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Employee Self Service

Employee Self Service (ESS) is the Munis® Self Service application created specifically for current
employees and job applicants. ESS accesses information from, and stores information in, the Munis
HR/Payroll programs. When you update information in ESS, the updates also occur in the applicable
Munis programs. https://cityoftulsa.munisselfservice.com/default.aspx

For employees, ESS provides access to personal information, pay and tax information, as well as
training, certification, and performance information. For applicants, ESS provides information on current
job opportunities, manages applicant information, and provides automatic distribution of future
employment information.

Employees must have a valid MSS login to access the ESS application; registered applicants receive
a personal identification number (PIN) for accessing their profile and prospective employment
information.

%)

Log In

City of Tulsa Self Service

Home Welcome to the City of Tulsa's Self Service Portal where you can access important information about Citizen Self Service, Employment Opportunities and Vendor Self Service

Citizen Self Service
Employment Cpportunities

Vendor Self Service

e @|@ https:/fcityoftulsatrain.munisselfservice.com/laginasps ,O ~@c | @ Login » ‘ ‘
Y ManageEngine ServiceDes... @ Home - Tulsa, OK City @ ICOT - City of Tulsa Intranet E) ERP - Home @ Tulsa Spirit Ambassadors ..

yTulsa

A New Kind of Energy.
Login
Home Uzsemame
Citizen Self Service ‘ | ‘
Forgot your username?
Employment Opportunities ‘P assword
endopSeiSenvics Forgot your password?

Employee Self Service Users

The Employee Self Service application requires users to have a unique username and password. The
initial log in will be the employees six-digit numeric user ID and password is the last 4 digits of their
SSN.
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Passwords

Password criteria is determined by your system administrator. It must be 8 characters long and must
contain at least 1 numeric character and a minimum of one uppercase character. When you are
provided an ESS user account, the system will require that you change your password at your first
login.

When you change your password, you must enter a password that meets the password security policy.
The Change Password page indicates if the new password meets the enforcement criteria.

e@|@ https://cityoftulsatrain.munisselfservice.com/login.aspx 2 ~ @& & ‘ @ Login ® | ‘

i% ManageEngine ServiceDes... @ Horne - Tulsa, QK City @ ICOT - City of Tulsa Intranet E) ERP - Homne @ Tulsa Spirit Ambassadors ...

CITYCOF
A New Kind of Energy.
Login

Home Before proceeding you must change your password.

New password must be at least 8 characters long, contain at
Citizen Self Service least 1 numeric character and contain at least one

uppercase and one lowercase character.
Employment Opportunities Current password |
Vendor Self Service New password

Password strength Unacceptable

Confirm new password

Mew password hint

e

On the Change Password page, you must also enter a password hint. If you forget your password, click
the Forgot Your Password? option on the Login page. This causes the application to send you an
email message that contains your password hint. Once a user has received their password hint via
email and they STILL do not know, they will need to contact their administrator.

e‘ - |@ https:// cityoftulsatrain.munisselfservice.com/loginaspx 2 ~ @ & |

55 () ManageEngine ServiceDes... E| Hormne - Tulsa, OK City a iCOT - City of Tulsa Intranet E:} ERP - Home E| Tulsa Spirit Ambassadors ...

@ Login X

¢ lulsa

A New Kind of Energy.

Login
Home Your password has been successfully changed.
Citizen Self Service
Employment Opportunities

Vendor Self Service
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ESS Home Page

The home page of the ESS application displays personal information, organizational announcements,
and pay details.

2 Tuléa .

A New Kind of Energy.

Log In
City of Tulsa Self Service
Home Welcome to the City of Tulsa's Self Service Portal where you can access important information about Citizen Self Service, Employment Opportunities and Vendor Self Service
Citizen Self Service
Employment Opportunities
Vendor Self Service
T CITYCF
L
) Tulsa B &
e A New Kind of Enengy. Resources
Welcome to Employee Self Service A
Employee Self Service Announcements
Certifications
Expense Reports Personal information View profile
Pay/Tax Information John Doe
1234 South 11 St
Performance Evaluations Tulsa, OK 74101
: Phone Email

Personal Information Home Phone: 918-555-1234 Email: breanna tindall{@tylertech.com
Employment Opportunities

Paychecks Show paycheck amounts

Last Paycheck: 12115/2017 i Tools
S Previous paychecks Paycheck simulator
12152017 T=5= Details B0 View last year's W2
Change your W4
Year to date

For those sections that provide a Change or Add option, you can update or add additional information.

When you do update or add information, the updates are transferred to the appropriate programs in
Munis.

Resources

Located at the very top next to your user profile information is a Resources Link.

elfservice.com/employee 2 ~ @ & || E-} Final Documents - All DD‘..‘ @ Kronos Workforce Centr... | @ Horne - Tulsa, OK City | I50] ManageEngine Servicel... | @ Personal Information X | | {I% * E‘%‘} ':?:'
he - Tulsa, OK City @ iCOT - City of Tulsa Intranet E} ERP - Home @ Tulsa Spirit Ambassadors ...

) Tulsa

A New Kind of Enengy.
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*  This button will display a list of various links or documents that an employee can access, such
as insurance information and pay advice, as well as many others. Please be advised only be
advices prior to 2019 (eAdvice) will be available. The advices out of Munis won’t appear here in
this menu.

- X
. com/employee 2 + & & ”mFinaIDucumenE- ‘@ Kronos Workforce ... ‘ Horne - Tulsa, OK... ‘ﬁ] ManageEngine Ser... ‘,@ Ernployee Profile X E Health Insurance O... ‘ {n * ﬁ;’ @

E 0K City @ iCQT - City of Tulsa Intranet m ERP - Home [ Tulsa Spirit Ambassadors ...

Health Insurance tab

o - 8 X
= (52D g ke comy 0 = & & B Fel Ducument... 58 Raunos Weebton._| i) Hume - Tulsa, — | B T Ervpioyen Pratie] K3 et tnsr... % | ] Weleemera | | i Ty & @
| <z [ ManageEngine Seneeles... (] Heeme - Tubsa, O City &) i00T - City of Tulsa beranes. B B39 - Home (] Tubsa Spirt Ambassadars ..
Welcome  Employers  Producers  Providers Q_H Feedbatk  Company Information  Language Asststance B £n espafial ~
Bluedross BueShield
of Oklahoma sareh
2018 Special
Enroliment =,
g IFYen) Onalify View Prescription
See If You Qualify » Drug Plan Details »
View Individual and Family
Flans
I've Applied, Now What?»
Contrel Your
Costs and Care »
How to Make
a Payment »
Attend
aseminar »
Standing with Our Members Impacted by Hurricanes Hasvey, irma and Maria, and wildlires in Montana
[, a %
%{\;ﬁ@ y L - B i ¢ |@ 5 Keanis Workloe| ] Herme - Tules, — | B gine o R bty = | 8 Wetcometo..x | |(}f3 e

¥ [l Menagefngine ServiceDes... [ Home - Tulsa, 0K City £ iC0T - Cty of Tudsa Intranet [ E1P - Home [ Tulsa Spirit Ambassadors

PLEASE LOG-IN TO THE DOCULTVERY SYSTEM.

‘Wour User 1D Is your six dight Employee 1D number,
User Dz

‘Weur origing] passwoed is your last name.
Pusmwond: [Cormgtten Password?

TS

Locating your employee 1D number - Your employen [0 number is avalable on yous pay stub [t vl start
wilh four e, ssnd e el by i sde-digil rumbor. 1 you have s new emplogee badge, your employes 10
wil be on the back.

Changinglresetting your password - From the Manage Your Accouwnt tab, sehsct Change Passward You
will ber promglied o enlie your ok passwoed and Sen o ne password, bl by ne-eolering e e

passwmed B confiom thee passwnrd change
Passward locked — Call the T Service Deck at (¥18) 596-T070 for help with passwaord reset.

Forgatten password - i you forget your password, from the log-in to the Doculivery system screan, salect
Furgobien Passwand? You will be askid l answer thewe sscuity quesions infialy sehp S vty yous
idenlity.

Quelions concerning your pay stub - Uirecl all pay refaled o your
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Certifications

Certifications 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, select a name
from the Employee list to view that employee’s certifications.

'Tulsa

A New Kind of Energy. JOHN DOE

Certifications

Employee Self Service No certifications were found for this employee.

Certifications I

Expense Reports

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 Paycheck Simulator section of this document.

Tuls 5 s

74 y
Q=" A New Kind of Energy. Resources

Pay/Tax Information

Employee Self Service Year| 2018

Certifications Check Date Pay Period Status Gross Pay Net Pay

Expense Reports 11672018 1172018 - 111572018 Cleared $3,253.55 §2,275.83  Details

Pay/{Tax Information

Tulsa

ANew Kind of Enengy. JOHN DOE
Paycheck Simulator 2
Employee Self Service A Pay cycle: Switching deduction cycles will reset the entire page.
Certifications Pay Details
Expense Reporls Job Pay Rate Percentage Amount

Pay!Tax Information OFFICE ADMIN | (5508) BASE PAY HOURLY (110) 80.00

YTD Information

EII
5]
£
@

OFFICE ADMIN | (5508) EX LIFE TAXABLE (300)
w2
1099-R. Marital Exemptions )
o Federal Tax | SNGLE [7]] | ]
1095-C State Tax | SINGLE ‘ | o]
W-4 Local Tax | ‘ | ) |
Paycheck Simulator I
Deduct
Total Compensation Description Amount
O AFSCME UNION DUES

Performance Evaluations
| —
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Expense Reports

Expense Reports allows you to submit expenses for reimbursement. To submit a new expense report,
click Add a New Claim.

If existing expense reports are in process, click ID to view the detail page for specific details about the
expense item. Click Copy to duplicate the expense item. There are training materials that will instruct
you how to submit the expense if necessary.

- X
b@‘@ https://cityoftulsatrain.munisselfservice.com/employee 2 ~ @ & ‘ @ MUNIS Self Services X% ‘ | o ﬁ {@} @)
9% [i] ManageEngine ServiceDes... @ Home - Tulsa, OK City @ iCAT - City of Tulsa Intranet E} ERP - Home @ Tulsa Spirit Ambassadors ...
i, CITYOF
8 [ulsa
¥ ANewKind of Energy. JOHN DOE

Expense reports
Employee Self Service Add a new claim

Certifications No expense claims were found.

Expense Reperts

Add claim

Pay/Tax Informaticn
Performance Evaluations

Personal Information

Employment Opportunities

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 and you have the appropriate
permissions, you can view information for any employees who report to you by selecting a name from
the Employee list.

- ®
@‘@ https://cityoftulsatrain.munisselfservice.com/employee O ~ @ € ” B Final Documents - Al Do.u‘ & Kronos Workforce Centr.. | Home - Tulsa, OK City ManageEngine ServiceD... | & Pay/Tax Information X | | v * {é‘} ®

s ManageEngine ServiceDes... @ Home - Tulsa, OK City a iCOT - City of Tulsa Intranet m ERP - Home @ Tulsa Spirit Ambassadors ...

2.5 A New Kind of Enengy. Resources ANNA MUURE

Pay/Tax Information

Employee Self Service Year| 2018

Certifications Check Date Pay Period Status Gross Pay Net Pay
Expense Reports 1116/2018 1112018 - 111572018 Cleared $3,253.55 $2,215.83
Pay/Tax Information I

YTD Information

When you click Details, the program displays the Check Detail page, which contains the pay advice
information for the check. You cannot modify pay or tax information; it is display only.
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YTD Information

The Year-to-Date Information page contains a cumulative view of payroll figures for a specific year.

|a @|@ https://cityoftulsatrain. munisseffservice.com/employee O ~ & G H B Final Documents - All Du..‘| & Kronos Workforce Centr... ‘ Horme - Tulsa, OK City | ManageEngine ServiceD... ‘ B Year-to-Date Informa... X | | AR O

w5 ManageEngine ServiceDes... Horme - Tuls, OK City &) iCOT - City of Tulsa Intranet [ ERP - Home Tulsa Spirit Ambassadors ...
% T CITYOF
L
g2 Tulsa B a
G A New Kind of Energy. Resources
Year-to-Date Information o
Employee Self Service Year:| 2017[v]
Certifications Overview
Expense Reports Gross YTD Eamnings $6,507.08
Pay/Tax Information Eamnings
BASE SAL $6,408.26
Y TD Information I
BASE PAY §81.34
w-2 VACEX §11.38
1099.R SICKEX $6.10
1085-B Deductions
FICA $339.69
Lo MEDICARE $91.13
W-4 PIT MEDICAL §43.38
P/T DENTAL §33.95
Paycheck Simulator
PIT VISION $5.60
Direct Deposit PIT ACCIDENT $10.20

W-2 and 1099-R

The W-2 and 1099-R pages display information regarding federal and state taxes and withholdings.
This information is drawn in the Munis W-2 and 1099-R programs. To view details for a different year,
select the year from the Year list.

) Tulsa

A New Kind of Enengy.

W-2 Information

Employee Self Service A Year
Certifications No W2s could be found.
Expense Reports
Pay/Tax Information

YTD Information
[ we ]
1099-R
1095-B

1095-C

W-4

Employee Self Service Manual April 28, 2020 Page 9
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2 Tulsa

% A NewKind of Energy.

1099-R

Employee Self Service A There are no 1099-R forms fo display.
Certifications

Expense Reports

Pay/Tax Information

¥TD Information

W-2

1099-R

1095-B

1095-C

W-4

1095-B/C

The 1095-B/C pages display information regarding employee insurance coverage data relating to the
Affordable Care Act. This information is drawn from Munis Employee 1095-B/C programs.

Tulsa

@£ ANew Kind of Energy.

1095-B

Employee Self Service A You have no 1095-B forms.
Certifications
Expense Reports
Pay/Tax Information

¥TD Information

w-2

1089-R.
1085-C
w-4
Paycheck Simulator

Total Compensation

Tulsa

1095-C
Employee Self Service ~ You have no 1095-C forms.
Certifications
Expense Reports
Pay/Tax Information
¥TD Information
W-2
1089-R
1095-B
W-4

Paycheck Simulator

Employee Self Service Manual April 28, 2020 Page 10
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W-4

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

Certifications

Expense Reports

W-2
10939-R
1095-B

1095-C

o

Employee Self Service

Pay/Tax Information

YTD Information

Paycheck Simulator

) Tulsa

A New Kind of Enengy.

W-4 Information

DOE, JOHN M

FEDERAL
Marital Status SINGLE
Exemptions 1]

Additional Amount  50.0000000000

OKLAHOMA
Marital Status SINGLE
Exemptions 1]

Additicnal Amount  50.0000000000

Change Your W-4
1. To update W-4 Information, Click Edit W-4 Values. The program displays the Edit W-4 page.

Benefits

Life Events

Certifications

Expense Reports

Pay/Tax Information
MTD Inform ation
W-2

1099-R

1095-B

Total Compensation
Direct Deposit

Performance Evaluations

FEDERAL

This is the Federal W-4 Forrm and is an acceptable replacernent for the paper form, It cannot be used for aW-4P, Please submit a paper W-4P, If your name does not match your social security card, to ensure you
get credit foryour earnings, contact S54 at 800-772-1213 or go to e, 553,000,

Marital Status - {only select Head of Household if you're unmarried and pay mare than 1/2 the costs of keeping up a home for yourself and 3 qualifying individual )
Single or Married filing separately v

Check this box if you hold mare than one job or are married filing jointly and your spouse also works, If there are only towo jobs total, you may check this box. Do the same on Form W-4 for the other job, This
option is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld, Please use the estimator at wunwirs,gow/Mdapp for most accurate withholding for this step (and Steps 3-4),

If your incorme will be $200,000 or less ($400,000 or less if married filing jointly): multiply the number of qualifying children under age 17 by $2,000. Multiply the number of other dependents by $500. Add the
amaounts together and enter the total here,

0.00
Other Income (ot from jobs), If you want tax withheld for other income you expect this year that won't have withholding, enter the amount of other income here, This may include interest, dividends, and
retirement income,

0.00

If you expect to claim deductions other than the standard deduction and want to reduce your withholding, use the Deductions Worksheet available atirs.gow/Wdapp and enter the result here,
0.00

Y¥ou may claim exemption from withholding for 2020 if you meet both of the following conditions: you had no federal income tax liability in 2019 and you expect to have no federal income tax liability in 2020, If
wioul clairn exemmption, you will hawe no income tax withheld frorm your paycheck and may owe taxes and penalties when you file your 2020 tax return, To clairm exemption fror withholding, cerify that you meet
both of the conditions and type EXEMPT here,

Enter any additional tax you want withheld each pay period
0.00

Under penalties of perjury, | declare that this certificate, ta the best of my knowledge and belief, is true, correct, and camplete, Please type your name.

2. Enter the revised data

Verify that the information is correct by typing your name in the box and then click Continue. The
program displays a review page.

Employee Self Service Manual
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3. Review your data to ensure accuracy and click Submit. The program displays a confirmation page.

Payroll will review the requested changes and employee will be notified of approval. Changes
need to be submitted by Monday 8am CST in order for it to take effect that pay period, otherwise it
will take affect the following pay period.

Direct Deposit

The Direct Deposit page provides the details for your direct deposit accounts. You can update the
accounts and amounts allotted to each account using the ESS Direct Deposit page. You can only add
one new account at a time. Once approved by payroll, you can add another if necessary.

- X
@|@ https://cityoftulsatrain.munisselfservice.com/employee 0 ~ & & ” B MUNIS Self Services X ‘ ‘ [k @)
) ManageEngine ServiceDes... Horme - Tulsa, OK City &) iCOT - City of Tulsa Intranet [ ERP - Home Tulsa Spirit Ambassadors ...
’]T’l.llg—fa-or
¥ ANew Kind of Energy. JOHN DOE

Direct Deposit Accounts

Employee Self Service A The primary account is used for funds that are not disbursed to secondary percentage-based or amount-based accounts. If you wish to receive a check instead, you can
delete the primary account.

Certifications
Primary account

Paycheck Simulator
Total Compensatien
Performance Evaluations
Personal Information

Fmnlnvmant Onnnrhinities

[ By submitting this form, | diract the City of Tulsa ta initiate cradit entries to the account(s) indicated for the purpesa of expense and’er payroll. | also authorize the City to initiate debit entries and

adjustments for any credit entries made in error.

Submit changes

Expense Reporls Bank Account type Account number Prenate Active Percentage

Pay/Tax Information BANK OF AMERICA, N.A. Checking No Yes 90.0000000000%  Change | Delete
YTD Information
W2 Percentage-based accounts Add a percentage-based account

Bank Account type Account number Prenate Active Percentage

TR BANK OF AMERICA, NA Savings No Yes 10.0000000000% Change | Delete
1095-B
1095-C Amount-based accounts Add an amount-based account
Wed You have no amouni-based accounts for direct deposit.

To modify your direct deposit information:

1. Click the Change option for the account. The program displays the Edit Direct Deposit Net dialog

box.

Employee Self Service Manual
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Bank account type
Eank accown! numbser

Parcentage

Bank routing mumier or bank name [111000025

Edit DIRECT DEPOSIT NET

| Checking v|
(124775274 x|
100

2. Update the information and click OK.

3. To deposit amounts to more than one account:

Click the Add a Percentage-Based Account option.

Direct Deposit Accounts

delete the primary account.

Primary account

The primary account is used for funds that are not disbursed to secondary percentage-based or amount-based accounts. If you wish to receive a check instead, you can

Amount-based accounts

Bank Account type Account number Prenote Active Percentage

BANK OF AMERICA, N.A. Checking No Yes 90.0000000000%  Change | Delete
Percentage-based accounts I Add a percentage-based account
Bank Account type Account number Prenote Active Percentage

BANK OF AMERICA, N.A. Savings No Yes 10.0000000000% Change | Delete

Add an amount-based account

You have no amount-based accounts for direct deposit.

The program displays the Add a New Account dialog box.

Bank routing number ar bank name
Bank accounl typa
Bank accounl number

Percentage

Add a new account

[111000025

Savings [

(12311245

b

3 EXD

4. 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%. Also, approvals will be
reviewed the Friday prior to the pay period start, therefore must take affect the Friday prior;

otherwise the request will be processed the following pay period.

Employee Self Service Manual
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Direct Deposit Accounts

delete the primary account.

Primary account

The primary account is used for funds that are not disbursed to secondary percentage-based or amount-based accounts. If you wish to receive a check instead, you can

Bank Account type Account number Prenote Active Percentage

BANK OF AMERICA, N.A Checking No Yes 90.0000000000%  Change | Delete
Percentage-based accounts Add a percentage-based account
Bank Account type Account number Prenote Active Percentage

BANK OF AMERICA, N.A Savings No Yes 10.0000000000%  Change | Delete

5. 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.

Direct Deposit Accounts

Primary account

\_/[' Your new direct deposit information has been successfully submitted for approval. @

Bank Account type Account number Prenote Active Percentage
BANK OF AMERICA, N.A. Checking No Yes 90.0000000000%
Percentage-based accounts
Bank Account type Account number Prenote Active Percentage
BANK OF AMERICA, N.A. Savings Mo Yes 10.0000000000%
You cannot make additional changes until these changes have been approved.
Employee Self Service Manual April 28, 2020 Page 14
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e ®|@ https:// cityaftulsatrain munisseifservice.com/femplayes © ~ @ & H B MUNIS Self Services % ‘ | vy B ©

(EA Edit View Favorites Tools  Help
i ¢ i ManageEngine ServiceDes... [f] Home - Tulsa, OK City ] iCOT - City of Tulsa Intranct EJp ERP - Home [ Tulsa Spirit Ambassadars ...

B A NewKind of Energy. JOHN DQE
Direct Deposit Accounts
1) This direct deposit configuration is awaiting approval. No changes can be made at this ime. @ I
Employee Self Service Al
Certifications Primary account
Bank Account type Account number Prenote Active Percentage
Expense Reports

BANK OF AMERICA, N.A. Checking Yes Yes 90.0000000000%
Pay/Tax Information

YTD Information
Percentage-based accounts

Ww-2 Bank Account type Account number Prenote Active Percentage
1099-R BANK OF AMERICA, NA. Savings Ne Yes 10.0000000000%
1095-B

Amount-based accounts

1095-C
You have no amount-based accounts for direct deposit.

W-4

Paycheck Simulator

Total Compensation

Direct Deposit I

Performance Evaluations

Personal Information v

Performance Evaluations

The Performance Evaluations group on the menu provides access to all evaluation functionality. You
can view evaluations you have received and given. If you are a supervisor, you can view evaluations
your employees have received. Additional user guides are available on how to submit employee PRR’s.
With the appropriate permissions, you can also create evaluations. For evaluations to be available in
Employee Self Service, the Post Online check box must be selected in the Munis Employee Evaluations
program.

The Performance Evaluations option displays the Evaluations About Me page, which lists evaluations
that have you have received. The evaluations are grouped according to who performed them: your
supervisors, your peers, your employees, and yourself.
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) Tulsa

&L ANewKindof Energy. JOHN DOE

Evaluations About Me

LmployecSeisemce Evaluations by my supervisors

Certifications I Show history I

Expense Reports No superviser evaluations could be found.

Pay/Tax Information

Performance Evaluations "
Evaluations by my employees

360° Evaluations

Show history

Personal Information No employee evaluations could be found.

Employment Opportunities

To view more evaluations of any type, click Show History.
Employee Evaluations

If you are a supervisor, you can use Employee Self Service to manage evaluations given to your
employees

Click the Employee Evaluations option on the ESS menu to display the Employee Evaluations page.
This page provides a list of evaluations given to your employees, grouped according to who performed
them.

0 Tulsa) B s

Evaluations of Me

Home
Evaluations by my supervisors

Employee Self Service

Shouy history
Benefits Job Review period
ADMIN SERY OFCR I Tame-12/3120m9 Details
Life Events
Certifications
Expense Reports Evaluations by my employees
Pay/Tax Inform ation shaw histary

Mo employee evaluations could be found,
Performance Evaluations I

3607 Evaluations
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360° Evaluations

The 360° Evaluations page lists all the evaluations you have given, grouped by recipient.

360° Evaluations

Horne )
My evaluations of my employees

Employee Self Service I_I
S histary

Benefits Mo employee evaluations could be found.
Life Ewents
Certifications My evaluations of my supervisor

Expense Reports Showe history

Pay/Tax Inform ation Mo employee evaluations could be found.

Performance Evaluations

360" Evaluations

If you have existing evaluations, use the Show History/Show Current link to toggle the view.
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.

T ] CITYOF
o A New Kind of Energy. JOHN DOE
Personal Information &
Employee Self Service Employee Preferred Name change
Preferred Name  N/A
Certifications.
Expense Reports Address { Email change
2018 W CANTON ST,
Pay/Tax Informaticn Home Address BROKEN ARROW, OK 74012
Performance Evaluations Email idoe@cityoftulsa.org
Alternate Email
Personal Information
Employee Profile Tax Form Delivery Options change
5 W-2 Delivery Method Mail and email
Add/view Changes
1095 Delivery Method Mail and email
Job Information
Telephone Add Telephone Number
Employment Opportunilies Type Description Number Unlisted
PRIMARY HOME PHONE No Change
Dependents
No Dependent information to display.
Emergency Contacts Add Emergency Contact ©
No Emergency Contact information to display.

According to permissions granted in ESS—-Employee Administration, you can add or update personal
information, including dependents, and emergency contacts.
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Employee Profile

The Employee Profile page displays general and demographic information, such as hire date and date
of birth, as well as race and ethnicity information. If you are a supervisor, and you have the appropriate
permissions, you can view profiles of employees who report to you by selecting a name from the
Employee list; otherwise, the Employee list is not available, and the page displays your profile. The

Employment Opportunities option displays on the MSS Home page and is accessible without a
username and password.

) Tulsa

" ANew Kind of Enengy. JOHN DOE

Employee Profile ~
Return to Personal Information
Employee Self Service

General information
Certifications

Name DOE, JOHN M
Expense Reports Employee ID 131712
Pay/Tax Information Preferred name
S8N O0K-XK-X00K
Performance Evaluations
Active status ACTIVE
Personal Information Personnel status REGULAR
Employee Profile I Primary location IT PROJECT MANAGER
AddlView Changes Check location
E-Mail address jdoe@cityoftulsa.org

Job Information
Alternate e-mail address

Employment Opportunities

Hire date 10/17/2016

Service date 1017/2016

Original hire date 10/17/2016

Supervisor JONATHAN G GALCHIK
Supervisor e-mail jgalchik@cityoftulsa.org

Add/View Changes

The Add/View Changes option is available on the Personal Information menu. When you select this

option, the page refreshes to display the Profile Changes screen. Click Add a Change to update your
profile details.

) Tulsa

¥ ANewKind of Energy. JOHN DOE
Profile Changes
Employee Self Service Profile changes in progress Add a change
B Action Request date Status Documentation
Certifications

Expense Reports Historical profile changes

Pay/Tax Information Action Request date Posted date
Performance Evaluations
Personal Information

Employee Profile

Add/View Changes

Job Information

Employment Opportunities
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Job Information

You can view details regarding your current job.

A Tulsa

B Z  ANewKindof Energy. JOHN DOE

Employee Job Information

Employee Self Service JOHN DOE (131712)
Job: QFFICE ADMIN | (5508)
ST Lacation: IT PROJECT MANAGER (1813)

Jurisdiction: OT BARGAINING UNIT (55)
Position: OFFICE ADMIN | (451221061)
Expense Reports

Pay/Tax Information

Performance Evaluations

Personal Information
Employee Profile

Add/View Changes

Job Information I

Employment Opportunities

Information displayed includes your job title, location, jurisdiction (group bargaining unit), and position.
Years of service details, which are drawn from the Munis Employee Years of Service program, are
provided.

Employment Opportunities (Applicant Tracking)

Employment Opportunities is the Munis Self Service interface for Munis Applicant Tracking. It is
considered a part of ESS; however, the Employment Opportunities option displays on the MSS Home
page and is accessible without a username and password.

Employment Opportunities provides job openings for your organization. Using this feature, job
applicants can view available jobs and apply for one or more jobs directly from the Employment
Opportunities page. Your organization builds job applications using the Self-Service Application
program within Munis Applicant Tracking.

In addition to applying for positions, applicants can request to receive regular updates for job openings
according to job categories.

When an applicant registers for an account, the program stores all of his or her information in the Munis
database. Returning applicants do not have to re-enter information each time they apply for a job;
however, they can update their applicant information to tailor it to a specific job or to add updated
information.
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If applicants use the Internet Rich Site Summary (RSS) application, they can click RSS to subscribe to
an RSS feed for employment opportunities, or they can click Register for Email Alerts to get automatic
updates regarding opportunities.

When logged into Employee Self Service, you may view available positions by clicking on Employment
Opportunities. You will need to either Log in as a returning applicant or create a new account to view
open positions prior to logging into Employee Self Service.

yTulsa

A New Kind of Fnergy.

Employment Opportunities
Log in as returning applicant | Create new account | Register for email alerts | R3S
PROGRESS AS PROMISED! WE SHOULD BE LIVE ON JANUARY 2, 2018. Welcome to the City of Tulsa Employment Opportunity Page. The easiest way to navigate through this page is by using the "Job

Family” tab where the jobs are categorized by Intemal Postings and different Skill Types. We encourage you to review the entire Job Description before applying. For your convenience, sign up for JOB
ALERTS so you are nofified if a job is advertised in your area of interest. Thank you fer visiting!! CITY OF TULSA EMPLOYMENT OFFICE / jobs@cityoftulsa.org / (918)596-7427

Employee Self Service

Employment Opportunities

All Jobs | By Job Family | Search |

None Selected

[sort Descending

None Selected

None Selected

[lsort Descending

Second
Sort

= -

First Sort Third Sort

[lsort Descending

Sorry, currently there are no Career Opportunities available.

Please check back soon.

The Employment Opportunities page displays the All Jobs tab as the default view. This tab provides
three Sort By lists, which allow applicants to sort the available positions in various orders. The first list
determines the primary sort field, the second list determines the secondary sort field, and so on.

Once you are logged in or created your account, you will be able to see the available positions, as well
as your Applicant Profile and any Saved Applications.

) Tulsa 2

A New Kind of Energy.

Employment Opportunities ~
Reqister for email aleris | RSS
Lome Welcome to the City of Tulsa Employment Opportunity Page. The easiest way to navigate through this page is by using the "Job Family” tab where the jobs are categorized by Intemal Postings and several different Skill Types. We
. . encourage you to review the entire Job Description before applying. For your convenience, sign up for JOB ALERTS so you are nofified if a job is adveriised in your area of interest. Thank you for visiting!! CITY OF TULSA
Citizen Self Service EMPLOYMENT OFFICE / jobs@cityoftulsa.org / (912)596-7427

Employment Opportunities All Jobs || By Job Family | Search |

Applicant Profile None Selected Second

Sort

None Selected None Selected

Third Sort [Ssort |

First Sort

[ Sort Descending [Jsort Descending [Osort Descending

Saved Applications

Vendor Self Service Positions Available

*PROFILE APPLICATION
Job Family: *PROFILE APPLICATION

Special Requirements/Notes
PROFILE APPLICATION

Posting Start Date: 08/08/2017
Posting End Date: 12/31/9999
Details: Click to view our BENEFITS

EMERGENCY 911 OPERATOR

Grade: EMER COMM 01

Job Family: 911 EMERGENCY OPERATIONS
Posting Start Date: 08/08/2017

Posting End Date: 12/31/9999

Details: Click for Job Description

MINIMUM HOURLY RATE: $15.04

ENTRY LEVEL LABOR POOL

Job Family: GENERAL LABOR & MAINTENANCE
Posting Start Date: 08/08/2017

Posting End Date: 12/31/9999

MINIMUM HOURLY RATE: $13.18

For your convenience we have provided a PROFILE APPLICATION as an option for you to enter
your Contact Information, Education and Work History without applying for a specific position.
Your Profile Information will be retained for one year and will automatically transfer to your
Job Application when you apply for a City Opening. You can also edit and update your Profile
at any time.

Apply

QUALIFICATIONS:

Graduation from high school or possession of a General Educational Development Certificate
(GED) with general office, customer service, or public safety or military communications
experience including data entry and public contact.

HOURS: Vary; Days, Nights, Weekends, Holidays, Callback, Overtime
LOCATION: 911 Center
Apply

Green Country Staffing is the contracted temporary provider for most of the City of Tulsa
Entry Level Labor positions. Please contact Green Country at
cityjobs@greencountrystaffing.com or (918) 250-9660.

QUALIFICATIONS:
Graduation from high school or possession of a2 GED. One (1) to two (2) years experience
performing manual labor. Must have a valid Oklahoma Driver's License.
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