: MUNIS ESS

Subject: Logging-in

1. Open aweb browser on a computer or phone

2. Navigate to
https://townofwebsterny.munisselfservice.com/ess/
(bookmark site for easy recall)

c O L] |https://townofwebsterny.munisselfservice.com/ess/|

-

P, e :

Mt Munis Self Service
2

Employee Self Services

b. Initial password will be sent to you from
Payroll. After first log-in, you will be directed to
create a unique password that is longer/more
complex.

Home

5. Click “Log in”

6. Congratulations! You’ve logged-in and should see
the ESS home page.

Login
Lsernan
@
Forgot your username?
\
Q Forgot your password?
Login

Hame
3. Click “Log In” Welcome to Webster's Employee Self Service Portal
4. Enter Username and Password
a. Username is your Employee ID# (usually 4 X
digits. Can be found on your paystub) o tyler 5 Munis Self Service #

I ~=. tyler

Resowwsces CORBMASRD, BREAS TR R

T

vvelcome to Employvee Self Ser\ricej

Personal information

CiONNMARD, BRAY TOR R
1 LaTCHMERE COWURET

FITTSFORL, MY L4554

Employoce Solf Scorwvice Announcements 6
Eay s Tax Information Wilslcome to Webster's Emnplowes Self Service Porta
S i S Subrmiit tiree enbny: and leawve requests using ES5S
Tewre= TF
The= By

Ermail

— —

hAore



https://townofwebsterny.munisselfservice.com/ess/

Job Aide: MUNIS ESS

®

Home

https://townofwebsterny.munisselfservice.com/ess/

© Expand Menu

Log i n Users can retrieve their username by
themselves if they forget it. (Steps 1, 2 & 3)
Username
Forgot your usemameﬂ
Password

Forgot your password?

Subject: Username Retrieval

Login

Enter the email address associated with your
username in the textbox below and click
"Retrieve Username”. An email containing your
username will be sent to you. &

Email

3
Back to login screen

HRE.@cl.webstern
Mon 1071842021 2:19 PM

To: T

As requested, here is your username:[_55 ]

the site, contact the site administrator.

If this email was sent to you in error, or you are still having problems log Yser will receive an email containing

- their username (Step 4).

——


https://townofwebsterny.munisselfservice.com/ess/

Job Aide: MUNIS ESS Subject: Password Reset

Login

Enter your user name in the textbox below and
click "Retrieve Hint". An email containing your

© Expand Menu

Users can retrieve a password hint or

Logln reset their password if they forget it. password hint will be sent to you. 2
(Steps 1,2 & 3)
Username User name
|
Forgot your usern: v
Password Back to login screen g3

Forgot your password?l

ess@ciwebsterny.us
Mon 10/18/2021
To: |

OORE G S © S

User will receive an email with a password hint, if
they set one during initial log-in. The email will

As requested, here is your password hint. 4 ] .
also have a link to generate a new password if
the hint is not successful. (Steps 4 & 5)

Password Hint:

If this e-mail message was sent to you in error, or you are still having problems logging on to the site, you can:

1) contact the site administrator, or S

2) use the following link:| https://ess.ciwebsterny.us/MSS/PasswordRegenerate.aspx?id= . ’ g_yJU=&|to generate a new

password.




Job Aide: MUNIS ESS Subject: Document Acknowledgement

Users are assigned documents
to read and acknowledge

Employee Handbook adpt 2022

E Employee Benefits Summary

We:come to Employee Self Service

|A You have documents that need to be read and acknowledged. |

Employee Self Service 1
Announcements 1

Sexual Harassment Policy

W-4 Federal
e

IT-2104 New York
Benefits

Direct Deposit Form

Expense Reports |Need a form or document? Click the "Resources” menu in the upper right-hand corner.

s 3 Safety & Health Manual
) Submit time entry and leave requests using ESS.
Pay/Tax Information

ESS Job Aide Packet

Performance .
Management Users can access important

Required reading 2 documents and links by clicking [~ Harassment Complaint Form
on the “paper” icon

B Neogov Training Portal

Personal Information

e « Sexual Harassment Policy Workplace Postings

(| 2025 Holiday Schedule

— CDL Drug & Alcchol Policy

Webster Fraud Policy

3

Sexual Harassment Policy

Policy 903 Nondiscrimination and Sexual Harassment Prevention and repeiting form

CANCEL Vi

w

CUMEN

Document may open in a new
browser window or download
depending on user’s setting.

Return to ESS browser window
and acknowledge receipt

4

= & Policy ..mination - Q in share @ signin

®

Sexual Harassment Policy

903 Ne and Sexual H: .sment) in the I
Workplace

@

| hereby acknowledge that | have received a copy of the Town of Webster Policy 903 Nondiscrimination and Sex 5

Policy Statement - It is the policy of the Town of Webster to promate a juctive work . .
" o o e Harassment Prevention and reporting form

environment and to prohibit conduct by any Elected Official or employee (as defined in Section
104 of the Employee Handbook) that disrupts or interferes with another's work performance or
that creates an intimidating, offensive or hostile work environment. In keeping with this goal, the
Town is committed 1o educate Elected Officials and employees in the recognition and prevention
of workplace discrimination and harassment, including sexual harassment, and 10 provide an
effective means of eliminating such discrimination and harassment from the workplace. In short,
the Town does not tolerate any form of discrimination or harassment, including sexual
harassment, and wil take all steps necessary to prevent and stop the occurrence of such activity
in the workplace. The accompanying complaint procedure is intended to provide an effective

oo
oo

| further acknowledge that | have read, or will read, the contents of the policy and will contact my Departme:it Head or
Human Resources if | have any questions.

CANCEL ACKNOWLEDGE
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Job Aide: MUNIS ESS

Subject: Employee Information

Home

Employee Self Service

CONNARD, BRAYTON M
1 LATCHMERE COURT
PITTSFORD, NY 14577

Show time off taken

Personal information Mare

Users can change their
Personal Information

Pay/Tax Information Pk, Email
HONE: 585 Email: beonnard@ci.webster.ny.us
| Personal Iniormationl WORK PHONE: 585-872-7083 Alternate email: braytonconnard @hotmail.com
1
Time Off
) Time off Request time off
Time Entry
DIR PERSNL
Currently
Available
s re1.50 [

Personal Information

Hom General Demographics

Employee Self Service 3

Email address

bconnard@ci.webster.ny.us

Mame

CONMARD, BRAYTOMN

PayyTax Information

Personal Information

Prefzrred name Alternate email address

Add/View Changes BRAYTON CONNARD ‘mail.com

Employes |D

1455

Primnary location

HUMAN RESOURCES

Job Information

Time OFf Check location

Time Entry

Hire date
. 9/21/2020

Users can change their /21f

Service date
preferred name, 5/21/2020
demographics or email . )

=upeniasor
address THOMAS J FLAHERTY

Supernvisor email

tflaherty@ci.webster.ny.us

Horme=

Employee Self Service

PsaaTax Informatiomn

Personal |nformation

A e Charsges

Job Inmformnatice

Tirree O

Tirne Ensny

Persomnal Inforrmation

Senaeral Demographics Comntact

Addresses Add reewr

Home Address

1 LATCHMERE COURT

TSF'-’:IFE.D P& D S
Emergency Contacts

LAURA COMMARD FRAMSE L COMMARD, TR
SPOUSE PAJREMT
5857 - - S5&57

1 LATCHMERE COURT Yo LITTLE SPRIMG RLUIM
PITTSFORD MNY 14534 FAIRPORT MY 14450

Edit | Delets Edit | D=let=

Telephomnes

ALTERMATE PHOMNE VWO RE PHOMNE HOME PHOMNE

585 -- - SE85-&8TF72-T0D53 S85 -0 1.7 7

MOBILE PHOMNE Listed Listed

Listed O pting out of text Messages Opting out of text Messages
O pting out of text Mmessages Edit | D=laete | Make primany Edit | D=lete | Make prirmany

Edit | Delecs

Users can change their Address, Emergency
Contacts and telephone numbers.
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Job Aide: MUNIS ESS

Subject: Paystubs & W-2s

Users can see and reprint

images of their paystubs

Home
Fmployea Salf Service Vw‘ sy
Benelits 1
Check Date Pay Period
Expense Reparts
8/20/2025 BY2/2025 - /152025
PayTax Information
YTO Information /812025 T19/2025- B/1/2025
ut T2 1512025~ TNB/2025
10958
T2 GI21/2025- 142025
1095¢
W4 /272005 B/7/2005 - 6/20/2075
Paycheck Simulatar
6132005 512412025 - B18/2075
Direet Deposit

Stabus

Clezred

Clezred

Cleared

Cleared

2
Gross Pay Net Pay

Lo w4 [DETALS

$/iang
WA
fua4

ALK

b hivedl @ns

i nived]

wsy

DETAILS

DETAILS

DETAILS

DETAILS

DETAILS

Check Detail <

CONNARD, BRAYTON M

Overview
Check Date

Pay Period
Check Number
Check Status
Gross Pay

Net Pay

Pay Breakdown
Pay Type
SALARY F/T
SCASHOPT

Total

8/22/2025
8/2/2025- 8/15/2025
WRE 51

Cleared

$omeams

$.402225

Days/Hrs
80.00

0.00

View paycheck image

Amount
118.53

LR85

Home
Employee Self Service
Benefits 1

Expense Rr ports

Pay/Tax Infnrmaﬂonl

YTD Information

=

1095-B

1095-C

W-4

Paycheck
Simulator

Direct Deposit

W-2 Information

Year: | 2024-0 'J Users can see and reprint
images of their W2s

[ERYURNIApDR™
YEAR *"_+
1ETCFEEMDIOU FRUBFDG,NY 11 4 3
RETIREMENT
3RD PARTY SICK
STATUTORY EMPLOYEE
Wages and Tax

GROSS
FIT §d Qa3
FICA *102,1233 5
MEDICARE $1110195.15

View W-2 image|

TAX
STBTTS.46

®L336.01

$7E0.81

1000 Rge Roaa
ebster, WY 14550

DIRECT DEPOSIT
NON-NEGOTIABLE
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Job Aide: MUNIS ESS Subject: Tax Document Delivery

Home

Employee Self Service
Benefits

Expense Reports
Pay/Tax Information

Performance
Management

Ed Information |
Add/View Changes
Job Information

Time Off

Time Entry

Training Opportunities

Employment
Opportunities

Personal Information

GENERAL DEMOGRAPHICS CONTACT ITAX DELIVERY OPTIONS

Email address Hire date
bconnard@ci.webster.ny.us 9/21/2020 2
Alternate email address Service date

braa v @ r1.com 9/21/2020

Primary location Supervisor

HUMAN RESQURCES THOMAS J FLAHERTY

Supervisor email

N .
ame tflaherty@ci.webster.ny.us

CONNARD, BRAY . 1

Preferred name

Users can change tax
BRAYTON

delivery options

Employee ID
a5

Personal Information

GENERAL DEMOGRAPHICS CONTACT TAX DELIVERY OPTIONS

W-2 Delivery Method
OMail
O|Primaryemail
®@|Alternate email

3 Users can choose W-2 delivery options between mail,
primary email, alternative email or self service only

O3elf service only

1095 Delivery Method
OMail Users can choose 1095 delivery options between mail,
OlPrimary email 4 primary email, alternative email or self service only

O |Alternate-zinail

®/Self service only




Home

Employee Self Service

Pay/Tax Inform n

YTD Information

W-2 2
Paycheck Simulator
Personal Infarmation

Time Off

Time Entry

Pay/Tax Information

Status

Year| 2021 v

Chatn 1 . Pay Period

6/30/2021 6/12/2021 - 6/12/2021
6/18/2021 5/29/2021 - 5/29/2021
6,/4/2021 72021 - 5/15/2021

572172020

5/1/2021 - 5/1/2021

3/7/2021 4/17/2021 - 441772021
472372021 4/3/2021 - 4/3/2021
4/8/2021 3/20/2021 - 3/20/2021
3/26/2021 3/6/2021 - 3/6/2021
31272021 2/20/2021 - 2/20/2021
2/26/2021 2/6/2021 - 2/6/2021
2/12/2021 1/23/2021 - 1/23/2021

Users can change
tax withholdings

Gross Pay

. 2590

£.,.)5.90

§.77590 % 1899
- 90 %7 U472
" 590 & 399
§.77090 % .47
§-Fr730 8 000

40590 ¢ 4T

§.,w05.90

Details

Details

Details

Details

Details

Details

Details

Details

Details

Details

Subject: W-4 & Pay Simulator

Users can simulate changes to
their paycheck such as raises
or tax withholdings

WV-44 Inforrnmation

FEDERAL
rAarital status

MARRIED

Wi - Step 2

mployes Self Service

Pawy/Tax Information

¥TD Informaticn Unchecked
nem Crependcdants Armount
LO.00
Ll Other Income
Paycheck Simulator | $DDD
Draeductions
Pe mnal Informaticmn $D OO
e R 1 |EC|it FECERAL

Tirme Endry M eww Yorlk
mAarital status 3

MNMARRIED

Exemptions

2

Edit Mewwr York

Home

Emploses Self Service

FPay/Tax Information

F¥TD Informaticn

W2

-

Paycheck
Simulator

Personal Information

Time OFf

Tirme Encry

Paycheck Simulator X

Pay cwcle: 1 =  Switching deduction cycles will reset

Pay Details

Job

DIRECTOR OF
PERSCMMNEL {1225)

DIRECTOR OF

PERSOMMEL (1Z225)

Zo0z20
or later
LYy

Pay

SALARY FULL TIME (200)

CASH OPTIOM SALARY

(215}

PAarital

the entire page.

Hours Rate Percentage Amount
80 250000 o.o0 2800
o.on O 0000 o.oo 153 a5
Exemptions :i_f;"{:box :fnr-;:::ter"& Other Income Deductions

Federal
Taox
State
Tax
Local
T

MARRIED

MARRIED

= = 0.00 o.oo o.o0

Deductions

Description

BC/BS DEMTAL

Avrmount

TO

=l




Subject: Direct Deposit

1. From ESS home page, click “Pay/Tax Information.”

2. Click “Direct Deposit”

1 3
: : : , Direct Deposit Accounts
View current dlreCt depOSIt account detalls' Update o The primary amunﬁa uzed for funds that are not disbursed to secondary percentage-based or
amounts. Add or delete accounts. You can add up to 3 Fheiopen s sarven | 2MOUNEDAsAd scoounts

Amount_Based ACCOUHtS and up to 3 Percentage_Based ADA A PPRACEFNTAGE-RASED ACCOLUNT |-'-.||.' AW AMOLUINT-BASED ﬁ;.l.h”” .'|

accounts. T
) CHASE MAMHATTAMN BAME

...... F107

3. Click “Add an Amount-based Account.”

Up to 3 Amount-Based

4. Enter bank name or routing number. A drop down Accounts and up to 3

. Checking

will help find existing banks. If your bank is not _ Percentage-Based accounts
listed, contact Payroll to have it added manually. o 100% can be added.
Dbt Dhpedin
5. Enter Account number, Account type and Amount. peicemence wr e
H 2 P gonai Imdormacon
6' CIICk Save Tirm 081 | authorize the Town of Webster to directly deposit my pay and grant the Town the right to cormect
i . . any electronic fundas lr;fn:ﬂ-:r resulting fram an emoneous cverpayment by debitng my account. Thia
7. Click Check Box to agree to authorize the direct Tire Ener acibiriation wik e effac untl changed.
deposit. Wb e it
8. Click Submit button. D N
irect Deposit Accounts
9. When_ you click the Submit button, the program The primary account is used for funds that are not disbursed to SEDﬂﬂ{tEF_I' percentage-based or amount-based accounts.
submits the changes to Payroll for approval. \
) 4 ; -
Once approved, the changes are effective the next CHASE MANHATTAN BANK  BANK OF AMERIGA Bank name of routing numbe
. o !
payroll cycle, but new accounts require a “prenote” 22231
verification with the bank, resulting in a live check for the Account numbes Account number 222371054 (CITIZEN'S BANK CTB)
first pay period. 3107 **868 222371863 (EASTMAN SAVINGS & LOAN ASSOC, ESL)

You cannot make additional changes until these changes ZE3716%8 (FAIRPURT SAVINGS AND LOAN FSL)

have been approved by Payroll. Checking Savings 222371876 (FIRST FEDERAL FF)
222370440 (FIRST NIAGARA FNB)

221370440 (KEYBANK KEE)
221371054 (ROCHESTER COMMUNITY SAVINGS RCS)

0.0000

m CANCEL

100% 10

If your bank is not listed,
contact Payroll to have it
added manually.




Job Aide: MUNIS ESS Subject: Direct Deposit

Direct Deposit Accounts

The primary account is used Tor funds that are not disbursed o secondary percentage-based or
amount-based accounts.

Direct Deposit Accounts

The primary account is used for funds that are not disbursed to secondary perc
amount-based accounts.

ADD A PERCENMTAGE-DASED ACCOUMNT ADD AN AMOUNT-BASED ACCOUNT

Bank name or routing number

Enter Account number,
| D21300077 (KEY BANK K |

;;HASE MAMHAT TAMN BAMNE .I\'E‘r Bk
Account type and Amount.

e R i QGGG

ansanaqq7 Account numbear
R | 9999999999 | Checking Checking
Cht-!'[:kil‘lq 5 Account type P tmga A nt
. 100% 7 525.00
Dy | Checking «
100% EDIT SELETE EDNT DELETE
Armount
=
EDIT DELETE | 25.00
| authorize the Town of Webster 1o directly deposit my pay and grant the Town the right to cormect

any electronic funds ransfer resulting from an erronecus overpaymaent by debiting my account. This
authorization will remain in effect until changed.

SAVE

A\ This direct deposit configuration is awailing approval. No changes can be made at this tim Q Your new direct deposit information has been successfully submitted for approval.
Mian Ram g

Band Bank Bank Bank

CHASE MANHATTAN BANK ~ KEY DAN CHASE MANHATTAN BANK  KEY BANK

cCount numpe Coount numoer You cannot make additional changes Account number Account number Once approved, the changes are
xexneg | (|7 ] until these changes have been wkxik%31 (07 *AERA0Q00 effective the next payroll .cycle,

- e [ —) but new accounts require a

Avcau trpe 4 hia Account type Account type “prenote” verification with the
Checking Checking Checking Checking bank, resulting in a live check for
the first pav period.

ALl T Percentage Amount

100.0000% $25.0000 100% $25.00
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JEw YORY,

Job Aide: MUNIS ESS

Subject: EEO Demographics

Voluntary Self-identification of Race/Ethnicity/Gender

To comply with Federal EEO recordkeeping and reporting requirements for the administration of civil rights laws and regulations, the Town of Webster invites
employees to voluntarily self-identify their race/ethnicity/gender. Submission of this information is voluntary and refusal to provide it will not subject you to
any adverse treatment. The information obtained will be kept confidential and may only be used in accordance with the provisions of applicable laws, including
those that require the information to be summarized and reported to the Federal government for civil rights enforcement. When reported, data will not

identify any specific individual.

If you would like to voluntarily self-identify your race/ethnicity/gender, you can do so on the ESS website by using these instructions:

Personal Information

Home

Employee: Users can update their EEO

demographics information. | DEMOGRAPHICS | CONTACT
Benefits v
Expense Report Date of birth 2 Ethnic code
€ S DON'T USE THIS FIELD
Pay/Tax Infarr n
Gender Ethnicity
Performance . . .
Managemer ¢ 1 MALE No, not Hispanic or Latino

Personal Information Veteran status Race

Add/View Changes NON-VETERAN White

Marital state

MARRIED

Job Information

Time Off

Time Entry
EDIT 3
Training Opportunities _J

Primary Language, Privacy Setting, Disability
and Ethnic Code fields are not in use

Personal Information

Self-identification of

GENERAL DEMOGRAPHICS Race/Ethnicity/Gender is voluntary s

Date of birth +hnte-eode—
‘ ‘ ‘ DON'T USE THIS FIELD w

Gender | Ethnicity
‘ MALE v h O Yes, Hispanic or Latino
- 4 ® No, not Hispanic or Latino
LEomary language
v Race
— [J American Indian or Alaska Native
. . [J Native Hawaiian or other Pacific Islander
S @ white
‘ v ‘ [ Black or African American
— [J Asian
Veteran status [J Two or more races

Marital state

‘ NON-VETERAN V‘
‘ MARRIED v

o mbik

SAVE CANCEL

5




Subject: Time Entry — Hourly

ESS is a timesheet, not a timeclock. Total hours worked
per day are entered, not start/stop times.

All hours worked in a day are entered on the “Hourly Full
Time” line in the timesheet. The payroll system will
calculate regular OT vs. 1.5x OT, if applicable.

Hours can be entered daily, weekly or biweekly up until
Noon on Friday, the last day of the pay period.

Use the “Time Off” function for prescheduled Leaves of
absence. Unscheduled leaves can be entered directly into
the timesheet using the appropriate line.

1. Log-in to ESS.
(https://townofwebsterny.munisselfservice.com/ess/)

Click “Time Entry” on the left-hand menu.

Enter all hours worked in a day on the “Hourly Full
Time” line for each day.

4. To bank Comp Time, enter hours in excess of
scheduled hours into the “Comp Time Earned
Hourly” line instead of including them in the
“Hourly Full Time” line.

5. Use “Save for later” if you are not done submitting
your time for the pay period.

6. Click “next week” to move to the 2" week of the
pay period.

7. When done entering, click “Submit” to send final
time to your manager.

8. Congratulations! You've submitted your timesheet
for Mananer annrnval

= O "

Home

https://townofwebsterny.munisselfservice.com/ess/

. . i
o Muris Self Service
L

Employee Self Services

Welcome to Webster's Emplovee Self Sen

Timesheet Legend: (symbol in upper right corner)

|:| Entered Time (saved but not submitted)
Submitted Time (sent to Manager for approval)
Approved Time (approved by Manager)

Welcome to Employee Self Service e
Employee Self Service Announcements
Imformation elcome to mployee Self Service Port
Tiene Entry | Personal information Miore
5 7
. A_ Bl
Enter time
&P rerROLLCLERK v Adding 6 from 9/15/2021 to 9/16/2021 opy P waek IL.:' & Aty I I Ly I
Aug 2021 Det 202k
2P| 14 171 |
prior weak If-eﬂ '.‘.'EE‘KI
3 | 8 10 6 4 g 36
v
3 E Hi 2 4 &
Unscheduled leaves can
be entered directly onto
the timesheet Approved Time Off requests
automatically populate the
timesheet
4
2 2
8 10 8 10 8 44



https://townofwebsterny.munisselfservice.com/ess/

Subject: Time Entry — Salary

ESS is a timesheet, not a timeclock.

Salaried employees (those who receive a fixed salary
regardless of how many hours they work and are not
eligible for OT) record Exception Time only.

Exception Time means that salaried employees do not
need to record regular hours worked in order to receive
their bi-weekly salary, but they do need to record all
leaves of absences.

Use the “Time Off” function for all prescheduled leaves
of absence. Unscheduled leaves can be entered directly
into the timesheet using the appropriate line.

1. Log-into ESS.
(https://townofwebsterny.munisselfservice.com/ess/)

Click “Time Entry” on the left-hand menu.

Previously approved time off will appear on the
timesheet with a green checkmark in the upper
right corner.

4. If needed, enter unscheduled absences by clicking
in the appropriate box for the date and leave type.

Submitted, but not yet approved, time off will have a
circle in the upper right corner.

5. Click “next week” to move to the 2" week of the
pay period.

6. When done entering, click “Submit” to send final
time to your manager.

7. Congratulations! You’ve submitted your timesheet

fAr NMananar annrnual

Home

https://townofwebsterny.munisselfservice.com/ess/ Lo =

. . i
o Muris Self Service
L

Employee Self Services

Welcome to Webster's Emplovee Self Service Portall

Employee Self Service

Welcome to Employee Self Service /

Announcements

Timesheet Legend: (symbol in upper right corner)

|:| Entered Time (saved but not submitted)
Submitted Time (sent to Manager for approval)
Approved Time (approved by Manager)

ARY Unscheduled leaves can be entered

directly onto the timesheet

e 2
Time Entry | Personal information Wiore
. A
Enter time
w DIRECTOR OF PCR30OMNE R 0 e e 53 dve
Aug 2021 Ot 2021 =
i1l 12 9/1 14 15 :
prior week

8



https://townofwebsterny.munisselfservice.com/ess/

Job Aide: MUNIS ESS Subject: Time Off — All

Leaves of Absence are processed in ESS using the
“Time Off” function. Employees can view accrual
balances, view existing leave requests and submit new
requests to their manager for approval. Managers are
notified via email of submissions. Employees are
notified of approval/rejections via email.

1. Log-in to ESS.
(https://townofwebsterny.munisselfservice.com/ess/)

2. Click “Time Off” on the left-hand menu.
(See sample “Time Off” screen below.)

3. Click “Request Time Off” to start a request, or
“My Requests” to review existing ones.

4. Step 1 of 4. Select Dates.
Click each date wanted on the calendar.

5. Click “Continue” once all dates are selected.

6. Step 2 of 4. Select Type.
Confirm your available balances before
submitting.

7. Click “Continue” once type of leave is selected.

“Time Off” screen displays time earned,
amount taken, amount scheduled to be
Time Off takenand the remaining available balance.

FAYROLL CL
Maximum To Be Currently
Enrned Taken :
Allowed Tahen Available
VACATION (H} 25250 16504 D00
SICK {H) Silea0L 00 1358, 50 000
PERSOMAL (H) 30,00 0.00

COMIP [H)

- ) - https://townofwebsterny. munisselfservice.com/ess/ L I - 1 ¥

'I-":.,:-, tyler "::E'. Munis Self Service

Employee Self Services

Home

Welcome to Webster's Employee Self Service Portah

/

Request Time Off

Step 1 of 4: Select Dates

Home

Employee Self Service

Click to select each date that you would like to take off. (Click again to deselect).

Pay/Tax Information

Personal Informz 2 << previous month 4 next month ==
SMTWTFS SMTWTFJS SMTWTF S
1023 4 1/ 2 123 4 5 6
|RequeslTl'meDﬂi 3 7 s e w0n 3 EE5 7 8] 7 8 9 1011213
1213 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20
[y Reauest] 1920 21 22 23 24 25 17 13 19 20 21 22 23 21 22 23 24 25 26 27
26 27 28 29 20 24 25 26 27 28 20 30 28 20 3D

Time Entry

k)

5

Request Time ‘off

Step 2 of 4: Select Type

Select the type of time off you would like to take from which job

PAYROLL CL

Currently

6 ype Confirm your available Available
VACATION balances before submitting 161.00

SICK 1398.50
PERSOIM AL 10,00
COMP 75.00



https://townofwebsterny.munisselfservice.com/ess/

Job Aide: MUNIS ESS Subject: Time Off — All

(Continued from front) Request Time Off
8. Step 3 of 4: Partial Day Requests. Step 3 of 4: Partial Day Requests
If you are requesting partial days, edit time as If you are requesting any partial days, edit time as necessary.
necessary.

You hawve selected the following dates (Change Dates)

9. Click “Continue” once hours per day are adjusted 8
(If appllcable)' 10112021 [F.50 Hours 10/12/2021: 7.50 Hours
10. Step 4 of 4. Additional I.nformation. N 1oy12,2021: | 780 Hours 10/14,2021: | 7.50 Hours
Review for accuracy. Click “Change” if it needs
editing. 10/15/2021: | 7.50 Hours 9

11. (optional) Add a comment for your supervisor.

12. Click “Make Request” once all information is
complete. /
13. “My Requests” Screen will appear. Request .
status can be viewed or canceled. Req uest Tl me Off
14. Congratulations! Your time off request has been

submitted for manager approval. Step 4 of 4: Additional Information

Verify the time you are taking and enter additional comments for
My Requests s e this request.
PATROLL €L \ - Job PAYROLL CL
VACATION () Request Type VACATION 10
::L - Days Requested 10/11,10/12,10/12,10/14,10/15
COME I 0 Total Time Requested 37.50 Hour(s) |

11

Dates P Type Stakius o Z-mments

Recuastod

Comment: (optional) | Out of town. Dave will cover my work.

DAVE Wil At

Feason [optional] -
calendar

12

EST TIME Cargsl

fedly Make Request




Job Aide: MUNIS ESS

Subject: Approve Timesheets — All

Managers MUST review and approve all employee time
sheets by the end of the day Friday, the last day of the
pay period.

Managers must enter time on behalf of any absent
employees.

If time is not approved employees will not be paid.
Approve all timesheets!

Once time is approved, it cannot be edited by the
Manager nor the employee. Please contact Payroll for
corrections.

1. Log-in to ESS.
(https://townofwebsterny.munisselfservice.com/ess/)

2. Click “Time Entry” on the left-hand menu.
“Pending Time Sheets” will display.

3. Click i signs to expand all options.

Click “Details” to review each employee’s
timesheet for the bi-weekly pay period.
(see back side for Manager Timesheet View)

5. Unscheduled leave requests the employee entered
directly into the timesheet will appear here for
approval.

6. Requests to bank Comp Time, instead of receiving
paid OT, will appear here for approval.

7. Click “Details” to enter time on behalf of an absent
employee.

8. Once all employee entries have been reviewed for
accuracy, click “Approve and submit all pending
time shown above”.

9. Congratulations! You've approved your employees’

« O ®  https://townofwebsterny.munisselfservice.com/ess/

'H;;-. tyler '*:::-. Munis Sell Service

Employee Self Services

Home

Welcome to Webster's Employee Self Service Portal!

Welcome to Employee Self Service

Homme

Employee Self Service Announcements

Pay/Tax Indormation Welcome to Webster's Employee Self Service Porta

Persanal Information Submit time entry and leave requests using ESE.
Tirmie OHF 2

1
Tirme Entry Personal information

1

LT -

hore

If time is not approved the employee will not be paid.

Pendiﬁg Timesheets

B COMPITELLO, CAROL A 71.50
B PAYROLL CLERK 71.50
HOURLY FULL TIME 67.50
VACATION TIME HOURLY 2.00
COMP TIME EARMNED HOURLY 2.00

B /FREEDMAN, PAULA M 80.00
B OFFICE ACCOUNT CLERK 80.00
HOURLY FULL TIME 80.00
HENDEE, KIMBERLY A 0
B LAMB, MARIANNE 0
OFFICE CLERK III 0]
STRINGER, SANDRA J 4.00

4
9/13/2021 - 9/24/2021

Approve|
Approve

g
5

9/13/2021 - 9/24/2021
Approve | Details
Approve

9/14/2021

Approve and submit all pending time shown above g



https://townofwebsterny.munisselfservice.com/ess/

: MUNIS ESS

Manager Timesheet View

A. After reviewing employee submitted timesheet,
Manager can change or delete an entry by clicking
“Edit”.

B. Click in the time box you would like to change.

C. Click “Delete” to remove the entry or “Edit” to
change the entry.

D. If editing, enter the correct number of hours in the
box and click “Save”.

E. Once the timesheet is in its final correct form, click
“Mark this week as approved”.

Clicking “Submit” allows the employee to resubmit
the time for approval, but will NOT send the time
to Payroll for processing.

F. Click “next week” to repeat the process for the 2™
week of the pay period.

Subject: Approve Timesheets — All

Approve time for COMPITELLO, CAROL A PAYROLL CLERK

Approving 0 out of TL.50 from 2713/2021 vo 2/24/2021| bark b w83 SRRy .il Extit Sularmit

Hours
10 Save

Delete

Copy from previous week

Nednesda)

Aug 202]_ Oct 2021 Saturday Sunday Monday Tuesday v 2y Thursday Friday V‘JEEHH
o1l 912 913 914/ 915 916 YIT
prior week next week
. . v .
HOURLY FULL TIME 8 10 6 4 36

Timesheet Legend: (symbol in upper right corner)

|:| Entered Time (saved but not submitted)
E| Submitted Time (sent to Manager for approval)
Approved Time (approved by Manager)

C Hours 10 Edit Delete/ Clicking “Submit” allows the

C employee to resubmit the time
for approval, but will NOT send
the time to Payroll for processing. 6

VACATION TIME HOURLY




Job Aide: MUNIS ESS

Subject: Approve Leaves — Al

and leave balances are updated.

1. Log-into ESS.

Leaves of Absence are processed in ESS using the
“Time Off” function. When employees submit a time
off request their Manager will receive an email notice.
After the Manager processes the request, the
employee receives an email notice and their timesheet

(https://townofwebsterny.munisselfservice.com/ess/)

details of the request.

approved leave requests.

balances will update.

2. On the homepage you will see an alert that “You
have time off requests that need attention.”

3. Click “time off requests” to open your pending
“Manage Time Off Requests” screen.

4. Review employee accrual balances and the

5. Click “Employee History”, to view pending and

6. Click “Approve” or “Reject” to process the time
off request. The employee will receive an email
notification and their timesheet and leave

7. Congratulations! You have processed the request.

Employee History
Employee’s name and title

WACATION ()
SICK {H}
FERSOMAL [H)
COMP (M)

1LEAR &0

Bates

Requested oot Vi Tratien Ruason

Commants Options

A 1a
calandar

il 11
calavuin

e

- ) - https://townofwebsterny. munisselfservice.com/ess/ @ 1 3

-
! s o .
e Munis Sell Service

#

Employee Self Services

Home
Welcome to Webster's 5.”"[""'","3';.' Self Service Por

elcome to Employee Self Service

You hﬂveltir‘ne off requestslthat need attention. <

Announcements

Welcome to Webster's Employee Self Service Portal

Submit time entry and lgave requests using ESS.

Manage Time Off Requests

Hame Calendar view

Emplopee Salt Sennre

Employee’s name and title

Payflax informaton Earned
Permona! Infemmabon VACATION I:H} 1R5.00
Time Off SICK (H) " 1308.50
e PERSOMNAL (H) 30,00
COMP (H) 75,00
My Requests
5 1668.50
Employee Requests
Dates
Amount Type Status Reason Comments
Requested
Time Fn‘rj,' R
. ’ " 15 hours VACATION  In progress TEST FOR ESS

Approve | Reject |[Forward to + | Hold Comments


https://townofwebsterny.munisselfservice.com/ess/

. - Z B cisouwebster.ms/n ooy
When a Manager is absent and can not process

employee timesheets or leave requests, they need to % Munis Self Service
setup a workflow forwarding rule so that another
authorized approver can timely approve timesheets Employee Self Services

and process leave requests. Time off requests and
timesheets can be forwarded to separate approvers if
desired. The start and end dates can also be set.

Welcome to Webster's Employee Self Service Portal!

1. Log-into ESS. (https://ess.ci.webster.ny.us/mss/) r¢
2. On the homepage you willsee a secton called Welcome to Employee Self Service

“Workflow forwarding”.

3. Click the check box of the workflow you want to Announcements
forward (i.e. time off and/or timesheets)

Welcome to Webster's Employee Self Service Portal
4. Use the drop-down menue to choose an approver R PRRYEE =8

from the list. Submit time entry and leave '.-'-‘2 s5tn 115Ing E55

5. Select the start and end dates of the workflow 6
forwarding.

6. Click “Update forwarding”

Workflow forwarding Update forwarding

7. Congratulations! Your workflows are being

) 4
forwarded. B Forward time off requests to: BRAYTON CONNARD | v

Gl Forward timesheets Lo W

Start; | 024120 { ADAM ENGEL BODAM v
ADAM FRATE

Art Petrans
BRAYTON COMNARD
BEVERLY CULLEM

If a name isn’t on the list, check with : e 1 BILL SOUTHWELL Mare
Payroll to see if they are an authorized Personal information Chnglppher Baow
approver. CHARLIE GEMERE

ADAMS, PAUL S (01| EEN HERNANDEZ



https://ess.ci.webster.ny.us/mss/

1. From ESS home page, click “Benefits.” Your current
year enrollments will display.

2. Click ~ to show benefit details.

3. Click “Open Enrollment” to make benefits elections
for next year.

4. Click “Select” or “Decline” to make a benefits
election for each category (Health, Dental,
Deferred Comp, etc.)

5. Some benefits allow for a “No Change” option to
continue your current year’s benefits into next
year.

6. Choose the appropriate benefits selection option.

7. Some options require additional forms or
documents to be uploaded.

8. Click “Continue” to review your enroliment
elections.

9. After your review your enrollment click “Submit” or
“Modify” to make changes.

Once benefits elections are submitted you will receive a
confirmation email.

You can still make changes up until Payroll approves
them at the end of the open enroliment period.

Once approved, the changes are effective at the
beginning of Pay Period 1 of the following year.

HSA and Deferred Compensation elections can be
changed during the year.

Subject: Benefits Enrollment

g‘.ﬁ' A
1 Existing Benefits —

ene You mest camplete yourforsn enrplimendbefore 12/1/2023 A Summary of your existing
ey Sk benefits.
Barsat I ik Beeret 1 B SuRTAN of yOur g enehil 3

S Ervclimedd
- NCELLLIS DENTAL IRSSANCE .
Fay' Il inlomastor

[XCCLLIG SWLE BN - FARLY COVERAGE = 31 14 2

Perfenrranes Managerrent

Pemcead indermaten

437 H¥3 DEFERRED COMPEY
i O EXCELLUS DENTAL INSURANCE
Wo glecior mads

EXCELLLIS SMILE SAVER - FAMILY COVERAGE - 58.14

TumeE SRy

- Vour existing benefit:

il Dot rarifes - ; | EXCELLUS SMILE SAVER - FAMILY COVERAGE

Erpleyhen Oporinaes Estimated total cost per pay peri(il el e sn.1a
PFay penod emphoyer cost 125
Annual ernployes cost $97.68
Anninl errglorped conl SE79 DO

..
Open Enroliment - Make Elections Make an election for each

TP ————— o) -1 0[] || o1 (=10 (0] 4T
‘Walcrrme i Oper: Frrslmant 3.

v Eyusermrd rem bore ey 1] b et 36

r e B e ek L b St e e st

1 s e iy e, e et T coriact et T ey o S 070 TOT & ity

P g T

s bl A D | - A - 7N

HEALTH BFSGY BTODUNT

RO LS TRATAL AELSLAMCE E
By Lol S0 E1L00 WASLE SoWER  INGLE COVERAGE - 10 W0

BEPOSSOET SR T

AT WYY DERPRAED COMPPNSATION

—— - T
—
-




Job Aide: MUNIS ESS Subject: Benefits Enrollment

Helpful links are here.
Benefits — MVP HEALTH INSURANCE

Pt ietbiec] yoousr Bl issismac e DDA

LIYE Wakytn | sagns B | WYE frodmgen Fgem | iy Banainy Bypal

Review your enroliment

4 paus e s mucraa dur 2004 e il wody ba bl v avsrnl o i Taosen pasarn o in o foram npam wesn Bomaemy. w0 i s b 0 "quaslibying woemt” a0 dafond i
g e == MVP HEALTH INSURANCE
Ui dndibion S iy Shah Eptiet Byt e St camplats 8 DRER Dft il fees #od P aiel oF Aaienncd dkck et Declined
Skl ot MV i o ey B sl oo ot b ¢ ohrvibed Tl e IMPORTANT: You are required to submit & Cash Opt-out insurance waiver form and proof of alternative health
— coverage each year in order to receive the biweekly Cash Opt-out payment.
0 pddmons urkin ERead all instructions : — -
Pay period pmgloyen cost BEA.03 I Opt-out Waiver form is available here: Cash Opt-out Farm.

Pap parad amgloat cont S36d 14 -
Erplapswarmaisen 5271220 Attachment Connard cash opt out 2024.pdf  REMOVE
Drplepar el cont 58379 38

beonnard insurance card 2024jpg  REMOVE

L o T

kkgsans Lskin)
Povpieiepet S0 |+ st o v Some choices require forms or Na fie chesen
Droplopse sorcaicon 478444 documents to be uploaded.
Erekyr owlcost | 51238392 ﬁ Helpful links are here. ‘
MAVE HDHS 185073500 - FAMILY /mﬂﬁes ACCOUNT
kdmaral Lkt Declined

Puy peried amployes ool K100 16

» pinP Sommancof becaden and Cosnron

Pay swsid irrlares st 149527
e EXCELLUS DENTAL INSURANCE
EXCELLUS SMILE SAVER - FAMILY COVERAGE
i Pay period employee cost s8.2
Pay pericd employer cost 5739
7 Annual employes cost 598.57
8 Annual employer cost ( . X $887.14
- as Review enrollment choices
before submitting.
DEPENDENT CARE FSA
Declined
457 NYS DEFERRED COMPENSATION
Declined
Thank yau for making yeur 2024 open enrcliment selections.
IMPCATANT: Serd appivabée wrilmens loime to Fayall ARAR 3 ANNUAL AMOUNTS
_| Changes can be made until the ey o852
end of open enrollment. TOTAL EMPLOYER COST $887.16
ol you hive #ny Gerilesr, 501 hedtile 10 Somect Kefawy Feeney il J8=8T3-T0TE of pisenevbc webiie ol
T R A e TOTAL EMPLOYEE COST $8.21
TOTAL EMPLOYER COST 9 §73.93

WP FEALTH INSURANCE
Dz Biniad

antachmans

CANCEL MODIFY SuUBMIT
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