
1. In your internet browser type https://monroewi.munisselfservice.com/

***Please use Google Chrome.*** 

2. Click on the Log in icon

3. Enter your username (aka: Employee #) and password
a. Click Log in
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4. You will be directed to the Employee Self Service tab which has the following sections: Announcements, 
Personal Information, Time Off, Paychecks, and to the far right of the screen lists all other areas of ESS. 

 

 

a. Announcements – This area is used by the Personnel Department to post various announcements 
for employees. Please be sure to check this area each time you log in to ensure you don’t miss out on 
any needed information. 

 

b. Personal Information – This area lists your name, address, phone number, and email address.  
***Monroe County is paperless when it comes to paystubs. Whatever email address is listed in ESS is 
where your paystub will be emailed each payroll week. Your emailed paystub is a password protected 
PDF. The password to access your paystub is the last 4 digits of your social security number.***
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c. Time Off – This area shows your current accrual graphs. They are listed separately and are color 
coded (small colored square next to title). The graph indicates your current available balances as well 
as what you’ve accrued year to date. When you take time off it will be indicated by a color coded 
square in the calendar graph as shown below.  

 

d. Paychecks – This area lists your last 5 paychecks. If you click on the blue Details link it will take you to 
an overview of your paycheck information. If you click on the small camera icon next to the Details 
link it will take you to your exact paystub which is also emailed to you each payroll week. You will 
also note there is a Tools area to include: Paycheck simulator, View last year’s W2, and Change your 
W4; these areas of ESS are explained later in this guide but can be accessed from this area as well. 

***DON’T FORGET! ***Monroe County is paperless when it comes to paystubs. Whatever email address 
is listed in ESS is where your paystub will be emailed each payroll week. Your emailed paystub is a 
password protected PDF. The password to access your paystub is the last 4 digits of your social security 
number.*** 
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5. Life Events - This is an area that we are currently not utilizing. 

 

 

6. Certifications - This is an area that we are currently not utilizing. 

 

7. Pay/Tax Information - has the following subset areas: YTD Information, W-2, W-4, and Paycheck 
Simulator. When you initially click on Pay/Tax Information you will see your basic pay information for the 
present year with the option to select past years’ history from the dropdown in the upper left hand corner. 

***Clicking on the blue Details link at the end of each line will take you to a basic overview of each paycheck 
listed.***  
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a. YTD Information – When you click on YTD (Year to Date) Information you will see your gross 
earnings and deductions for the present year with the option to select past years’ history from the 
dropdown in the upper left hand corner.  

 

 

b. W-2 – When you click on W-2 you will see your W-2 information with the option to view your W-2 
image as well as select past years’ W-2 history from the dropdown in the upper left hand corner. 
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c. W-4 – When you click on W-4 you will see your current W-4 status and exemptions. This area allows 
you to edit your status and exemptions selected for both Federal and State by simply selecting the 
blue Edit link at the bottom of the screen. 

***All W-4 edits must be submitted prior to 12pm on the Friday before payroll week in order to be 
effective for that payroll.*** 

 

d. Paycheck Simulator – When you click on Paycheck Simulator you will see your basic earnings, hours, 
and deduction information with the option to edit each field. Make your desired changes and select 
Calculate to view a side by side of your original pay calculation and your anticipated pay calculation 
based on the changes you made prior to selecting Calculate. (example image shown below – only 
change was: from Single-0 to Married-1 for W-4 status and exemptions) 

***Changes made in Paycheck Simulator do not change any of your actual settings; this is just a 
simulation to give you an idea of how those changes would affect your pay.*** 
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8. Personal Information – When you click on Personal Information it will bring you to the General tab. 
a. General – When you click on General you will see some of your general employment information to 

include the following: 
***There is an Edit link on this screen; when clicked you can only edit your email address and your 
preferred name. Be mindful that whatever you list as your email address in this area is where your 
paystubs will be emailed. *** 

 

 

b. Contact – When you click on Contact you will see your current Address and telephone number. Each 
section does have a blue Edit link where you can update your information. 

***If you edit your address through ESS please also inform the Personnel Department of this change so 
that your address can be updated in any other needed area.*** 

 

 

c. Dependents – This is an area we are currently not utilizing. 
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9. Time Off – has the following subset areas: My Requests and Request Time Off. When you initially click on 
Time Off you will see an overview of your current time off accruals. 

***Each accrual is listed as a blue link; if you click on the accrual title it will take you to your history for the 
present year and also allows the option to view past years’ history by selecting from the dropdown in the upper 
left corner. (example image is shown below)*** 

 

 

 

a. My Requests – When you click on My Requests it will show all of your current accrual balances for 
the year as well as a list of any accruals you have Taken or have requested to take. 

***This is the area of ESS where you have the option to Cancel a time off request by selecting the Cancel 
link at the end of the accrual line.*** 
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a. Request Time Off - When you click on Request Time Off it will show you Step 1 of 4 of the Request Time 
off Area 

i. Step 1: Select Dates – During this step you select from the calendar what day you would like 
to request off. Once selected the day will be highlighted yellow and you can select Continue. 

 

 

ii. Step 2: Select Type – During this step you select what type of accrual you will use for this 
requested time off. Once selected you can select Continue.  

 

 

iii. Step 3: Partial Day Requests – During this step you enter the amount of time off you are 
requesting. Time off accruals can only be entered in half-hour increments. Once you have 
your time entered you can select Continue. 
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iv. Step 4: Additional Information – During this step it will give you an overview of the 
information you already entered in the previous steps as well as the option to type in a 
Comment or select a reason from the dropdown. Once you’ve entered your desired 
information you can select Make Request which will notify your supervisor of your Time Off 
request and allow them to either approve or deny the request. 

***A comment and/or reason are optional features. Note: all comments will print on pay 
stubs.*** 
***Requesting Time Off through this area will automatically upload the time onto your 
timesheet.*** 

 

 

10. Time Entry – This is the area of the system where you will enter and account for your time worked and 
only has one subset area: Enter Time. When you click on Time Entry it will automatically take you to the 
Enter Time screen as shown below. 

 

 

 

 
Page 10 



a. To enter time for the day you must first select from the row of pay codes listed on the far left side of 
the screen. These pay codes indicate what type of pay you are entering. Once you have the correct 
pay code figured you will select the box on that pay code row for the date you wish to enter time for. 

 

 

b. Now you must enter your time for the day (example shown below). Be sure to account for your lunch 
break if necessary. 

***When entering any time over a solid hour you must enter a colon: and then the remaining 
minutes.*** 

 

 

c. Once your time has been entered, select Add Line Item which will calculate and give you a total 
number of hours worked for the day in the pay code date box. 
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d. If your time has been entered correctly you are now able to select Save for later in the upper right 
corner. Once Save for later has been selected you should see a green circle with a white checkmark 
in the upper left corner under the Enter Time title. 

 

 

e. Per your department’s submission policy, you would now be able to select Submit in the upper right 
corner which then sends your timesheet to your supervisor for review and approval. Once you’ve 
selected submit you should see a ‘Your time has been submitted’ message with a green circle and 
white checkmark in the upper left corner under the Enter time title, as well as seeing that each box 
you have time entered in will now have a grey circle in the upper right hand corner. 

 

 

f. Once you supervisor has approved your time the grey circles in each box will turn into a green 
checkmark and you will also receive a confirmation email. 
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Time Entry Tips and Tricks 

• If at any point prior to your supervisor approving your time, you can edit your time entered by simply clicking 
back into the box and then selecting Edit. Once you make your desired changes be sure to go back through the 
above listed steps for saving your time. 

 

• Overtime and comp time fall off and are entered at the end of your work week only when over 40 hours 
worked. 
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• Accruals can be entered directly onto the timesheet BUT can only be cancelled (deleted) by going through the 
Time Off - My Requests area and selecting cancel. This same idea applies if you’d like to edit your Time Off 
accrual time entered; you must first cancel the request and then re-enter the desired accrual amount. 

 

 

• If you want to directly enter your accrual time onto your timesheet, you would click in the appropriate pay code 
date box and enter the total amount of accrual time directly into the pay code date box as shown below. Again 
reasons and notes are optional features but give your supervisor a heads up to why you need the time as well 
as a good reminder to you when looking back as to why you used the time. 
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