
 

 
 

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: 

 6/19/16 – 7/2/16 - Time Entry and employee expense reports will be entered thru ESS  

 6/23-6/24/16 – Open lab days available in training room – schedule with Krista Goldschmidt 

 7/1/16 (End of day) – Managers/Department heads should have timesheets approved and 

submitted to payroll if possible thru ESS  

 7/5/16 (10:00 am) deadline for all time submission, after this payroll deadline will be Mondays 

by noon.    

 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 

to log in. 

https://selfservice.marinettecounty.com/mss


 

 
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. 

 

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. 

 8 characters long 

 1 numeric character 

 1 upper case letter  

 1 lower case letter 

 Example: Test1234 

mailto:helpdesk@marinettecounty.com


 

 

 

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. 



 

 
 

 

 

  



 

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

 

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.   



 

 

 

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.  

 

 

For the next weeks, you have the option to Click Copy From Previous Week to copy the time sheet 

entered for the previous week.  



 

 

 

Time sheets require the approval of a supervisor.  

  



 

 
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.  

 

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. 

 



 

 

 

Click the TCM button to view a check image. 

 



 

 

 

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

 



 

 
Pay/Tax Information 
Pay/Tax Information provides current payroll and payroll history details.  

 

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. 

  



 

 
To view or print your check stub click on “View Paycheck Image”. 

 

  



 

 
YTD Information 

The Year-to-Date Information page contains a cumulative view of payroll figures for a specific year.   

 

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.  

 

To Update W-4 Information 

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



 

 

 

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.  

 

4. Review your data to ensure its accuracy and click Submit.  
The program displays a confirmation page. 

 

  



 

 
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.  



 

 

 



 

 
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. 

 

  



 

 
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.  

 

 

  



 

 
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. 

 

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.   

 

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 

 Coroner Expense Reimbursement 



 

 
 

2. Click Continue.  
The program displays the Expenses and Receipts page. 

 

 



 

 
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.  

 

  



 

 
4. Expand the Attach Receipts list and click Browse to upload the Employee Expense Statement. 

Once you have uploaded all necessary receipts, click Review.  

 
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. 

 



 

 
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  

 



 

 
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. 

 

 

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. 



 

 

 

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.  



 

 

 

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.  

 



 

 

 

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.  



 

 

 

 

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

week. 



 

 
 

 

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. 

 

 



 

 

 

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. 

 

 


