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What is ESS? 
 
Employee Self Service (ESS) accesses information from, and stores information in, the Munis 
HR/Payroll programs. ESS is used for time entry, and provides access to personal information, pay and 
tax information.   When you update information in MSS, the updates also occur in the applicable Munis 
programs.   
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How to Login to ESS 
ESS is accessible from your city workstation or any device with internet access. 
 

Access ESS Using: Type this URL in your Browser Address Field: 

From your city workstation ESS 

Any other device or network http://santabarbaraca.gov/ess 
 
The city has created an informational site with resources and messages from Payroll and HR.  Please 
review any messages posted, then scroll down the page to click on the Login to Munis Employee Self 
Service link. 

ESS provides access to your confidential payroll and HR data.  Do NOT 
share your ESS password.   

http://santabarbaraca.gov/ess


 
 

Page 4 of 13 
Updated 9/24/14 and Printed:  10/21/14 

http://moss/Departments/Administrative_Services/Information_Systems/Projects/EAS/MunisProject/Project_Documents/HR and 
Payroll/Employee Self Service Inquiry for City of SB Version 10.5.docx 

To login to ESS, click on the Log In link in the upper right corner of this home page. 

 
• Your User Name is your city employee number, with no leading zeros. 
• Your initial password is the last 4 digits of your social security number. 
• You will be required to change your password at your first login. 
• Passwords must be at least 8 characters and include 2 numerical characters. 
• Passwords expire every six months. 

 
 
Click the Employee Self Service link in the Navigation bar on the right side of the page. 
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ESS Home Page 
The home page of the ESS application displays personal information and pay details.  These items are 
also available on the ESS Navigation bar, on the right. 

Personal Information 
The Personal Information panel displays the information stored in your employee record. Click 
Employee Profile to view your general information, demographic information, and DOE Race details.  
To update or correct any of this information, contact your department timekeeper.  
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Click Return to Personal Information to display the Personal Information page.  Click Change or Add 
to update your personal information. 

Resources 
The Resources option in the upper-right corner of the screen displays employee resources that are 
available for all City employees. These resources are located on the initial ESS page. 

 
Time Off 
The Time Off panel displays your vacation, sick, and personal time off. For the initial display, the Time 
Off is the projected time available. Click Taken to refresh the panel to display time off taken for the 
current year.  
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Paychecks 
The Paychecks panel displays information for the most recent pay periods where you received pay. 
You can use the Paycheck Simulator, view Year-to-Date Information, or W-4 Information.  
 
Year-to-date and last-paycheck earnings initially do not display for security purposes. Earnings for 
previous paychecks do not display either. Click Show Paycheck Amounts to show the dollar amount; 
click Hide Paycheck Amounts to hide the amount.   Click Pay/Tax Information in the Navigation Bar 
to display the Pay/Tax Information screen.  
 
To view a check image, click the camera icon next to the Details button. 

 
To see all checks in ESS, select Pay/Tax information from the Navigation pane. 
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Click Detail for any check to display the Check Detail screen for that check. 
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Paycheck Simulator 
The Pay Check Simulator allows you to test adjustments to your pay, tax, or deductions in order to see 
how the changes would affect your total pay. The program does not update your pay records. 
 
• Select the pay cycle for which you are simulating a change.  

• Enter the pay, tax, or deduction changes.  

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

 

• Click Return to return to the Paycheck 
Simulator page. 
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View Last Year’s W-2  
The W-2 Information page 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.  To change your W-4 information, click Edit W-4 Values.  
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• Enter the revised data.  

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

• Click Continue. 

• Click Submit. 
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ESS displays a confirmation page. 

YTD Information 
The Year-to-Date Information page contains a cumulative view of payroll figures for a specific year.  
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Total Compensation 
Displays a summary of the pay and benefits provided to you by the city. 
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