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In your internet web browser type https://monroewitrain.munisselfservice.com/  

Click Enter. 

 

 

 

 

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. 

Click Log in.            
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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 the last 4 digits of your Social Security #) 

 

 

 

 

 

 

 

 

 

 

 

 

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

Click Continue.  

 

 

 

 

 

 

Your screen will appear similar to that shown below. 

Click on the Employee Self Service hyperlink.  
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After clicking Employee Self Service from the Menu located in the margins of your screen, your specific 

information similar to that shown below will appear. 
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To enter your hours for bi-weekly payroll, click on Time Entry from your Menu options.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Your screen will then appear similar to that shown below. 

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

(For instruction on Time Entry please refer to separate document.) 

Click on the back arrow             to return to the previous screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To return to the Home screen, select Home from the drop down menu by clicking on your user name as 

shown below.  
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From the Employee Self Service screen: 

You can click on the View Profile button on the Personal information tab, you will see your unique 

demographic screen similar to that shown below.  
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To submit changes to your Employee Profile click on the Return to Personal Information hyperlink.  

 

 

 

Your screen will appear similar to that shown below. Updates can be submitted by clicking the various 

highlighted hyperlinks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the Menu option to return to Employee Self Service 
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When clicking on the Request time off button on the Personal information tab or from the menu, you 

will see the current calendar to indicate dates for you wish to request time off, similar to that shown 

below.  

 

 

Step 1: Select the dates you wish to request off, click Continue. 

The Approver will receive your Request and you will be notified when your request has been processed. 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Select the Type of time off you are requesting, click Continue. 
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Step 3: Review and confirm the dates and hours of time off you are requesting, click Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Review your request, click Change to modify it, click Cancel to discontinue,  

or click Make Request to submit it for approval.  
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In the Time off section, you can also view numerical and graphical displays of the amounts of Time off 

either Requested or Taken by clicking on either option here. 

 

 

 

 

 

 

 

 

From Pay/Tax Information on the Main Menu or in the Paychecks section here you can: 

*View paycheck and amounts 

*Use the Paycheck simulator 

*View last year’s W2 

*Request a change to your W4 

 

 

 

 

 

 

 

Views: 

Show Paycheck Amounts: 
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Paycheck Simulator: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

View Last Year’s W2: 
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Request a Change to Your W4: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check Details and Image:  Click on the Details hyperlink to view paycheck details.  

 

 

 

 

 

 

 

Click on the camera icon                   to view an image of your paycheck. 
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To view the Employee Time Off Calendar click View Calendar 

Once requests have been made, they will populate under the appropriate Time Off tabs. 

Supervisors will review and process approvals under the Employee Requests tab. 

 

 

 

 

 

 

 

 

 

 

 

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.  
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