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In your internet web browser type https://monroewitrain.munisselfservice.com/ 
[image: ]Click Enter.




[image: ]Your screen should appear similar to that shown below. Click Login.






Your screen should appear similar to that shown below.
Type in your User Name (HINT:  Employee Number)
Type in your Password. The first time you Login your Password is the last 4 digits of your social security number. You will be prompted to change your password once you have accessed the system.
Please keep track of this unique Password in a safe place, other county staff will not have the ability to assist in resetting or recovery of your Password.
[image: ]Click Log in.           









Your screen will appear similar to that shown below. To change your password in the future,
click on the [image: ]       next to your name at the upper right hand area of your screen. 
[image: ]








Your screen will appear similar to that shown below.
[image: ]Click on My Account.






Your screen will appear similar to that shown below.
[image: ]Click Change Password.








Your screen will appear similar to that shown below.
Enter your new Password information, your Password Hint and click on Change.
(The first time you do this process, your current Password is 1234)
[image: ]












You will then get a message letting you know that your Password has been successfully changed.
Click Continue.

[image: ]









Your screen will appear similar to that shown below. Click Employee Self Service.
[image: ]





[image: ]A screen, with your specific information, will appear similar to that shown below.





















To enter your hours for bi-weekly payroll, click on Time Entry from your Menu options. 
[image: ]











Your screen will then appear similar to that shown below.
Click on Enter Time from your Menu options. 
[image: ]













Your screen will then appear similar to that shown below.
[image: ]TIP:
Click on the back arrow             to return to the previous screen.
[image: ]

























To begin entering hours for payroll processing, ensure that you are entering hours on the correct weekly calendar. You can click back or forward by clicking the hyperlinks at the top of the page.
[image: ]



Per WI law you will be REQUIRED to enter your Hours, TIME IN and TIME OUT for each EARNINGS TYPE on EACH DAY.
To begin, click directly onto the date column for the Earnings Type row for which you are entering earnings.
Your screen will appear similar to that shown below.
[image: ]

EXAMPLE:  Typical 8 Hour day with ½ hour unpaid lunch.
	Click on the appropriate Date column, Regular Hours Hrly row.
	Enter Hours, TIME IN and TIME OUT, then click Add Line Item.
Hours will calculate and populate the required fields. You can Edit or Delete if needed.
[image: ]


EXAMPLE:  Typical 8 Hour Vacation Day
	Click on the appropriate Date column, Vacation Taken row.      
Enter Hours, then click Add Line Item.
Hours will calculate and populate the required fields. You can Edit or Delete if needed.
[image: ]

Your screen will appear similar to that shown below.

[image: ]












EXAMPLE:  8 Hour Day, with 2 Hours Sick Leave
Click on the appropriate Date column, Regular Hours Hrly row.
Enter Hours, TIME IN and TIME OUT, then click Add Line Item.

[image: ]








THEN:
Click on the appropriate Date column, Sick Leave Taken row.      
Enter Hours, TIME IN and TIME OUT, then click Add Line Item.
Hours will calculate and populate the required fields. You can Edit or Delete if needed.
[image: ]











[image: ]Your screen will appear as shown below.










EXAMPLE:  Typical 8 Hour Holiday
	Click on the appropriate Date column, Holiday 1.0 row.      
Enter Hours, then click Add Line Item.
Hours will calculate and populate the required fields. You can Edit or Delete if needed.
[image: ]



Your screen will appear similar to that shown below.
[image: ]






[image: ]


EXAMPLE:  8 Hour Day, with 6 Hours Comp Time Earned
Click on the appropriate Date column, Regular Hours Hrly row.
Enter Hours, TIME IN and TIME OUT, then click Add Line Item.
[image: ]


THEN:
Click on the appropriate Date column, Comp Time Earned row.
Enter Hours, TIME IN and TIME OUT, then click Add Line Item.
	Hours will calculate and populate the required fields. You can Edit or Delete if needed.

[image: ]










For week 1 of the pay period, your sample screen would appear similar to that shown below:
[image: ]
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Mileage and Meals:

To enter Mileage or Meals click on the date for entry and enter the $$$ amount to be submitted in the field indicated as Hours or Amount, as shown below. Then click Add line item. 

Mileage:
[image: ]




Your screen will then appear similar to that shown below.
[image: ]




Meals:
[image: ]




[image: ]





After completing time entry for week 1 of the pay period, click Save for later.

[image: ]




THEN:
Click next week to advance the calendar for the next weeks’ hourly payroll entry.
[image: ]


Your screen will appear similar to that shown below.
You can click Copy from previous week to autofill your weekly hours. 
[image: ]
CAUTION: When utilizing this option it is CRITICAL you review your time entry and ensure that it is updated and accurate prior to submitting it for payroll processing!!!!!


Utilize the Edit and/or Delete buttons to modify time entry for accuracy.

[image: ]






A copied and then modified payroll entry may look similar to that shown below.
[image: ]













[image: ]













After completing time entry for week 2 of the pay period, click Save for later.
The system will then indicate that your time has been saved. 
[image: ]




When you have completed and saved your time entry for the complete 2 week pay period, click Submit to forward it on for approval and processing. 
[image: ]
The system will indicate with a           that your time has been successfully submitted.

[image: ]






[image: ]

[image: ]







Supervisor Approval:
When you staff has submitted their ESS Time Entry pay information to you for approval, you will receive an Outlook email notification and a MUNIS Approval Notification.
Outlook:
[image: ]


Munis:

[image: ]








From the ESS Time Entry you will see your staff Pending Timesheets to be Viewed and Approved.
Click on the View hyperlink. 
[image: ]








As the supervisor you may Edit if necessary, then click Mark this week as approved. 

[image: ]









Once Approved the screen will appear similar to that shown below.
Click Submit for final processing. 
[image: ]









The record will then disappear from your Time Entry screen.
Staff records can be retrieved for review or editing by selecting them from the dropdown menu similar to that shown below.
[image: ]

Exit Tyler ESS by selecting Log Out from the drop down menu accessed by clicking on your user name at the top of the screen as shown below. 

[image: ]
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