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ESS Payroll Approval Process

When your staff has completed and submitted their payroll for approval through Time Entry in ESS to
you, their Supervisor, you will be notified via:

(1) Email and/or through

Arrange by Date = Mewest on Top

/| noreply@munis.com W

Employee Time Sheet 10:10 AM i

(2) MUNIS Approvals on your Home Screen

ﬂ'_ — Monroe County, WI - Live
l Programs Menu Centrals
Notifications 59 (0 Unread)
[Search Ql ®
%ﬁ a) [3 [:=] Approvals 0 (0 Unread)
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Log into ESS from your internet web browser at https://monroewi.munisselfservice.com/

Click on the menu option Time Entry. Your screen should appear similar to that shown below.

Under Pending Timesheets for each employee on each week click View.

o tyler

technologies

Pending Timesheets

Home
1202112014 - 1212712014 Emplayee Self Service
GARVIN, MARGARET G VETERAN SERVICES OFFICER 40.00 View
KITTLESON, KENNETH O PERSONNEL DIRECTOR 40.00 View Certifications
OSTERBERG, TINA S FINANCE DIRECTOR 40.00 View
Pay/Tax Information
120.00
12/28/2014 - 11312015 Personal Information
GARVIN, MARGARET G VETERAN SERVICES OFFICER 40.00 View
KITTLESON, KENNETH O PERSONNEL DIRECTOR 40.00 View UL
OSTERBERG, TINA S FINANCE DIRECTOR 47.00 View _
Time Entry
127.00

Enter Time


https://monroewi.munisselfservice.com/
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Your screen should appear similar to that shown below.

Carefully review the time submitted by your staff person, you may have access to Edit if allowed, then
click Mark this week as approved.

Approve time off for OSTERBERG, TINA S FINANCE DIRECTOR

o Approving 0 out of 87.00 from 12/22/2014 to 11212015 | Mark this week as approved |Fdit  ([ETEag)

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Nov 2014 Jan 2015
12121 12122 12123 12124 12125 12126 12127 gipmied  Avmord

prior week next week

Your screen will appear similar to that shown below.

The screen will indicate the number of hours approved for this period. Green check mark approval
indicators will also populate on the screen.

Click on the o arrow to return to the main Time Entry screen.

Each week needs to be reviewed and approved individually.

Approve time off for OSTERBERG, TINAS FINANCE DIRECTOR

o Approving 40.00 out of 87.00 from 12/22/2014 to 1/2/2015| Mark this week as skipped  Edit  ([[ETEad)

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1221 12022 1223 1224 1225 12026 12127  suped  Avproned

Nov 2014 Jan 2015

prior week next week

v v v v v

When the staff person’s time has been approved for processing it will disappear from your Time Entry
screen. When completed, your screen will appear similar to that shown below — with no Pending
Timesheets showing on the screen.

Pending Timesheets

Home

Employee Self Service

Viewledit timesheet for [ANDERSON, LINDA M (ROLLING HILLS ADMINISTRATOR) v

Certifications
PayiTax Information
Personal Information

Time Off
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