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Marinette County, WI

What is Employee Self Service (ESS)?

Employee Self Service (ESS) is the Munis® Self Service application created specifically for current
employees and job applicants. For employees, ESS provides access to personal information, pay and tax
information, benefits, employee expense reports and time entry.

Important Go-live information
Dates to note:
e 6/19/16 —7/2/16 - Time Entry and employee expense reports will be entered thru ESS
e 6/23-6/24/16 — Open lab days available in training room — schedule with Krista Goldschmidt
e 7/1/16 (End of day) — Managers/Department heads should have timesheets approved and
submitted to payroll if possible thru ESS
e 7/5/16 (10:00 am) deadline for all time submission, after this payroll deadline will be Mondays
by noon.
e 7/8 —First pay date for 6/19 — 7/2/16 payroll processed through Munis.

Tyler Employee Self Service Menu
Employees will log in to the following web address: https://selfservice.marinettecounty.com/mss. This

link can be added to your favorites for future use.

This website can be accessed from anywhere internet is available!

Click here x

@ hitps://selfservice marinettecounty.com/mss/ 2O~ @& || & MUNIS OnLine Home Page % - ;5 @
(¢ e 9 to log in.

File Edit View Favorites Tools Help

= - v [ dh - P~ Safety~ Tools~ @

Log In

Marinette (Jawtty.
Self Sewvice Fortal

Marinette County Self Services (Live) _

Welcome to the Marinette County Employee Self Services portal. Using this portal you can complete your time card
complete expense reports, review your currently available benefits, request time-off and more Employment Opportunities

Take a minute and check out the many features available to you and thank you for using our portal!

If you need assistance please do not hesitate to contact the Helpdesk, Monday - Friday 7:30 a.m. - 4:30 p.m., at (715) 732-
7480.



https://selfservice.marinettecounty.com/mss
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Employee Self Service Users

Employees are encouraged to login beginning 6/19/2016. If you have issues with your user ID and/or
password, please contact Information Services at 715-732-7480 or via e-mail at
helpdesk@marinettecounty.com. Information Services does not support personal computing devices,

such as home computers, smart phones, personal tablets etc.

From the Home menu, click Log In.

- X
e & https://selfservice. marinettecounty.com/mssverif/login.aspx L-ac & Login X Iy i ‘:::’ -QZ‘
File Edit View Favorites Tools Help
Py IR - [ @ v Pagev Safety~ Tools~ @~
Mavinette County
Self Senvice Fortal
Home

User name

Password

Forgot your password?

User name = first letter of first name, last name, last 4 digits of your social security number.
Example: John Smith would be JSMITH1234
Initial password = last 4 digits of social security number.
Upon initial log in you will be prompted to update your password.
Passwords are case sensitive. Password requirements are as follows.
e 8 characters long
e 1 numeric character
e 1 upper case letter
e 1 lower case letter
e Example: Test1234


mailto:helpdesk@marinettecounty.com
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Home

.

Before pr 1g you must change your password.

New password must be at least 8 characters long, contain at
least 1 numeric 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 | |

After initial log in, the above screen will display. Enter the last 4 digits of your social security number,
and then enter your new password. The Change Passwords page indicates if the new password meets
the criteria.

On the Change Password page, you must also enter a password hint. If you forget your password, click
the Forgot Your Password? option on the Login page. This causes the application to send you an email
message that contains your password hint.

After the creation of a new password, you will be directed to the ESS Home Page. From the Home Page,
click Employee Self Service. The following links will then become visible: Expense Reports, Pay/Tax
Information, Personal Information, and Time Entry.
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Welcome to Employee 3elf Service

Announcements

TO APPLICABLE EMPLOYEE'S:
Sick bank balances are now be split between sick cash bank and sick HRA bank and tracked individually.

Per policies and procedures, any used sick time will be subtracted from your sick cash bank first. Accrued time will be added
to your sick HRA banke If your sick cash bank is depleted, sick tafen will subtracted from your sick HRA bank.

COURTHOUSE, LIBRARY:
Anything accrued after 1/1/12 will be deposited info HRA. Any sick used will be subtracted from your 1/1/12 Cash payout
balsmos.

HIGHWAY, PRO's:
Anything accrued after 1/1/12 will be deposited info HRWA. Any sick used will be subfracted from your 1/1/13 Cash payout
balance.

Perzonal information Viaw profile

SNOW, JOHN A
800 WELLS 5T
MARINETTE. W 54143

Phone Email
HOME PHONE: T15-732-T400  Email: PAYROLLEMARINETTECOUNT Y.COM

Time off

Show current balances

Projectad Projected
Avzliabie Earmad
B VACATION -24.00 0.00
B SICKHRA 0.00 0.00
B PERSOMAL -5.00 0.00

SICK (35) £.00 0.00

Show time off taken

40 F M A M J J A 5 O N DP
201E

Show paychack amounts

Paychecks

Previous paychecks
Last Paycheck: 7/22/2016 Tr222018 T_="7 Details u Tools

Home

Expense Repors
Pay/Tax Information
Personal Information
Time Off

Time Entry
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Time Entry
Time Entry allows you to enter your bi-weekly payroll hours.

Mazinette County

Self Senvice Fontal
Enter time
Q) FEETERET AR V) =3
.Pcpr2IJIB Jun 2018 Sunday Marday Tuesday ‘Wednesaay Thursdey Fricay Saturday
5/1 52 5/3 5/4 5/5 5/6 57 e
priar wesk et wesk
HOURLY |
Heours Activity Notes
| [ ] | | Acd line tem
CVERTIME 1.0
CVERTIME 1.5
WACATION

To complete a time sheet, select date and enter hours, activity and notes if applicable.

Non-management employees are required to enter in and out times within the Notes textbox.
Management employees will no longer enter unpaid hours into the time system.
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v\ Maninette County
’ Self Sewvice Fontal

Enter time
{Your time has been saved. @

Q) o E T AR Y] Adang 2400 om s o 840t =

A;fnr?ﬂiﬁ Jun 2016 aé;;’ "'5"';; 75“:":;" “‘;’]‘:‘” ""5";"5“ ;‘; E;;ﬂ; v
prior week nesct wesk

HOURLY 8 a 8 24
Hours 8 Edit Delete
:ME | r;;:t;ST ROADS v ral:tiﬂ %]

OWERTIME 1.0

OWERTIME 1.5

Click Submit to submit a completed time sheet or click Save for Later to save the time sheet for
completion at a later time. When you submit a completed time sheet, the program displays a
confirmation page.

\ Mavninette County
Setf Sewvice Pental

Enter time
{ Your time has been saved. @

a [FORESTRY EQUIPMENT OPERATORS V| Adding 24.00 from 5/2/2016 to 5/42016 [ SRk Save for later m

For the next weeks, you have the option to Click Copy From Previous Week to copy the time sheet
entered for the previous week.
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Marinette County
Self Senvice Fental
Enter time
{"(our time has been submitted. @
o [FORESTRY EQUIFMENT OFERATORS ¥| [ suomat |
‘Sunday Mordey Tussday ‘Wednasdey ‘Thuesday Fricey SatumEy
Apr 2018 Jun 2018
i 5/1 52 5/3 5/4 5/5 5/6 57 Vieeldy
prior week next wesk
HOURLY ] 8 8 24

Time sheets require the approval of a supervisor.
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Paychecks
The Paychecks section can be found at the bottom of the Employee Self Service page. This section
displays information for the most recent pay periods in which you received pay.

A Maninette County STARK, ARYA -

Sell Senvice Fontal

Welcome to Employee Self Service

Home
Announcements e
Certifications
Personal information View profike
Expense Reporis
STARK, ARYA A

715 1ST STREET
MENOMINEE, M 48552

Pay/Tax Information

Phone

Email =
HOME PHONE: 0056-426-4122  Email: JEARKER@MARINETTECOUNTY.COM ferccnal icatios

Time Off

Time off Request fime off

Time Entry
Show current balances

Projectad Projected
Awallable Earnad
B VACATION -4,00 0.00
B SICKHRA 0.00 0.00
B PERSOMAL -4.00 0.00
SICK (55) 0.00 0.00

Show time off taken

4J F M A M J J A 5 O N DFP

| E

Paychecks Show paycheck smounts

Tools
Last Paycheck: T/8/2016 Previous paychecks Paycheck simuistar
TiB2M8 Toe=T Defsiz @ View |ast year's W2

Change your W4

‘ Year to date ‘

For security purposes, year-to-date and last-paycheck earnings do not display initially. Click Show
Paycheck Amounts to show the dollar amount; click Hide Paycheck Amounts to hide the amount.
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Mavninette County :
Self Sexvice Faxtal
Welcome to Employee Self Service -
Certifications
Personal information
Expense Reports

STARK, ARYA A
715 15T STREET PaylTax Information
MENOMINEE, MI 488528

Phone

Email -
HOME PHOME: 809-424-4123  Email: JEARKER@MARINETTECOLINTY.COM Fersonal Information

Time Off
Time off Request fima oft
Time Entry
Show current balances
Arojectzd Prajecizd
Axvaliable Earnad
W VACATION -4.00 0.00
B SICKHRA 0.00 0.00
1 FERSONAL -4.00 0.00
SICK (33) 0.00 0.00

Show time off taken

4J F M AMJ J A S O NDEP

| g
&

Paychecks Hide paycheck amounts
$1,019.00
Last Paycheck: 7/8/2016 Previous paychecks ::::::em -
782016 $1,019.00  Detsil View last year's W2
$1 ,019.00 ® Change your W4
Year to date

Click the TCM button to view a check image.
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COUNTY OF MARINETTE, MARINETTE, W1 541434747 Adivice Amount $633.00

OT 1.0 12.0000 200 2400 2400 SOCSECURITY 58.09 56,00 53.0% =509
VACATION  12.0000 400 48,00 4500 MEDICARE 13.58 13.58 13.58 1358
PERSOMAL  12.0000 400 43.00 4500 HEALTH G065 60LES 34370 34370
COMP 1.5 1.00 DENTAL 1.47 1.47 1327 1327
COMPUSED 12,0000 3.00 26,00 oso0| FED TAX 10016 100,16
FEGHHE 120000 500 7E3.00 7eapg| MISTATETAX 3711 ErR T
TAX EXPHEE .00 15.00 1500| ETFWRSGEN 5454 54.04 5404 £4.04
NOH TX Ex8 o0 2000 snoy| WDCROTH 50,00 50,00
DEPOSITS:

DIRECT DEP 633.00
PHC BANK, NATIONAL ASSOCIATION

Click the Details option for any check to display the Check Detail page.

7 Marinette County

Setf Sewvice Fontal
Check Detail S
Retum to payfax information
STARK, ARYA A Employee Self Service
Overview View paycheck image
Check Date 722016 Certification=
Pay Period GHQ20ME - 722016
Expense Reparts

Check Number 261
Check Status Clesared PayiTax Information
Gross Pay $1,012.00 ~

YTD Infermation
Met Pay $632.00

W-2
Pay Breakdown

W-4
Pay Type Hours Rate Amount
oT1.0 2.00 $12.00 $24.00 Paycheck Simulator
WVACATION 4.00 $12.00 $48.00 Tetal Compensation
PERSONAL 4.00 $1200 $48.00 Personal Information
COMFP USED 2.00 $12.00 $06.00

Time OFf

REG HH5 64.00 $12.00 5768.00
TAX EXPMSE 0.00 50.00 $15.00 Time Entry
MON TX EXP 0.00 50.00 $20.00
Total §1.010.00
Dy ions
Deduction Type Amount
SOCSECURITY §o8.08
MEDICARE $13.58
HEALTH $60.85
DEMNTAL 51.47
FED TAX 510016
MI STATE TAX 33711
ETF WRS GEN $54.04
WDC ROTH $50.00
DIRECT DEP 5623.00
Total 5386.00
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Pay/Tax Information
Pay/Tax Information provides current payroll and payroll history details.

Maxinette County
Self Sevvice FPental

Pay/Tax Information

Home
Year |2018 v

Employee Self Service
Check Date Pay Period Status Gross Pay Net Pay
TISI20ME G10/2018 - 7/2/2018 31,704.63 $1,282.02  Detsils Certifications

Expense Reports

PaylTax Information

¥TD Information

When you click Details, the program displays the Check Detail page, which contains the pay advice
information for the check. You cannot modify pay or tax information; it is display only.
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To view or print your check stub click on “View Paycheck Image”.

Mavinette County
Self Sexvice Faxtal
Check Detail —
Return to payitax information
SNOW, JOHN A Emplayee Self Service
Owverview View paycheck image
Check Date TIBZ016 LR T
Pay Period 12016 - 722018
Expense Reports

Check Number 1
Check Status PayiTax Information
Gross Pay 31,794.62 R

YTD Information
Net Pay $1.352.82

W-2
Pay Breakdown

W
FPay Type Hours. Rate Amount
HOURLY 53.00 31875 $1,050.00 Faycheck Simulator
OoT1.5 5.00 $28.13 $140.63 Total Compensation
VACATION 18.00 31875 $300.00 Personal Information
SICK 200 31878 $150.00

Time Off

LONGEVITY 0.00 $0.00 3105.00
TAX EXPNSE 0.00 $0.00 515.00 Time Entry
NON TX EXP 0.00 $0.00 334.00
Total 1,784.62
Deductions
Deduction Type Amount
SOCSECURITY 3108.16
MEDICARE 325.53
FED TAX 8131
ETF WRS GEN 3115.21
Total 1171
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YTD Information
The Year-to-Date Information page contains a cumulative view of payroll figures for a specific year.

Marinette County
Self Senvice Fental

Year-to-Date Information Home
Year: | 2016 W

Employee Self Service
Overview
Gross YTD Earnings 31,784.63 Certifications
Earnings Expense Reports
HOURLY $1.050.00
VACATION $300.00 ¥TD Information
SICK $150.00

W-2
LONGEVITY $105.00
TAX EXPNSE $15.00 W-4
NON TX EXP $34.00 .
Paycheck Simulator

Deductions Total Compensation
SOCSECURITY 310016
MEDICARE 525 53 Personal Information
FED TAX $161.81

Time Off
ETF WRS GEM 31151

Time Entry

W-2 and 1099-R

The W-2 and 1099-R pages display information regarding federal and state taxes and withholdings. To
view details for a different year, select the year from the Year list. W-2 Forms will be available in ESS
starting in 2016.

W-4
The W-4 page displays information related to your W-4.

F‘ £ Mavinette County
9 Sef{' Sewvice Pontal

W-4 Information Home
Edit W-4 Values

SNOW, JOHN A Employee Self Service
FEDERAL Certifications

Marital Status MARRIED

Exemptions [1] Expense Reports

fadifena) Ameunt saaatkammm

¥YTD Information

To Update W-4 Information

1. Click Edit W-4 Values.
The program displays the Edit W-4 page.
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Edit W-4 .
FEDERAL

Marital Status Employee Self Service
MARRIED ¥

If you are married but would like to withhaold at the higher single rate, s=lact "Single”. Certifications

Exemptions

Expense Reports
Additional Amount ()

PayTas ematon

O under penalies of perjury. | dedlare that | heve examined these changes, and to the bast of my knowledge and belief, verify ¥TD Information

that they are correct and complete.
W-2

Cone | ot J cons »

Paycheck Simulator

Total Compensation

2. Enter the revised data.

3. Verify that the information is correct by selecting the acknowledgement check box and then click
Continue.

The program displays a review page.

- “‘ Mavinette County
Self Sewvice Fental

Edit W-4 -
FEDERAL
Marital Status - MARRIED Employee Self Service
If you are married but would like to withhold at the higher single rate, select "Single”. -
Exemptions - 4 Cerfifications
Additional Amount {$} - 0.00

Expense Reports

Under penalties of perjury, | declare that | have examined these changes, and to the best of my knowledge and belief,

werify that they are cDrrect’an:l complete. - Yes
Pay/Tax Information

[ Submit ] YTD Information

W-2

W-4

Paycheck Simulator

4. Review your data to ensure its accuracy and click Submit.
The program displays a confirmation page.
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Paycheck Simulator
The Paycheck Simulator simulates adjustments to your pay, tax, or deductions to demonstrate how the
changes would affect your total pay. It does not permanently alter your pay records.

To simulate changes to your paycheck:

1. Select the pay cycle for which you are simulating a change, and then enter the pay, tax, or deduction
changes.

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

3. Click Return to return to the Paycheck Simulator.

Total Compensation

The Total Compensation page displays the details of the compensation you receive from Marinette
County. The Compensation section displays your compensation broken up into paid compensation and
benefits. The Benefit Contributions section displays your benefit contributions and your employer’s
benefit contributions. The Paid Compensation Breakdown section displays a pie chart that shows what
percentage of your total compensation each specific compensation type comprises.
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Self Sewvice FPental

Total Compensation .
|
Employee Self Service
Certifications
PAID COMPENSATION BENEFITS Ep=sceiicpatts
45K ¥TO Infermatio
$5,043.40 e
o PAID COMPENSATION Wz
. $7,115.37
COMPENSATION W4
8K & BENEFITS
Paycheck Simulato
$2,071.97 Syenee e
30K . BENEFTTS Total Compensation
PAID COMPENSATION
Personal Information
Benefit Contributions Time Off
BENEFIT EMPLOYER EMPLOYEE Time Entry
Social Security 287.61 28761
Medicars 67.26 67.26
Health Insurance 1,324.26 233.70
Dental Insurance 7270 3.08
ETF WRS 32014 32014
TOTAL CONTRIBUTIONS $2,071.97 $916.79

Paid Compensation Breakdown

[I'Wages (71.38 %)
[ 1vacation (892 %)

[ Longevity {4.16 %)

— ;:J:ln—Taxable Expense (3.23
[ Sick (2.97 %)

[ Personal (2.97 %)

[ Holday (2.97 %)

Additional Benefits
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Personal Information
The Personal Information page displays contact information, as well as dependent information and
emergency contacts. If you would like to make changes, choose appropriate link to update.

Marinette County
Self Sexvice Fental

Personal Information

Home

Employee Preferred Mame change
Preferred Name  MN/A

Employee Self Service

Certificati
Address | Email change erifieatons
200 WELLS 5T,
Home Address MARINETTE, W1 54143 Ezpense Reports
Email PAYROLL@MARINETTECOUNTY.COM PayiTax Information
Alternate Email
Personal Infermation
Tax Form Delivery Options change Employee Profile
W-2 Delivery Method Self service only
Addiew Changes
Telephone #dd Telephone Mumber
Time Off
Type Description Humber Unlisted
PRIMARY HOME PHONE 715-732-7400 M Change Time Entry
Dependents

Mo Dependent information to display.

Emergency Contacts Add Emergency Contact

Mo Emengency Contact information to display.

Employee marital status
Marital status MARRIED
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Employee Profile

The Employee Profile page displays general and demographic information, such as hire date and date of

birth, as well as race and ethnicity information.

Maninette County
Self Sewvice Tontal

Employee Profile

General information
Mame

Employee IO

Preferred name

SEN

Active status

Personnel status

Primary location

Check |ocation

E-Mail address

Alternate e-mnail sddress
Hire date

Service date

Oniginal hire date
Supervisor

Supervisor e-mail
Demographic information
Date of birth

Gender

EED ethnicity

Privacy sefting

Veteran status

Dlisability

DOE ethnicity

DOE Race

American Indisn or Alaska Native
Asian

Black or African American
Native Hewaiian or other Pacific |slander

White

SHOW, JOHN A
1za0z

ACTIVE
FULL TIME BENE ELGIBILE

PARKS AND FORESTRY

JEARKEREMARINETTECOUNTY.COM

KRISTA M GOLDSCHMIDT

frishyB7@hotmail com

4151080

MALE

CAUCASIAN e

e

3| [3] [

~

O es, Hispanic or Lafino
® Mo, nat Hispanic or Lating

Return to Personal Information

Homa

Employee Self Sarvice
Certifications
Expense Reports

PaylTax Information

Personal Information

Employee Profile

AddView Changes
Time Off

Time Entry
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Expense Reports
Expense Reports allows you to submit expenses for reimbursement. To submit a new expense report,
click Add a New Claim.

If existing expense reports are in process, click Details to view the specific details for the expense item.
Click Delete to delete an expense item or Copy to copy it.

..ﬁ Mavinette County
Self Sewvice Fantal

Expense reports

Home

Add a new claim

Employee Self Service
Mo exgpense claims were found.

Cerfifications

Expense Reports

Add claim

New Claim
For new claims, select Add a New Claim. The program displays the Add Claim page, which defines the
general information for the expense claim.

Mavinette County
Self Sevvice Fantal

Claim typ= |Employee Expensa Reimbursement V| Home

Department®  [FINANCE bl Employee Self Service

Drescription® |Mi|eage to WGFOA Conferencs in Madison ® |

Certifications

Start date™® S2/2018
Expense Reports
N E—

Add claim
End date™ 22018
S E— Papas nfornation
m Personal Infonmation

To add a claim:

1. Enter your claim details.
The fields marked with the asterisk (*) are required.

Claim Types:

° Employee Expense Reimbursement
. Safety Equipment by Department

° County Board Reimbursement

o Coroner Expense Reimbursement
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2. Click Continue.
The program displays the Expenses and Receipts page.

Mavninette County
Self Sewvice Fontal

Expenses and receipts Home
Unsaved claim Edit details

Employee 5elf Service

- Emgpl Expense
Claim type REiI'I'::IEErSErI'EI'Il
Depa nt FIMANCE Certifications
- Mileage to WGFOA Conference
Description in Madizon Expense Reports
Event Add claim
Start date Monday, May 2, 2016
Edit details

End date Monday, May 2, 2016
Cash advance 30.00 Expenses & recsipts

Total amount claimed  30.00
PayiTax Information

B Location Personal Information

Rl Unit expenses $0.00

B Aftach supporiing documents

D XS B3
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3. Review your claim details. If necessary, click Edit Details to update the claim description. Otherwise,
use the plus [+] buttons on the various heading lists to add the expense details.

Mazinette County
Self Sexvice Fental

Expenses and receipts

Home
Unsaved claim Edit details

Employee Self Service

_ Employes Expense
Claim type Reinzjll.lrserrent
Depa nt EIMAMCE Certifications
- Mileage to WGFOA Conference
Description in Madison Expense Reports
Event Add claim
Start date Monday. May 2, 2016
Edit details

End date Monday, May 2, 2016
Cash advance $0.00 Expenses & receipts

Total amount claimed 3000
PayiTax Information

Personal Information

Desinason
=ty Time Off
Destraton sate [ ]
Time Entry
B Unit expenses F107.53
Add sn expense
Expense Comments Date Amount
Mileage CY WGFOA Conference Si22018 $107.53  updsie | delete

B Attach supporting documents

[Crcven J “soerortair J Goner |
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4. Expand the Attach Receipts list and click Browse to upload the Employee Expense Statement.

Once you have uploaded all necessary receipts, click Review.

Aoy

¥ $‘; Mavinette County
f Self Sexvice Fontal

Verify Expenses —
Claim details

Comments Wileage to \WGFOA Canference in Madisan Smeloyes Saif Sece

Claim type Employee Expense Reimbursement Cerdfications

Department FINANCE

Start date Maonday, May 2, 2016
End date Mondsy, May 2, 2018 Add ctaim

Destination city Madison

Destination state W Edit details

Cash advance 50.00 Expenses & racaipts
Amount claimed §107.53

PayiTax Information

Per unit expenses

Personal Information

Date Comments Cash advance Amount claimed
Mileage CY 22016 WGFOA Conference 1] 107.52
Time Off
30.00 $107.53
Time Entry
Attached documents
testdoex
bmit Claim

ESS displays the Verify Expenses page.

Click Submit Claim to complete the process.
The program displays a confirmation message at the top of the page.

O i

VR Mavinette County
Self Senvice Fental
Confirmation —
o our dsim, number 3, wes successfully submited. @
Employee Self Service
Claim details
Comments Mileage to WGFOA Conference in Madison Certifications
Claim type Employee Expense Reimbursement
Department FINANCE Expense Reports
Start date Mondsay, May 2, 2016 Add claim
End date Mondsy, May 2, 2016
Destination city Madison Pay/Tax Information
Destination state wl
Personal Information

Cash advance 30.00
Amount claimed $107.62 Time Off
Per unit expenses Time Entry

Date Comments Cash advance Amount claimed
Mileage CY S2z01e WGFOA Conference o 107.52

$0.00 $107.52

Attached documents
There are no documents sttzched to this claim.
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Approve Time

If you are a supervisor or other personnel with permissions to verify time sheets, the Approve Time page
displays all pending time sheets organized by week and then employee. The page displays totals for
individual time sheets

o) VIESTENZ, HOLLTEL -

¥ 1; Mavinette County
Q‘: LAY.C) Self Sewvice Fontal
Y

Pending Timesheets

Home

42412046 - 4302016
Employee Self Service

SMNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 40.00 Wiew
TARGARYEM. DAENERYS & ACCOUNTANT (2HR) 40.00 Wiewr Cerfifications

£0.00
SMI201E - 572016 Expense Reports
SHOW, JOHN A FORESTRY EQUIPMENT OPERATORS 16.00 Wiew

PayiTax Information

16.00
SIBI2016 - SM4/2016 Personal Information
LAMMISTER. TYRIOM A COMSERVATION TECHMICIAM 40.00 Wiewr
SMNOW, JOHM A FORESTRY EQUIPMENT OPERATORS 40.00 Wiewr Time OFf

o
SM5G2016 - 512172016
SHNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 40.00 Wiew Enter Time

40.00

Si22{2016 - 5/28/2016

SMNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 40.00 View
TARGARYEMN, DAENERYS A ACCOUNTANT (2HR) 40.00 View
80.00

View/edit timesheet for BAELISH, PETYR A (CCO (171) AFTER 171712} e
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Locate the employee and Click View under the Pending Timesheets section to display a timesheet.
Managers are responsible for verifying all aspects of their employees’ timesheet. Please note that the
edits checks that were provided within the AS400 no longer exist. Managers are responsible for
checking time in and out, line and weekly totals, and base hours.

VIESTENZ, HOLLIEL -

Mavninette County
Setf Senvice Fontal
Approve time for SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS
o Approving 0 out of 176.00 from 42512016 to 5272016 Mark this week ss sporoved £t ([
HOURLY 8 8 16
OVERTIME 1.0
OVERTIME 1.5
VACATION 8 8 8 24
SICK
PERSONAL

Click on the day to edit the time sheet. Click Mark All as Approved to approve the full timesheet.
Managers are able to enter time on behalf of their employees if needed. To respond to an individual
item on the timesheet, click the item to display workflow options.
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Mavninette County
Self Sewvice Fental

Approve time for SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS

o Approving 0 out of 176.00 from 4/25/2016 to 527/2016  Mark this week as spproved  Edit m
Mar 2016 MayE[HB Burday Monday Teesday ‘Wednesday Thursdey Friday ‘Eatusiay WEHY
I B 4124 4/25 4/26 4/27 4/28 4/29 430 i Approved

HOURLY 8 8 16

Hours 4 General ledger account 55110000-50111- [SALARIES) Motes 2s-12p  FLSA period Current week
Reject Fowsrdto[ ] Hold Comments

Hours 4 General ledger account 55150000-50111- (SALARIES) Activity 2505 Notes 12.30p-4:30p FLSA period Curent week
Reect Foerdo| ] Hod Commerts
OVERTIME 1.0
OVERTIME 1.5
WACATION 8 ] 3 24

SICK

PERSONAL

If you select the Hold and Reject options, ESS requires an entry in the Comments box.

When you select a workflow option for an entry, the program displays a green check mark for approval,
a red X for rejection, and a black arrow for forwarding.
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Approve time for SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS

o Approving 8.00 out of 20800 from 4/11/2016 to 9272016  Mark this week as skipped  Edit ﬂﬂ l
Mar 2018 May 2016 s M Teesiay Weeiny Thasday Friiay iy vy
S B 4/10 411 4/12 413 4/14 4/15 4116 SL hmeaimd’ Approved

v x
HOURLY ] 3 a8 24

Hours 2 General ledger account 55153000-50111- (SALARIES) Activity 2504 MNotes 8z-10a FLSA period Current week

Reect Fomardto[ <] Hoa Comments | |

Hours 6 General ledger account 55110000-50111- (SALARIES) Notes 10s-12p 12:30p-4:30p FLSA period Cument week

Reject Forwsrdto| | Hold Comments |

COVERTIME 1.0

OVERTIME 1.5

If time is rejected, the employee will be notified via email. The employee will be required to log into
ESS, correct the rejected time, and then resubmit. After resubmission from the employee, the manager
will then need to log back into the system and view/approve the pending timesheet.

When finished reviewing all timesheets, you can go back to main menu and click Approve and Submit

all pending time shown above button.
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Pending Timesheets

Home
472412016 - 413072016
E Self Servi
SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 4000 View mployss rviee
TARGARYEN, DAENERYS A ACCOUNTANT (2HR) 4000 View Cortifiestions
80.00
5112016 - 5772016 Expense Reports
SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 1800 View
PayiTax Information
16.00
SIBI2016 - BHA2016 Personal Information
LANMISTER, TYRION & COMSERVATION TECHNICIAN 4000 Vew
SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 4000 View Time Off
=
SMS2016 - 52172016
SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 4000 View Enter Time
40.00

52212016 - 5i28/2018

SNOW, JOHN A FORESTRY EQUIPMENT OPERATORS 40.00 View
TARGARYEM, DAENERYS A ACCOUNTANT (2HR) 40.00 View
20.00

Approve and submit all pending fime shown above
View/edit imesheeat for |E|°-ELISH. PETYR A (CCO (171) AFTER 171712} o

Enter Time for an Employee
To enter a time sheet for an employee, for example, because of an unforeseen absence, select the name
of the employee from the View/Edit Timesheet For list.
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42412046 - 42072016
SMNOW, JOHM A
TARGARYEM, DAEMERYS A

512016 - 572016
SNOW, JOHM A

SIBI201E - 5142016

LANNISTER. TYRION A

SMNOW., JOHN A

SMS2ME - 5121/2016
SMNOW., JOHN A

SI22/2MM6 - 5i28/2016

SMNOW., JOHN A
TARGARYEN, DAEMERYS A

Pending Timesheets

FORESTRY EQUIPMENT OPERATORS
ACCOUNTANT (3HR)

FORESTRY EQUIPMENT OPERATORS

CONSERVATION TECHMICIAN
FORESTRY EQUIPMENT OPERATORS

FORESTRY EQUIPMENT OPERATORS

FORESTRY EQUIPMENT OPERATORS
ACCOUNTANT (3HR)

Approve and submit all pen

Viewledit timesheet for

BAELIEH, PETYR A (CCO (171) AFTER 111112)
BARATHEON. JOFFREY A (COUNTY BOARD SUPERVISOR)
BARATHEON. STANNIS A (EQUIPMENT OPERATOR 1)
LANNISTER, TYRION A {CONSERVATION TECHNICIAN)
SNOW, JOHN A (FORESTRY EQUIPMENT OFERATORS)
STARK, ARYA A (RECEFTIONIST)

STARK. SANSA A (DISPATCHER

TARGARYEMN. DAENERYS A (ACCOUNTANT (2HR))}

40.00
40.00
2000

16.00
16.00

40.00
40.00
2000

40.00
40.00

40.00
40.00
£0.00

VIESTENZ, HOLLTEL -

Home

Employee Self Service
Certifications
Expense Reports
PayiTax Information
Personal Information

Time Off

Enter Time

Click the View/Edit Timesheet For button and ESS displays that employee’s time sheet for the current

week.
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0

Mar 2016

Edit time for STARK, SANSA A DISPATCHER

Eunaey Manday

May 2016

4T 418
prior week next week
HOURLY 5
Hourz 5 Motes 1p8p  Edit Delst=
Hours Motes
| B 2o 1ma s
OVERTIME 1.0

Adding 10 from 412/2016 to 42172016 m

Tuesday ‘Wednesaay Thussday Fricey Saturday
419 420 421 42 423 ek
5 10

Use the Prior Week, Next Week, and month links to navigate. You can select a week for which the
employee has already entered a time sheet and edit it. Click the Copy from Previous Week option to
copy the timesheet from the previous week. Click Save for Later to save the time sheet for later or click

Submit to complete.

Forward Approvals

Approval forwarding can be initiated through Munis. From the Munis Home page, right click the
approval tile. Select Configure Tile Settings to forward time card approvals to another supervisor.

BROWSE

DASHBOARD

.. Home

¥ My Favorites

Account Inquiry
Accounts Overview
YTD Budget Report
Balance Sheet
Summary

Vendor Central

Vendors

" Tyler Dashboard Live

Approvals Notifications
13 Configure Tile Settings

Lum Configure Web Part

Search...

Alerts

0

0 unread
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Approvals Tile Configuration

Turn On Forwarding: [ Note: Turns on forwarding for All work flow 1tems.
Forward To: | Select a User bt
Filter by process code: |A|| Process Codes W

Title: | Approvals

Auto Refresh Interval: 3] Minutes

Color:

OKd e O 00

© ®

Save Cancel

Select the checkbox to Turn on Forwarding, and then select a manager from the Forward to drop down
list. Please note that the supervisor must have the same permissions, otherwise, the workflow approval

process will not work properly. Select EST — ESS Time sheets in the Filter by process code drop down
list, then click Save.

When your dashboard refreshes, it will display as follows.

BROWSE DASHBOARD M VIEWS

= TiERMENU 38 WEB PARTS O

[ ] /|
. Home Search.. 2
o0 E

* Tyler Dashboard Live

¥ My Favorites 5 -
Approvals Motifications Alerts
Account Inquiry
Accounts Qverview N/A O 0
YTD Budget Report
Balance Sheet Forwarding is ON 0 unread 0 unread
Summary

Vendor Central

Vendors
—




