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Orange County Virginia MUNIS 
Employee Self Service (ESS) 

Available 24 Hours a Day, 7 Days a Week, from Anywhere with Internet Access 

Instructional Guide 

To access Employee Self Service (ESS), visit the Munis Self Service (MSS) site at: 

http://octylerweb.orangecountyva.gov/MSS/ 

 

-or- 

From the Orange County home page (http://www.orangecountyva.gov/), click Departments, 

select Human Resources, and click the link for Employee Self Service. 

 

  
  

http://octylerweb.orangecountyva.gov/MSS/
file:///C:/Users/asimpson/Desktop/(
http://www.orangecountyva.gov/
http://www.orangecountyva.gov/
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MUNIS Employee Self Service Overview 

MUNIS Employee Self Service (ESS) is a secure, web-based application that allows Orange 

County employees to privately access selected personal and payroll information.  It is one 

module of the larger MUNIS Self Service website that also includes Citizen Self Service and 

Vendor Self Service. 

The following are some features and information available through ESS: 

Pay and Tax Information 
• View and print pay check information.  View and print year-to-date gross earnings by 

calendar year.  View and print W-2 information beginning with 2014.  View and print 

1095-C information beginning with 2015. 

• Paycheck Simulator utility to forecast the effect of various changes, such as the 

number of tax exemptions on net pay. 

• View the value of your actual total compensation, including County-paid benefits, for 

the most recent completed calendar year. 

Personal Information 
• View and update contact information (address and telephone numbers). 

• View and update email contact information. 

• View and update tax form delivery options (mail vs. email).  View and update 

dependent information.  View and update emergency contact information. 

• View employee profile information (general employment and demographic 

information). 

Coming Soon…Time Entry 

• Currently used by Fire and EMS and some exempt positions. 

• View and enter time off (leave) requests. 

• View and enter time sheets. 

Resource Links 

• View and print any additional documents or links that have been provided for your 

reference.  Examples include payroll calendars, holiday schedules, and open enrollment 

information. 
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Before You Get Started, General Guidelines 

Internet access is necessary to access MUNIS Employee Self Service (ESS). 

User Name is your first initial, last name, and employee number, without spaces. 

Example:  Jane Doe 1234 = jdoe1234 

First time users will enter the last 4 digits of their SSN# as the password and then be forced to 

change their password. 

Password guidelines are as follows: 

▪ Minimum of 12 characters in length 

▪ Alphanumeric with at least one number 

First time users will be prompted to provide a password hint.  Provide a hint that will allow you 

to easily remember your password.  This password hint will be emailed to you upon your 

request, if you lose or forget your password and need to reset it. 

Module‐specific screens are listed at the left side of the Employee Self Service page and provide 

information to which you have access. 

Please make sure you log-off when finished. 

  



Page 5 of 15 

Accessing MUNIS Employee Self Service 

From the Internet, type https://octylerweb.orangecountyva.gov/MSS/ 

 

You will arrive at this screen: 

 

 

  

https://octylerweb.orangecountyva.gov/MSS/
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Logging in to MUNIS Employee Self Service 

1. Click the Log In link located in the orange bar on the top right‐hand side of the screen. 

 

 

2. Enter your first initial, last name, and employee number without spaces as your User Name. 

 

 

3. First time users will enter the last four digits of their Social Security Number as the default 

password.  You will be prompted to change your password once you click Log In. 

  

User Name is first initial, last name, 

employee number without spaces 

separating them. 

Example: jdoe1234 

First time users will enter the last four  

digits of their Social Security Number  

as the default password and will be  

prompted to change their password  

once clicking Log In. 
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4. Enter your new password.  Your new password must contain a minimum of 12 characters, 

alphanumeric with at least one number. 

 

 

 

5. Verify your password.  To do this, re-enter the password you just entered. 

 

6. Enter a New Password Hint. This password hint will be emailed to you upon your request, 

should you lose or forget your password. 

 

7. Click Update. 

 

8. If your password is acceptable, the Password Strength will change to Acceptable and the font 

will turn green. 

 

 

  

The last four of your SSN. 

Your new password. 

Remember 12 characters, 

alphanumeric with at least 

one number. 

Verify your password. 

Provide a password hint that will allow you to 

easily remember your password.  This password  

hint will be emailed to you upon request. 
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MUNIS Self Service Main Page 

1. Once you log in, the MUNIS Self Service Main Page appears, displaying your name in the 

upper right‐hand side and the Employee Self Service link on the left‐hand side. 

 
 

2. Click the Employee Self Service link from the list on the left. 
 
3. The Employee Self Service Main Page appears. 

Employee Self Service Main Page 

 
  

YOUR, NAME 

YOUR, NAME 

Name 

Address 
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Viewing and Making Benefits Selections 
 

1. Click Benefits.  On this screen, you can view current benefit choices and costs. 

 

2. Click Open Enrollment.  On this screen, you can view your current elections in the first 
column, and new elections will appear in the second column. 

 

3. Use the orange links on the right-hand side to decline a benefit, select no changes, or select 
a new election. 

 

4. Click Continue once all elections have been made. 
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5. Review your elections, which are shown on the next screen.  A breakdown is provided for 
each benefit, including your selected coverage, pay period costs, and annual costs. 

 

 
 
6. Use the gray buttons at the bottom of the page to submit elections, modify elections, or 

cancel submission. 
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Viewing Pay Stubs 
 

The Paychecks section displays your most recent payroll advices. The physical image of your pay 
stub is emailed to you, it is also available under details.  
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View and Update Personal Information 
 

1. Click Personal Information from the module list on the left. 
 

2. Personal Information includes home address, e‐mail, telephone, dependent, and emergency 

information. 

 
3. The user can update most personal information by clicking the “Change” link by each section. 

 

4. If you click “Change,” you will be taken to a new page to edit your information. 

Note:  Should you find inaccurate information and do not have the ability to change it, please 
print the page, write the appropriate changes, and submit it to Human Resources.  Include your 
name and employee number on the page. 

5. Click “Update” once you have made your edits. 

 

Employee Profile 

1. Under Personal Information, click the Employee Profile to view general employment and 
demographic information. 

NOTE:  General employment and demographic information can only be changed by e‐mailing 

your request to Human Resources.  Please include your name and employee number. 

  

YOUR, NAME 
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The Pay/Tax Information Module 
 

The Pay/Tax Information Module allows you to view and print pay check information, view and 

print year‐to‐date gross earnings, view and print W‐2 information, view and print current W‐4 

withholding information, and offers a Paycheck Simulator utility. 
 

View and Print Pay/Tax Information 

1. Click Pay/Tax Information from the Module‐Specific list on the left to view pay history. 

 

2. Click View Details to view pay check details. 

 

NOTE:  This information cannot be modified by the user. Please contact the Payroll Department 

for questions or issues regarding your pay advice information. 

Your, Name 

 

YOUR, NAME 
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YTD Information 

1. Click the YTD Information subsection of Pay/Tax Information for a cumulative view of payroll 
information for a given year. 

W‐2 Information 

1. Click the W‐2 Information subsection of Pay/Tax Information for a display of Federal and 

State taxes and withholding for a given year. 

Paycheck Simulator 

1. Click the Paycheck Simulator subsection of Pay/Tax Information to enter pay, tax, and 
deductions to see what your pay advice might look like if you changed tax withholdings. 

 

2. Click Submit to see the results of your entered values. 

Total Compensation 

1. Click the Total Compensation subsection of Pay/Tax Information to view the total dollar value 

of all actual wages and benefits received from the County for the most recently completed 

calendar year. 

 

2. The Total Compensation subsection will include all earnings, including any overtime pay. 
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Frequently Asked Questions 

What if I forget my password? 

Email the IT Help Desk at helpdesk@orangecountyva.gov or call Connie Clark, ext. 5408. 

How secure is my personal information? 

Your information is encrypted for privacy and will remain secure if you protect your password. 

How often does my password expire? 

Your password will expire every three (3) months. 

Who do I call if I have questions about my information? 

Payroll Related Questions 

 

Connie Clark - Accountant 

cclark@orangecountyva.gov 
                               

 

 

Human Resources Related Questions 

 

Karen Gibson – Human Resources Manager 

kgibson@orangecountyva.gov 
 

 

Employee Self Service System Related Questions 

 

Email the IT Helpdesk at helpdesk@orangecountyva.gov or call Connie Clark, ext. 5408. 
 

 

 

 

mailto:helpdesk@orangecountyva.gov
mailto:cclark@orangecountyva.gov
mailto:kgibson@orangecountyva.gov
mailto:helpdesk@orangecountyva.gov

