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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 

employees. When 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 countyôs use of the system in contrast to ALL available options that could 
be used in Munis.)  
 
 

 

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


2 
 

  

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. 
 
 
 

 

 

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. 
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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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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. 

 

 

 

 
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.  
 

 

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. 
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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.  
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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.  

 

 

 

 

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. 
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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. 
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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 countyôs use of the system in contrast to ALL available options that could be used in 
Munis.)  
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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. 
.  
 

 

 

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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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  

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

 

 

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. 
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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. 
 
 

 

 

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.  
 
 

 

 

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.  

 

When you select Add a Change, the Requested Action Type list provides the available action 
types.   

 

Make your necessary changes and click the Submit option.  

 

 


