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Employee Self Service Overview

Employee Self Service (ESS) is the Munis Self Service application created specifically for
employees to access information from and store information in the Munis HR/Payroll

programs.

For employees, ESS provides access to personal information, pay and tax information,
benefits, as well as training, certification, and performance information.

ESS User Interface

The ESS user interface is designed to make employee information accessible in a user-friendly
format. Each page of ESS provides the basic information for a selected option, with access to

additional detail or change pages.

Accessing MUNIS Employee Self Service — for Training Purposes

1. From the Internet, type (https://murfreesboro.munisselfservice.com).

ml & http://hceaglews/MSSTrain/Default.aspx L~-c

File Edit View Favorites Tools Help
- v [ o= v Page~v Safetyv Tools~ @@~ [ O

2. City of Murfreesboro Munis Self Service page will appear.

MUNIS Self Service, Version 10.5

Welcome to MUNIS Self Service, Version 10.5

Do not log into the Vendor Self Service or Citizens Self Service. These are
not employee modules.
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Logging In to MUNIS Self Service

1. Click the Log In link located above the gray bar on the top right-hand side
of the screen.

Login -

User name Training

[ |

Password

Forgot your password?

2. Enter your Employee Name (First, middle initial, last) as your User Name.

Login Home

User name Training
|"Emp|oyee Number" For example: 537 |

Password
LI LT ) |

Forgot your password?

3. Users will use the last 4 digits of their Social Security Number as their
password the first time they enter the system. The first time you enter the
system, you will be prompted to change your password.

4. Click Log In.
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Login .

Before proceeding you must change your password.
Training

New password must be at least 8 characters long, contain at

least 1 numeric character, contain at least 1 non-

alphanumeric character and contain at least one uppercase

character and one lowercase character.

Current password ( |

New password | ‘

Password strength Unacceptable

Confirm new password | ‘

New password hint |

You will then be asked to change your password. Itis STRONGLY recommended that
you use the same password that you use for signing into your computer login (assuming
you have a username and sign-on already).

Login rome

Your password has been successfully changed. -
Training

Once you successfully change your password, click continue.
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DOE, JOHN -

MUNIS Self Services - Training _

Employee Self Service

This will then bring you to the Home page and your name will appear in the top right corner!
Click Employee Self Service to access your personal information.

DOE, JOHN -

MUNIS Self Services - Training

Employ% Self Service

Click Employee Self Service.
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ESS Home Page

The home page of the ESS application displays personal information, organizational
announcements.

RUSSELL, PAMELA J ~

Welcome to Employee Self Service ks

Announcements
_ Employee Self Service

Welcome to the Murfreesboro Employee Self Service home page. Please, take a moment to review your personal

information. Please notify payroll of any necessary changes. Address changes to this site will not result in a medical Certifications
provider address change. You will need to contact your provider or stop by human resources to request that change. Thank

youl

Pay/Tax Information

Personal information View profile Personal Information

Paychecks Show payoheck amounts

Tools
Paycheck simulator
Previ hecks
“ e - View last year's W2
Year to date Wiew your W4

Paychecks and Pay/Tax Information

The Paychecks panel or Pay/Tax Information displays information for the most recent pay
periods where you received pay. You can view the Paycheck Simulator, Year-to-Date
Information, or W-4 Information. W-2 information will be available in 2017 for the year 2016.

Please note this is a snapshot of your leave. Kronos is your offical record of
leave balances.
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When paychecks have been processed and made available you can view a copy of your
paycheck stub.

City of Murfreesboro
P.O. Box 1139

= 111 West Vine Street
TRESMAMBERERESCRE Murfreesboro, TN 37133-1139

JANE MARY DOE DIRECT DEPOSIT

123 MAIN STREET

MURFREESBORO, TN 37190 NON-NEGOT'ABLE

Advice Amount $2,207.90 |

Emp No Employee Name Dept. Advice Date Type Advice No.
1000 JANE MARY DOE 10118007 01/22/2016 MISC CITY 1023
Zarnings Rate Days/Hrs. Current YTD Deductions Current YTD
BASE 33.5627 60.00 2,013.76 4.530.96 CITY FICA 182.71 430.35
OT 1.5 51.2211 10.00 51221 1,677.49 CG MEDICARE 4273 100.65
VACATI 33 5627 750 251.72 251.72 FSA 46.15 9230
01712116 HEALTH INS 3559 T1.18
HOLIDA 33.5627 7.50 251.72 503.44 DEL DENTAL 641 12.82
0171516 WVISION 287 5.74
Ex LIF &.60 8.60 CG FED WH 43205 1,198.10
CT 1.0 151.03 UNITED WAY 5.00 10.00
WVOL LF BW 9.00 18.00
SPWVOLLIFB 9.00 18.00
DEPOSITS:
DIRECT DEP 1,907.80 4,557.50
REGIONS BANK
CREDIT UNION 300.00 600.00

Paycheck Simulator

The Pay Check Simulator allows you to simulate adjustments to your pay, tax, or deductions to
see how the changes would affect your total pay. The program does not permanently alter your
pay records.

To use the simulator:
1. Select the pay cycle for which you are simulating a change.
2. Enter the pay, tax, or deduction changes.
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Haodna

Employes Seil Service

Expenss Repors

Paycheck Simulator

ACCOUNTANT
m HOOS 418

YT Information
wW.Z2

W

e

Tostal Cmﬂ&ﬂ”[lml
Personal Infodmation
T OFF
Tima Entry

Trainkvg Dpporiunties

itching deduction cycles will reset the entire page.

Pay Details

Job Job Description Pay Pay Description Hours HRate Armaoumt
100  REGULAR PAY 7750] | 4az4z1| | po0| | 342876

Masital Exemplions

Federal Tax  [SINGLE vl 2|

State Tax  [SINGLE v [ 9

Local Tax [ w [I!

Deductions

De:crlpﬂrm Amount

DIRECT DEPOSIT 2  Gonon]

WRS-GENERAL EMPLOYEE T 24001

ICMA, FLAT AMOUNT 90026

PRETAX FLEX MEDICAL [ nn]

HEALTH INSURANCE PRETAX [ 1304

Caleulste I |

3. Click Calculate.
The program displays the new adjusted amounts.

Paycheck Simulation

This is an estimation of your pay based on the information you have entered.

Gross Pay
} Federal Tax
Stale Tax
Local Tax
FICA,
Medicare

Other Deductions

MNet Pary

Current  Simulation
364997 3428.T6
35Tm M358
13504 12424
o.oo o.o0
22393 Fa sl
5237 4916
179403 177854
1087 59 923.05

4. Click Return to return to the Paycheck Simulator page.
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