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Munis® Employee Self Services 

 
 
 

Welcome to the Village’s Employee Self Services (ESS) site. The purpose of this site is to provide employees 

easy access to view, change and print personnel and payroll related information. You should review these 

Instructions prior to logging into the Village’s ESS site. 
 

 
 
 

ACCESS: 
 

Internal Access 
On a Village computer, you may access the ESS portal by using the VillageNet, which is the Village’s Intranet 
site. The VillageNet’s address is  www.villagenet.net. 

 

External Access 

You may access the ESS portal by using the Village of Pleasant Prairie’s main website. The Village’s website 

address:  https://www.pleasantprairiewi.gov.   Once on the website, under Departments, select the Human 

Resources Department and to the left you will see the “Employee Self-Service” selection.  
 
 
 
 

EMAIL: 
 

Your paystub will also be emailed to the email address on record with the Village of Pleasant Prairie’s Human 

Resources Department. Prior to the bi-weekly pay date, an email will be generated to your email address 

containing your electronic paystub. The .pdf paystub is password protected (last 4-digits of your SS#).  The 

email will be sent from payroll@plprairie.com. 
 
 
 
 

ESS ACCESS/INFORMATION ISSUES: 
 

Login or password issues: Contact the IT HELP DESK at 262-948-8990. 
 

Payroll related issues: Contact the PAYROLL DEPARTMENT at 262-694-1400. 
 

Personnel related information that is incorrect and/or you are unable to make changes to on the ESS site: 

Contact the HR DEPARTMENT at 262-925-6732. 

 

 

 

 

 

 

http://www.villagenet.net/
https://www.pleasantprairiewi.gov/
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LOG IN 

 

 

 

 

 

 

Log In Here 

Username: Your 4-digit 

Employee ID number 

Initial Password: The last 4 

digits of your Social Security 

number. You will be prompted 

to change your password after 

your initial login.  

If you forget your password, 

contact the IT Help Desk. 



WELCOME SCREEN 

The Welcome Screen provides you with a snapshot of Employer Announcements, Personal information, Time off and 

Paychecks. The menu on the left side provides menus to specific areas.  In addition, at the top of this page you will find 

the Resources menu, which includes links to the Employee Handbook, benefit information, and common forms.   

 

 

 

 

 

 

 

 

EMPLOYEE, SAMPLE 
9915 39TH AVE 
PLEASANT PRAIRIE, WI 53158 

CELL: 262-694-1400         EMPLOYEE@PLEASANTPRAIRIEWI.GOV  

Employee Handbook 

and other Resources 

(benefit information, 

common forms, etc.) 

can be found here. 

01/01/2021 
 
12/15/2020 
 
12/01/2020 
 
11/15/2020 
 
11/01/2020 
 

 



Form W-2 will be loaded to this area by January 31 of each 

year. You have the choice on whether to receive your W-2 

electronically by email or receive it by USPS mail.  

Receiving it electronically is the quickest way to receive 

your W-2 and is secure and password protected.  You can 

make this election under the Personal Information section. 

 

Payroll does not print duplicate W-2’s for employees. They 

can be obtained on this site by selecting the appropriate 

year and selecting “View W-2 Image”. 

PAY/TAX INFORMATION 

Under the Pay/Tax Information menu you will find copies of past paychecks, Year-to-Date pay information, past tax 

forms such as W-2 or 1095 (if applicable), W-4 information, a paycheck simulator, total compensation information and 

direct deposit information.   

 

 

 

W-2 INFORMATION 

 

 

 

 

 

 

 

 

 

 



W-4 INFORMATION 

 

 

 

PLEASE NOTE: IF YOU ARE RELOCATING FROM WISCONSIN TO ILLINOIS OR ILLINOIS TO       

WISCONSIN, YOU WILL NEED TO CONTACT THE HR DEPARTMENT AT #6732 OR EMAIL AT  

HR@PLPRAIRIE.COM FOR THE STATE W-4 FORM. THE SYSTEM WILL NOT ALLOW YOU TO           

CHANGE YOUR W-4 FORM FROM ONE STATE TO ANOTHER. 

THANK YOU. 

 

 

 

 

 

 

 

 

 

The W-4 menu shows your current Payroll 

Withholdings.  

If you require changes, you can make those 

changes here.   

Any changes will be processed for the next 

Payroll cycle.   

mailto:HR@PLPRAIRIE.COM


W-4 INFORMATION CONTINUED 

Make any necessary changes and “Submit”.  The changes will be processed for the following payroll.     

 

 

 



 

PAYCHECK SIMULATOR 

This tool is known as the “what if” which allows you to change your Payroll Withholdings and Deductions and calculate 

what your earnings would be with those changes. 

NOTE:  This will NOT change your current Payroll Withholdings or Deductions. 

 

 

 

To use the Payroll Simulator, first select which Pay cycle you would like to run. You can choose from 1, 2 or 3. Pay cycle 1 

is the first check of the month, 2 is the second check and 3 is for a third check which only happens twice a year. 

Re-enter the hours and your pay rate and tab through the Percentage and Amount. The Amount should populate after 

you tab through it. 

Change any withholdings or deductions you wish to run in the simulator and the select “Calculate” at the bottom of the 

page.  The system will generate a simulation of what your check may be. 

 

 

 

 

 

 



 

TOTAL COMPENSATION 

The Total Compensation page is updated annually and reflects compensation for the previous calendar year.  It shows 

paid compensation as well as benefit compensation.   

 

 

 

 

 

 

 

 

 



 

DIRECT DEPOSIT 

You may update your banking information directly through ESS. Use the “primary account” for your net pay account. 

Use “amount-based account” for flat dollar amount account. Once you make your selections, select “Save” to submit 

your selection.  

NOTE: You may have up to TWO accounts per Village Policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

PERSONAL INFORMATION 

Under Personal Information, you will be able to update your Email address, Demographics, Home Address, Emergency 

Contacts, Telephone Numbers, Dependents (helpful for benefits), and Tax Form Delivery preference.  These changes will 

automatically take effect in your employee record.   

The Human Resources Department receives notification when you update your address and will update your address 

with any necessary benefits.   

 

 

 

TIME OFF 

Under Time Off, you will be able to view a summary of earned/used PTO, Extended Leave and Holiday Time. 

 

 



 

EMPLOYMENT OPPORTUNITES 

All Open Village positions are located here.  You can apply directly through the ESS website.  Select “Apply” for the job 

you wish to apply for. 

 

 

 

 

 

 

LOG OUT 

  

Log Out Here 


