Manchester Public Schools

Munis Employee Self Service

Munis Employee Self Service is an internal website that as a Manchester Board of Ed employee, you may go
to view your employee profile, update benefits, view paystubs, and even sign up for specific training sessions.
It is a tool to help you stay connected, updated and informed.

Please read through these instructions on how to use the site most effectively.
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Click on the Log In link located in the top RIGHT corner of the page. You will then be prompted to enter your
username and password. Your username* will be your first initial and last name. Your password will be the last four
digits of your social security number initially but you will be prompted immediately to change it. Make it something
that you will remember. *Those employees with duplicate first initials and last names will be notified via email with
your special username and password. Those employees with hyphenated last names will use your SECOND portion of
your last name as the “last name” portion of your user name.
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Town of Manchester - Self '

Home

Citizen Self Service

Employment Welcome to the Tovm of Manchester Self Service facilities.

Opportunities
- If you would like to make a Utility Bill payment. click on Citizen Self Service and then Utility Bills.

If you are interested in applying for a position vith the Tovn of Manchester, click on Employment Opportunities and then Apply next to the
position you are interested in.
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Town of Manchester - Self Service

On the left side of the page are two
options: “Employee Self Service”
and “Employment Opportunities”.
Click on “Employee Self Service” to
view your profile.

Welcome to the Town of Manchester Self Service facilities.

Employee Self

Service
If you would like to make a Utility Bill payment, click on Citizen Self Service and then Utility Bills.

Employment
Opportunities

If you are interested in applying for a position with the Town of Manchester, click on Employment
interested in.

To view documents, forms, etc., you can click on the Resources tab in the upper
right corner. This section us currently under construction. Please continue to visit
the Manchester Public School’s website “Departments” section for all forms and

documents needed.

Resources

Home = Employee Self Service

Employee Self
Service

Benefits Personal information View profile Announcements Contact
Certifications ‘ Name Town Employees =
Pay/Tax Information Address ABS Flexible Spending Open
=, Enrollment for the following eligible
Personal Information Phone Email unions: MEU, Library, Residual,
Time Off Supervisory and Unaffilated. Open
Frrallmant will he hald an Thirsdaw
Training
Available time Requested Taken
Avauanie Toeal
W You will see time available and
W scx time taken for each category
W PRt that you are eligible for.
B wwp
LWOoP 4 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec b

2012

Paychecks Show paycheck amounts
Previous paychecks Tools
=—== 11/2/2012 10/14/2012 - 10/27/2012 === view details Paycheck simulator

View last vear's W2

Last Paycheck: 11/2/2012 10/19/2012 9/30/2012-10/13/2012 ~ T===  View details e R—
10/5/2012  9/16/2012 - 9/29/2012 T=ET view details
——— - 9/21/2012  9/2/2012 - 9/15/2012 TE=T View details
9/7/2012  8/19/2012 - 9/1/2012 TE=T View details

Year to date

The main page for Employee Self Serve will give you an overview of your profile. You can review your personal
information on file with us, along with available time and the last few paycheck received. ALSO, please make
sure to check out the “ANNOUNCEMENTS” section in the upper right hand corner. We will be using this for any
staff notices and important information. You will have to scroll down in this section to view Manchester Public

Schools announcements.



Benefits — This section is “Under
Construction”. This will show you
the benefits you have chosen .

Pay/Tax Information — This displays a
summary of each pay check going back
to 2008. To view the details of each
pay period, click on the View Details

button. This will display your pay along

with all of your deductions.

Service

Benefits

Employee Self

Certifications

ay/Tax Information

Personal Information

Time Off

Training

shown here.

Training Opportunities — In the
future, available classes will be

r"lﬂ

Home

Employee Self

Senvice

Benefits

Certifications Check Date

Pay/Tax Information 11/2/2012

YTD Information 10/19/2012
10/512012
9/21/2012
9/712012
8/2412012
8/10/2012

> Pay/Tax Information

Opportunities

Certifications—This section will show any
State of Connecticut Educator Certifications
that we have on file for you. If it is blank,
and you have a certification, then you must
contact Human Resources immediately to
update your records. This is for Certified staff
only.

Personal Information — This section
shows the information that is entered in
Munis concerning your home address,
phone number, email address, and
emergency contact information.

Time Off — This screen displays your accrual
amounts. You can see the amount you’ve
Earned, Taken, and have Available.

YTD Information displays a summary of your pay and deductions for the Year to Date. You can go back to

Pay Period

10/14/2012 - 10/27/2012
9/30/2012 - 10/13/2012
9/16/2012 - 9/29/2012
9/2/2012 - 9/15/2012
8/19/2012 - 9/1/2012
8/5/2012 - 8/18/12012
7129/2012 - 8/412012

You may click on W2 to review your information for each
year. The W2 information for the previous year will not be
displayed until Payroll has completed the W2 process.

Clicking on W-4 will display the information that you

selected on your State and Federal Income Tax forms. If

you need to make any changes, please contact payroll

for an updated form.

Status

Cleared

Cleared
Cleared
Cleared
Cleared

Cleared

Home

Year 2012 ~ 4'/2008 by clicking on the drop down box and selecting a year.

Gross Pay Net Pay
View Details
Amount of Gross and Net wew Detail
pay will be listed here. R
“Cleared” indicates that the ¥iew Details
check was Direct Deposited. platet
View Details
View Details
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Employee Self
Senvice

Home = Emplovee Self Service = Pay/Tax Information = W-4

Benefits

Certifications.

YTD Information
w-2

w-4

Pay/Tax Information

Paycheck Simulator

FEDERAL
Marital Status MARRIED
Exemptions 0

Additional Amount $0.0000

Personal Information CONNECTICUT

Time Off Marital Status FILING STATUS "A"
Training Exemptions 0

Opportunities

Additional Amount $0.0000




Paycheck Simulator will allow
you to “test” any adjustments
for income tax deductions. This
does NOT affect your paycheck.
This is just a simulator.

Personal Information

> Employee Self Servi e

Employee Self

Home

Employee Self
Senvice

Benefits

Certifications

Home = Employee Self Service > Pay/Tax Information = Paycheck Simulator

Pay cycle: 1 ¥ Switching deduction cycles will reset the entire page.

Pay Details

Pay/Tax Information

YTD Information
w-2
w-4

Personal Information

Time Off

Training
Opportunities

Marital Exemptions
Federal Tax MARRIED v 0
State Tax FILING STATUS "A" + ]
Local Tax v 0
Deduction Details
SERNES ; A‘ \mount
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Service ) ] Remember to look for the green check to You are allowed to make several
{ Your information has been successfully updated. @ .
Benefits confirm that your changes were made! changes to your Employee Profile
Certifications Address / E-mail change .
rayaxormaton | Home Address right here on SelfServe. You can
Persa — update your address, phone num-
0 0 -
e e bers and emergency contacts. At
Time Of this time, dependents are not
Training Options. changs listed. You will be able to view
Opportunities W-2 Delivery Method Mail
your dependents after our next
Telegtioue AddTelephoneMumber} — gnen enrollment period closes.
PRIMARY FIONE PHONE No Llignge An “Unlisted Number” means that
CELL No Change | Delete . . . .
it will not be used in any profiles or
— - distribution lists.
No Dependent information to display.
Emergency Contacts Add Emergency Contact
Change | Delete
WA ks :
Home Add Telephone Number
Employee Self Home > Employee Self Service > Personal Information > Telephone numbers
| Senvice
Benefits Description
Certifications Number *
Pay/Tax Information Type -[Eféase se_léc_l]- v ¥
Personal Information Unlisted
[Emeloyes profie | Cancel * Make sure to click “Add” so
Time Off
- your changes are saved!
Training
| Opportunities
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Home

Employee Self N
Senvice

Benefits

Certifications

Pay/Tax Information

Personal Information

Training

Opportunities

ployee ofile Reso

Home = Employee Self Seryg#€ > Personal Information = Employee Profile

Return to Personal Information

General information
Name

Employee ID

SSN

Active status
Personnel status
Office location
E-Mail address
Alternate e-mail address
Hire date

Service date
Original hire date

Please review the information listed
under Employee Profile. If you need any
changes to be made that could not be
done in the “Personal Information”
section, please contact the Human Re-

Supervisor

sources Depa rtment at
Ll boehr@manchesterct.gov.
Demographic information
Date of birth

Gender

EEO ethnicity

Marital status

Privacy setting

DOE ethnicity

DOE Race

American Indian or Alaska Native

Asian

Black or African American

Native Hawaiian or other Pacific Islander
White

hal e W Bl A
¥~ 5% 2 e K D=k
- “T 7 Home e Of
The section for “Time Off” shows you .
. Employee Self If Service > Time Off
your total amount of earned time, taken Senice } -
time, and currently available time. When | Beneits Maximum e Eamed*  Taken JOC° CUTENWY e
] ) ) i Allowed through 11/9/2012 Taken Available . . o1 110012
you click on Summary, you will see a list erfeatons S Gt
. . . Pay/Tax Information
of all accrued time, and during which pay SICK (H) Summary
. . L. Personal Information
period it was earned or taken. This is _.‘m PERSONAL (H) A
. . LWP (H] Summary
not where you will schedule time off. You |1 i
. Opportunities LWOP (H) Summary
must still report all absences through

H=Hours; D=Days.

Kel ly Services. *This is an estimate. Please note that your actual earnings may differ.

Time Off Approver:

If you have any concerns or issues using Munis Self Service, please contact the Human Resource Department.
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