
Job Aide: MUNIS ESS Subject: Logging-in

1. Open a web browser on a computer or phone

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

3. Click “Log In”

4. Enter Username and Password

a. Username is your Employee ID# (usually 4
digits. Can be found on your paystub)

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.

5. Click “Log in”

6. Congratulations! You’ve logged-in and should see
the ESS home page.
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 Job Aide: MUNIS ESS   Subject: Username Retrieval 
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Users can retrieve their username by 
themselves if they forget it. (Steps 1, 2 & 3) 2 

User will receive an email containing 
their username (Step 4). 
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Job Aide: MUNIS ESS Subject: Password Reset 
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Users can retrieve a password hint or 
reset their password if they forget it. 
(Steps 1, 2 & 3) 

User will receive an email with a password hint, if 
they set one during initial log-in. The email will 
also have a link to generate a new password if 
the hint is not successful. (Steps 4 & 5) 



 Job Aide: MUNIS ESS   Subject: Document Acknowledgement 
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Users are assigned documents 
to read and acknowledge 

Users can access important 
documents and links by clicking 
on the “paper” icon 
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Return to ESS browser window 
and acknowledge receipt 

Document may open in a new 
browser window or download 
depending on user’s setting. 
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 Job Aide: MUNIS ESS   Subject: Employee Information 
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Users can change their 
preferred name, 
demographics or email 
address  
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Users can change their Address, Emergency 
Contacts and telephone numbers. 

Users can change their 
Personal Information 

3 



Job Aide: MUNIS ESS Subject: Paystubs & W-2s 
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Users can see and reprint 
images of their paystubs Users can see and reprint 

images of their W2s 
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 Job Aide: MUNIS ESS   Subject: Tax Document Delivery 
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Users can choose W-2 delivery options between mail, 
primary email, alternative email or self service only  

Users can change tax 
delivery options 

Users can choose 1095 delivery options between mail, 
primary email, alternative email or self service only  



 Job Aide: MUNIS ESS   Subject: W-4 & Pay Simulator 
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Users can simulate changes to 
their paycheck such as raises 
or tax withholdings 

Users can change 
tax withholdings 
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 Job Aide: MUNIS ESS   Subject: Direct Deposit 
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If your bank is not listed, 
contact Payroll to have it 
added manually. 
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1. From ESS home page, click “Pay/Tax Information.” 

2. Click “Direct Deposit” 

View current direct deposit account details. Update 
amounts. Add or delete accounts. You can add up to 3 
Amount-Based Accounts and up to 3 Percentage-Based 
accounts.  

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

4. Enter bank name or routing number. A drop down 
will help find existing banks. If your bank is not 
listed, contact Payroll to have it added manually. 

5. Enter Account number, Account type and Amount.  

6. Click Save. 

7. Click Check Box to agree to authorize the direct 
deposit. 

8. Click Submit button. 

9. When you click the Submit button, the program 
submits the changes to Payroll for approval.  

Once approved, the changes are effective the next 
payroll cycle, but new accounts require a “prenote” 
verification with the bank, resulting in a live check for the 
first pay period.  

You cannot make additional changes until these changes 
have been approved by Payroll. 

Up to 3 Amount-Based 
Accounts and up to 3 
Percentage-Based accounts 
can be added 

Up to 3 Amount-Based 
Accounts and up to 3 
Percentage-Based accounts 
can be added. 



 Job Aide: MUNIS ESS   Subject: Direct Deposit 
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Enter Account number, 
Account type and Amount. 

You cannot make additional changes 
until these changes have been 
approved by Payroll. 

 

Once approved, the changes are 
effective the next payroll cycle, 
but new accounts require a 
“prenote” verification with the 
bank, resulting in a live check for 
the first pay period.  
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 Job Aide: MUNIS ESS   Subject: EEO Demographics 
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Users can update their EEO 
demographics information.  

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: 
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Self-identification of 
Race/Ethnicity/Gender is voluntary 

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



 Job Aide: MUNIS ESS    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/)   

2. Click “Time Entry” on the left-hand menu. 
3. 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 2nd 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 Manager approval  
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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) 

Approved Time Off requests 
automatically populate the 
timesheet  
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Unscheduled leaves can 
be entered directly onto 
the timesheet  
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 Job Aide: MUNIS 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-in to ESS. 
(https://townofwebsterny.munisselfservice.com/ess/)   

2. Click “Time Entry” on the left-hand menu. 
3. 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 
gray circle in the upper right corner.  
5. Click “next week” to move to the 2nd 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 

for Manager approval  
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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) 
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Unscheduled leaves can be entered 
directly onto the timesheet  
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 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. 
 

( i d  b k) 
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Confirm your available 
balances before submitting  

7 

“Time Off” screen displays time earned, 
amount taken, amount scheduled to be 
taken and the remaining available balance.  
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 Job Aide: MUNIS ESS   Subject: Time Off – All 
  

 
(Continued from front) 

8. Step 3 of 4: Partial Day Requests. 
If you are requesting partial days, edit time as 
necessary. 

9. Click “Continue” once hours per day are adjusted 
(if applicable). 

10. Step 4 of 4. Additional Information.  
Review for accuracy. Click “Change” if it needs 
editing. 

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. 

14. Congratulations! Your time off request has been 
submitted for manager approval. 
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 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 + signs to expand all options.  

4. 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’ 
i h  
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If time is not approved the employee will not be paid. 

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

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


 Job Aide: MUNIS ESS    Subject: Approve Timesheets – All 
  

 

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 2nd 
week of the pay period.  
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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) 

E 
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Clicking “Submit” allows the 
employee to resubmit the time 
for approval, but will NOT send 
the time to Payroll for processing. 
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 Job Aide: MUNIS ESS   Subject: Approve Leaves – All 
  

 
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 
and leave balances are updated.  

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

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 
details of the request. 

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

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

7. Congratulations! You have processed the request.  
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Employee’s name and title 
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Employee’s name and title 
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Job Aide: MUNIS ESS Subject: Workflow Forwarding

When a Manager is absent and can not process 
employee timesheets or leave requests, they need to 
setup a workflow forwarding rule so that another 
authorized approver can timely approve timesheets 
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.  

1. Log-in to ESS. (https://ess.ci.webster.ny.us/mss/)

2. On the homepage you will see a section called
“Workflow forwarding”.

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

4. Use the drop-down menue to choose an approver
from the list.

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

6. Click “Update forwarding”

7. Congratulations! Your workflows are being
forwarded.
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If a name isn’t on the list, check with 
Payroll to see if they are an authorized 
approver.  

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


 Job Aide: MUNIS ESS   Subject: Benefits Enrollment 
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Make an election for each 
benefit category. 
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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 enrollment 
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 enrollment 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. 

A Summary of your existing 
benefits. 
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 Job Aide: MUNIS ESS   Subject: Benefits Enrollment 
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Helpful links are here. 
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Read all instructions. 

Helpful links are here. 
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Changes can be made until the 
end of open enrollment. 

Review enrollment choices 
before submitting. 

Some choices require forms or 
documents to be uploaded. 
Some choices require forms or 
documents to be uploaded. 
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