
1 | P a g e 

Employee Self Service User Features Guide

Employee Self Service (ESS) is the MUNIS Self Service Application created specifically for current

employees.  ESS provides access to personal information, pay and tax information, sick and 

vacation balances, a paycheck simulator along with other features that are available for use at 

any device with internet access.    

Website Link:

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

Login Steps

1. Username is first initial of your first name followed by entire last name and last 4 digits 

of your social security number using ALL CAPITAL LETTERS and no spaces.  For example, 

John Smith would be JSMITH1234.

2. If you have never logged into your account, your temporary password will be the last 

four digits of your social security number.  Once you login, then ESS will require you to 

change your temporary password to a permanent password.  There is also a forget your 

username and password link if you have trouble logging in.  

https://beaufort.munisselfservice.com/login.aspx
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ESS Home Page

Once logged in, your home page should look similar to this with sections for personal 

information, sick and vacation balances, and paycheck information.  
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Sick and Vacation Balances

This section includes up to date information about sick and vacation hours currently available.  

The employee can also click on “Show time off taken” to view previous sick and vacation time 

used throughout the year.  A blue box on the month represents sick time used and a red box on

the month represents vacation time used.    

Paycheck Information

This section includes paycheck detail information.  An employee can look at detail of previous 

paychecks as well as viewing a PDF of a paycheck by clicking on the camera icon.  An employee 

has the option to select “Hide paycheck amounts” and their last paycheck, year to date, and 

previous paycheck information will be “grayed” out if you are using a public computer.    
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Pay/ Tax Information

On the right menu bar, select Pay/Tax Information and then “Details” for more paycheck

information. 
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Year-to-Date Information

On the right menu bar, select YTD Information to view your payroll summary by 

calendar year.  An employee can select previous calendar years by selecting another

year on the top left. 
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W-2 Information

On the right menu bar, select W-2 to view your most recent W-2 and click on “View W-2

image” on top right to view your W-2 as a PDF.  An employee can view prior W-2 by 

selecting another year on the top left. 
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Paycheck Simulator

On the right menu bar, select Paycheck Simulator to provide different scenarios to 

changes to your federal and/or state tax status along with your insurance benefits.  Click

on Calculate at the bottom left to see your results in this simulation.
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1095-C Information

On the right menu bar, select 1095-C to view your most recent 1095-C and click on 

“View 1095-C image” on top right to view your 1095-C as a PDF.  An employee can view 

prior 1095-C by selecting another year on the top left. 
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W-4 Information

On the right menu bar, select W-4 to view your current W-4 tax status for federal and 

state taxes.  An employee can update their tax status, number of exemptions, and 

additional amount by clicking on the “Edit” link at the bottom.  

Then update your federal and/or state tax status, exemptions, and/or additional 

amount and click “Submit” at the bottom.
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Total Compensation

On the right menu bar, select Total Compensation to view a summarized version of your

compensation and employer paid portion of benefits to get a breakdown of your total 

City employee package.  
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Update Personal Information

If you would like to update your contact information, on the right menu bar select 

Personal Information and then select “Contact” near the top.  An employee can update 

their address, emergency contact, and telephone number by clicking on the blue Edit.




