments to your pay, tax, or deductions to demonstrate
how the changes would affect your total pay. It does not permanently alter your pay records.

o tyler
Paycheck Simulator
Home Pay cycle: Iﬂ Switching deduction cycles will reset the entire page.
Employee Self Service .
Py Pay Details
Tasks Job Pay . X
DIRECTOR OF FINANCE PaYCheCk Simulation
Benefits R HOURLY TIM ] — 1
Home This is an estimation of your pay based on the information you have entered.
e DIRECTOR OF FINANCE AQUNT SUBT| i . _
(FDIR) BASE(899) | Employee Self Service Current  Simulation
it s Gross Pay 100.00 4100.00
Tasks
Marital Federal Tax 0.00 798.62
Expense Reports Benefits State Tax 0.00 283.15
Federal Tax  MARRIED
Pay/Tax Information R Local Tax 0.00 000
¥/T Certifications
»> . » Staielse.,  MARRED gy pe | FICA 0.00 0.00
Credentials Medicare 000 0.00
. Other Deductions 7125 2106.25
Total Compensation Expense Reports
401K Net Pay 1437 450,99
Direct Deposit Pay/Tax Information
Loan Information ¥YTD Information m
Performance Evaluations m m w-4
Paycheck Simulator

To simulate changes to your paycheck, select the pay cycle for which to simulate a change,
enter the change values, and click Calculate. The program displays the updated amounts
based on the simulated adjustments.
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PERSONAL INFORMATION:

When you click Personal Information on the menu, ESS displays your personal information, and
allows you the opportunity to update the information directly from ESS.
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Home

Employee Self Service
Benefits

Certifications
Credentials

Expense Reports
Pay/Tax Information

Performance Evaluations

Personal Information

Employee Profile
Add/View Changes
Job Information
Substitute Teaching
Time Off
Time Entry
Training Opportunities

Employment Opportunities

% Munis Self Service

Personal Information

Address / Email change f——

- ]
-

Resources  ABIGAIL SULLIVAJ

ONE TYLER DRIVE,

Home Address YARMOUTH, ME 04096

Email melfring@tylertech.com

Alternate Email

Tax Form Delivery Options change 4

W-2 Delivery Method Email

1095 Delivery Method Mail l
Telephone Add Telephone Numb
Type Description Number Unlisted

PRIMARY HOME PHONE 555-555-53555 No Change
Dependents Add Depende:

Mo Dependent information to display.

Emergency Contacts

Add Emergency Caontal

No Emergency Contact information to display.

©2016 Tyler Technologies, Inc.

To update personal information, click add/view changes on the Personal Information menu. You
will be directed to the Profile Changes page, select add a change in the upper right hand corner.
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You cannot update the Demographic Information and DOE Race information. To update this
information, contact the Human Resource department.

Use the Add/View Changes option on the menu to review pending or previous changes to your
profile, or to initiate a new change.

™

"E::!. Munis Self Service

Resources  ABIGAIL SULLIVAN

Profile Changes

Home A Profile changes in progress Add a change
q Action Request date Status Documentation
Employee Self Service <
Benefits Historical profile changes
) . Action Request date Posted date
Certifications
BEMEFIT CHANGE 2/15/2016 2/15/2016

Credentials

Expense Reports
Pay/Tax Information
Performance Evaluations
Personal Information

Employee Profile

Add/View Changes
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When you select Add a Change, the Requested Action Type list provides the available action

h

'°§::?. Munis Self Service

Resources  ABIGAIL SULLIVAN

Add a Personnel Action

Home "™ Requested action type . EMERGENCY GONTACT CHANGE|v|
Employee Self Service EmergencyContacts
Add new
Benefits
Contact Name* Delete
Certifications Andrew Sullivan
) Contact Telephone®
Credentials

555-555-5555|

Expense Reports
Pay/Tax Information
Performance Evaluations
Personal Information
Employee Profile

Add/View Changes

NI i T s T

Make your necessary changes and click the Submit option.



