
 

 

 

THE ESS WEBSITE ï https://grasslake.munisselfservice.com/login.aspx 

 

Accessing the Site 
  
There are several ways to access the ESS website: 
   

¶ Entering the URL directly into a browserôs address bar 

¶ Saving the site as one of a browserôs Favorites or Bookmarks 
 

Any of these actions will bring up the ESS main page. 
 

 
 

 

 

 
  

Enter a Username and password and click the Log In button.   
 
ESS usernames are created using the first initial of your first name and last name of the employee 
(example: Joseph Smith = ójsmithô).   
 
The initial password is set to the last four digits of the employeeôs Social Security Number.   
 

https://grasslake.munisselfservice.com/login.aspx


 

 
 
 
 

 
 
Click on Employee Self Service to expand the menu 
 
 

 
 
 

 
 

 



 

 
 

ESS-Specific Pages 
  
Personal Information 
The Personal Information page displays your contact information, as well as dependent information and 

emergency contacts. A system administrator may restrict the ability to update information on this page. This 

restriction is established in Employee Self Service Administration. 

 

The information found under Personal Information and Employee Profile is located in the Munis Employee 

Master program. When you change any of the information on these pages, the corresponding Employee 

Master record is updated.  

 
 

If changes are allowed, you can make changes to your mailing address and email address. You can also 

maintain your telephone numbers, dependents, and emergency contacts.  



 

 



 

 

Paychecks 

 

The Paychecks section displays information for the most recent pay periods in which you received pay. In 

the tools section, options are available for simulating your paycheck and viewing W-2 and W-4 data. For 

more on these functions, refer to the Pay/Tax Information section of this document. 

 

 

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. 

 
 

If your organization uses Tyler Content Manager for Munis, click the TCM button to view a check image. 

 

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



 

 

 

Pay/Tax Information 

Pay/Tax Information provides current payroll and payroll history details. The payroll history is stored in the 

Munis Employee Pay History program.  

 

If you are a supervisor, you can view information for any employees who report to you by selecting a name 

from the Employee list. 

 
 

 

When you click Details, the program displays the Check Detail screen, which contains the pay advice 

information for the check. You cannot modify pay or tax information; it is display only. 



 

 
 

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, which is 

available in the Munis W-2 and 1099-R programs. To view details for a different year, select the year from 

the Year list.   

 

 
 



 

 

W-4 

The W-4 page displays information related to your W-4.  

 
 

To Make Changes Your W-4 

To update your W-4 Information: 

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

 
 

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 screen. 

 



 

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

5. Select the pay cycle for which you are simulating a change, then enter the pay, tax, or 
deduction changes.  

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



 

 
 

7. Click Return to return to the Paycheck Simulator. 



 

 

 

Direct Deposit 

The Direct Deposit page provides the details for your direct deposit accounts. All changes will be made 

using the ESS Direct Deposit page.  

 

 
 

To modify your direct deposit information: 

8. Click the Change option for the account. 
The program displays a Change box. 

 

 

9. Update the information and click OK.  

 



 

To deposit amounts to more than one account: 

10. Click the Add a Percentage-Based Account option.  
The program displays the Add a New Account box.  

 

 

11. Enter the new account details, establish the percentage of the total deposit to be allotted to this 
account, and click OK.   
The program accepts the new account and adjusts the percentage to the existing account so 
that the total deposit amount remains at 100%.   

 
 

To verify the changes to your direct deposit account details, select the change-verification check box. The 

label for this check box is user defined and is assigned by your organization. As a result, the text for this 

check box varies.  

 

When you click Submit Changes, the program submits the changes to your Human Resources department 

for approval. Once they are approved, the changes are effective to the next payroll cycle. (Note: If your 

organization uses the prenote process for verifying direct deposit transactions, the change may be delayed 



 

until the prenote test is complete.) 

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

 
 


