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 Employee Self Service – Training Opportunities Guide 

 

Welcome to the Training Opportunities guide for Employee Self Service. This guide will give 

you the step – by – step instructions on how to enroll in training opportunities that are hosted by 

the City of Racine. Before following this guide, make sure you have access to Employee Self 

Service and your login information. If you do not have a login for Employee Self Service, or 

have any questions on this document, please contact Human Resources at (262) 636-9175. 

 

 

 

 

 

 

 

 

 

 

 

 

  
B. Sidebar Selection 

Select “Training Opportunities” located on the left 

sidebar. 

A. Log In to Munis Self Service 

Log in to Employee Self Service. 

 

A 
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https://selfservice.racinenet.org/MSS/default.aspx
https://selfservice.racinenet.org/MSS/default.aspx
https://selfservice.racinenet.org/MSS/default.aspx
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C. “Training Opportunities” Page 

This “Training Opportunities” section lists all training 

opportunities that are being hosted by the City of 

Racine. Pictured below, you will see the training 

description, the date the training will take place, and 

the time of day the training will happen. 

Once you have decided on the training opportunity that 

you would like to enroll in, you will select the “Details 

/ Enroll” link. 
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D. “Training Details” Page 

The “Training Details” screen will show 

you where the training is being hosted, the 

date of the training, the days the training 

will be hosted, the time of the selected 

training, who the instructor is, the 

instructor’s contact information, as well as 

additional information about the training. 

E. Enroll In Selected Training 

To enroll in the training that you have 

selected, scroll down to the bottom of the 

page. You will see a button labeled 

“Enroll”. Click this button.  
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F. Enrollment Approval 

When you enroll in a training, you will see a green 

circle with a check mark at the top of the page 

followed by the message “Your request for this 

training was approved”.  

G. Additional Options 

You also have the option to cancel your 

enrollment in the selected training at any time, 

or to add the selected training to your Microsoft 

Outlook calendar.  
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