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MUNIS ESS INSTRUCTIONS 
 

 
On the CES website Click on Employee Dashboard.     
Or: 
Employee Self Service can be found on the internet address: 
h t t p s : / / c o o p e d u s e r v i c e s c t . m u n i s s e l f s e r v i c e . c o m / e s s / l o g i n . a s p x  

 
 

 
 

To LogIn:   Enter User Name: Initials of first and last name and last four digits of social 
security number, example Lori Smith (LS8251). 

 
Enter Password:  password 

https://coopeduservicesct.munisselfservice.com/ess/login.aspx
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You will be prompted to create a new password at first log on.  Complete the fields noting your 
new password.  Passwords are case-sensitive. 

 
If you forget your password in the future, click on Forgot your Password to receive your 
password hint.   If you don’t have a hint, you will receive a link via email to set a new 
password. 
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The Home screen will open after successful log on. Click on Employee Self Service tab on left 
side of screen.
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The home page of the ESS application displays personal information, time-off, and pay 
details. If you are a supervisor, the Employee Time Off section displays the time-off details 
for the employees who report to you. 
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You can only update your email addresses in Personal  Information; to update your address or 
phone number , please  send an email to benefits@cestrumbull.org and 
payroll@cestrumbull.org .  

 
 

mailto:benefits@cestrumbull.org
mailto:payroll@cestrumbull.org
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Time Off 
The Time Off panel displays your vacation, sick, personal time, bereavement, and jury duty time 
off. Click My Requests to display time available, annual allowance and dates requested. 

 

 
 
 
 
 
 
 
 
 
 
 

 
If available, you can request Vacation, Sick and Personal Time off. In addition, you can request 
Bereavement and Jury Duty time off.  

 
To request time off: 

 

1.  Click Request Time Off. 
 

 

The program displays the Select Dates page. 
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2.  Highlight the dates for which to request time (by clicking on day) then click Continue. 

 
 

 
The program displays the Select Type page. 
 

 

 

3.  Select the type of time-off. 
The program only displays available time-off. For example, if you only have vacation time 
available, the program only displays the vacation option; if you have vacation time and 
personal time available, the program displays an option for each. In addition, Bereavement 
and Jury Duty* can be requested. 

 

*Supervisors should have a copy of jury notification form before approving.  The 
payroll department needs evidence of attendance and compensation in a timely 
manner otherwise employee will be docked. 

 

4.  Click Continue. 
The program displays a summary of your request. 
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Verify the time off request; change the numbers of hours, if necessary. 
 

5. Click Continue 
The program provides a summary of the request. Comments are optional.  Reason should 

not be selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click Make Request. 
The program processes the request, distributes an e-mail to your supervisor indicating that 
approval is required, and displays the My Requests screen, with the more recent request 
included. 
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Use the Calendar View option to view your current time-off in a calendar format. 
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On the Time Off Calendar page, click Return to Previous View to return to the My 
Requests page. 
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Pay/Tax Information 
The Pay/Tax Information pane displays information for the most recent pay periods where you 
received pay. You can view the Paycheck Simulator, Year-to-Date Information, or W-4 
Information. 

 

 
 

Click Details to display the Check Detail screen. 
 

 

 
 
 
 

Click Return to Pay/Tax Information to return to the Employee Profile screen. 
Click view paycheck image to view a check image. 
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Paycheck Simulator 
The Pay Check Simulator allows you to simulate adjustments to your pay, tax, or deductions in 
order to see how the changes would affect your total pay. The program does not permanently 
alter your pay records. 

 
To use the simulator: 

 

1.  Select the pay cycle for which you are simulating a change. 
 

2.  Enter the pay, tax, or deduction changes. 
 

 

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

 

 

4.  Click Return to return to the Paycheck Simulator page 
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View Last Year’s W-2 
W-2 Information provides wage and deduction details for the previous year. 

 

To view details for a different year, select the year from the Year list. 
 

 
 

 
 
 
 
 

Change Your W4 
W-4 displays your current W-4 details ( the marital status and tax witholdings you requested). 
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To change your W-4 information: 
 

1. Click Edit W-4 Values. 
 

 
 

2. Enter the revised data. 
 

 
 
 
 

3. Verify that the information is correct by selecting the acknowledgement check box. 
 

4. Click Submit. 
 

Changes will be submitted to Payroll for approval. 
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YTD Information 
The Year-to-Date Information page contains a cumulative view of payroll figures for a specific 
year. If you are a supervisor, you may be able to view year-to-date information for employees 
who report to you by selecting a name on the Employee list. 

 

 
 

 

Direct Deposit 
The Direct Deposit page provides the details for your direct deposit accounts. Click on the edit 
button to make a change, and click in the box at the bottom of the screen.   You must send a 
copy of a cancelled check or the bank name and routing and account numbers to Payroll at 
payroll@cestrumbull.org  before this change can be made.   

 

mailto:payroll@cestrumbull.org
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To modify your direct deposit information: 
 

1. Click the Change button for the account. 
The program displays a Change box. 
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2. Update the information and click OK. 
 
 

To verify the changes to your direct deposit account details, select the check box immediately 
before the Submit Changes box. By selecting this check box you are verifying changes. 

 
 

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

 

 

Certifications 
Certifications tab displays a list of your education or training certifications. This list includes the 
certification type, area, level, number, and effective and expiration dates. If you are a supervisor, 
you can view certifications of employees who report to you. 

 

 
 

 

 

 

 

 

 


