HOW TO SUBMIT A NAME, ADDRESS, OR EMERGENCY CONTACT CHANGE

Go to theWwCP$%omepage Fromtheh o me page, <c¢click on the “Faculty & S

News BoardDocs Staff Directory Q

W‘ PSIWashmgton County VISION  SCHOOLS  ACADEMICS  DEPARTMENTS  SCHOOLBOARD  CALENDAR

Public Schools

Staff members at each school are ready and willing to assist you with the process of
enrolling your child in Washington County Public Schools.

Once on the Faculty & Staff page, select the “Muni s

Home Faculty & Staff

-

FACULTY STAFF

Faculty and staff are the cornerstone of our school

system. Whether you're an existing team member oF
are interested in searching job opportunities, you'll finc
the information you need in our Faculty & Staff sections

" =

Use the links to visit our most frequently searched items for Faculty & Staff. If you don't find what you're looking for, search for documents, staff
or use the magnifying glass at the top of the page. You can always co us

ACCOUNT INFORMATION FOR TEACHERS HELPFUL LINKS



http://wcpsmd.com/

Click on the “Visit Website?” button.

Home Documents Careers News BoardDocs Staff Directory Q

W‘ PS|WaSh'”9t°" County VISION  SCHOOLS  ACADEMICS  DEPARTMENTS  SCHOOLBOARD  CALENDAR
Public Schools

Parents & Students > Faculty & Staff » m

Home / Munis Time Card and Employee Self Service

Munis Time Card and Employee Self Service

VISIT WEBSITE >

&
(

On the top right corner of the MunSe | f Servi ce home page, cl ifk

_ MUNIS Self Service, Version 11.1
Welcome to MUNIS Self Service, Version 11.1

Log in using your WCPS Outlasler nameand password.

.
.,
o s’
w tyler.
some Login
User name
Munishol | 4 } =
Password ‘
[connennd] 1
Forgot your password?
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Click on the “Employee Self Service” button

_ MUNIS Self Service, Version 11.1

Welcome to MUNIS Self Service, Version 11.1

Employee Self Service

To make a name, address, or telephone number change, or to add emergency contact informatiom, ttleck
“Personal I nformation” | ink.

tyler

technologies

Welcome to Employee Self Service

Home

Employee Self Service Announcements

The current time card peried is for dates worked from Monday, August 1, 2016 through Sunday, August 14, 2016. Your
Benefits. time card will be due by close of day Monday, August 15, 2016 .

SUPERVISORS: Time approval is due by noon on Tuesday, August 16, 2016.
Certifications

Pay/Tax Information = -
o Personal information View profile

Performance Evaluations MUNIS, MOLLY A

\ 12345 PARK PLACE
} M personal Information HAGERSTOWN, MD 21742-0000
H Phone Email
Time Off HOME PHONE: 301-999-9999  Email: munismol@weps k12 md.us
Time off Request time off
Show current balances
Projected Projected
Available Eamed
B ANNUAL 20.35 | 66.35
B PERSONAL 16.00 24.00

Show time off taken

a a
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To change name,

. tyler

technologies

addr es s, or

tel ephone

number ,

sel

Home

Employee Self Service
Benefits

Certifications

Pay/Tax Information

Performance Evaluations

Personal Information

Employee Profile

’ \ Add/View Changes

Time Off

Personal Information

Employee Preferred Name

Preferred Name  MOLLY

Address | Email

Home Address

Email

Alternate Email

Tax Form Delivery Options change

12345 PARK PLACE,
HAGERSTOWN, MD 21742-0000

munismol@wcps.k12.md.us

W-2 Delivery Method

Telephone

Mail

Type Description

PRIMARY HOME PHONE

Emergency Contacts

Number

301-999-9999 Details

Add Emergency Contact

MNo Emergency Contact information to display.

Click on the down arrow to view change options.

tyler

technologies

Home

Employee Self Service

Benefits

Certifications

Pay/Tax Information

Performance Evaluations

Personal Information

Employee Profile

AddView Changes

Time Off

Add a Personnel Action
Requested action type

\
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Select the type of change you wish to make.

tyler

technologies

Add a Personnel Action

Home

Requested action type [[AEEEEEEER]
Employee Self Service

NAME CHANGE

Benefits
Certifications
Pay/Tax Information

Performance Evaluations

Personal Information

Employee Profile

Add/View Changes

Time Off

Enterthec hanges in the appropri

tyler

technologies

Add a Personnel Action
Requested action type

ADDRESS CHANGE

Home

Employee Self Service

ate boxes

Cl

Benefits.
Home Address Line 1*
[54321 Meain Stree] = }—
Certifications
Home Address Line 2 b ‘
Pay/Tax Information ‘
Home Address City*
Performance E i [HAGERSTOWN |
Home Address State*
Juo |
Home Address ZIP*
Employee Profile
21742-0000
) \ e
4

~ 1 Time OFf T/
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Once submitted, the Profile Changes page will show the type of action and status. Note the option to edit or delete
the change.

Profile Changes

Home
Profile changes in progress Add a change
Empl Self S
b R Action Request date Status Documentation
Benefits ADDRESS CHANGE 9i13/2016 In Progress Edit | Delete ‘

Certifications Historical profile changes

Pay/Tax Information Action Request date Posted date

Performance Evaluations

Note: Your change will not appear on the Personal
Information page immediately. Name, address, and
telephone number changes must be processed by Human
Resources and will take several days to appear.

Personal Information

Employee Profile

Add/View Changes

Please see the “Additional Considerations
for Name and Address Changes” section at the
end of this document for further instructions.
To add or change emergency contact information, on

Contact . ”

Personal Information

Home

Employee Preferred Name
Preferred Name =~ MOLLY

Employee Self Service

Benefit
enefits Address | Email
12345 PARK PLACE,
Certiications Home Address HAGERSTOWN, MD 21742-0000
Pay/Tax Information Email munismel@weps k12.md.us

Alternate Email
Performance Evaluations

[ Tax Form Delivery Options change
W-2 Delivery Method Mail
Employee Profile
Telephone
Add/View Changes
Type Description Number
Time Off PRIMARY HOME PHONE 301-999-9999 Details
Emergency Contacts Add Emergency Contact { ‘
No Emergency Centact information to display. ‘
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Enter the emergency cont ac ttonitocobnmpletethetactionn . Click the
Note the option to “Add a phone number .”

Add Emergency Contact

Home

Name*

\ 4
Relationship v \‘
Benefits
Primary Telephone Number#* 01-999-5999 }—<

Employee Self Service

@ (9] [w (=)
gz
T

G T
mo=
g

5

7

Certiications Address 1321 Main Strest \\
Pay/Tax Information Address 2 }—
| < 4
Performance Evaluations City Hagerstown ‘
State )
Personal Information
Zip Code 21742 % \
Employee Profile
Comments ‘

Add/View Changes

' e
—_

Add a phene number

Once submitted, a “successfully updated” note odwrl |l a
edited emergency contact informati on. The informati
“Del ete” |ink

tyler

technologies

!Your information has been successfully updated. @

dome Personal Information J

Employee Self Service
Employee Preferred Name

Benefits Preferred Name ~ MOLLY

Certifications Address /| Email

12345 PARK PLACE

Home Address HAGERSTOWN, MD 21742-0000

PayiTax Information
Email munismel@wcps.k12.md.us
Performance Evaluations
Alternate Email

Personal Information

Tax Form Delivery Options change

Employee Profile

W-2 Delivery Method Mail
Add/View Changes
Telephone
Time Off Type Description Number
PRIMARY HOME PHONE 301-999-9999 Details
Emergency Contacts Add Emergency Contact
\ Name Relationship Phone Comments v‘
} \3 MICHAEL MUNIS SPOUSE 301-999-5999 Change | Delete <
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ADDITIONAL CONSIDERATIONS FOR NAME AND ADDRESS CHANGES

OUTLOOK EMAIL ADDRESS - After a name change has besaobmitted and processedhe new name will appear
in the Outlook address bookdowever, the five and three character usernamwill not change Ifyou wish to have
the username changed, please email the Helpdeslehidesk@wcps.k12.md.te requestan updatedusername.

TAX FORMS - When submitting a name change or a change of address that includes a change of state, new tax

forms must be completed and subrt@tl to the Human Resources Department. Please refer to the chart belo to

determinewhich forms are needed.

Type of Action

Name Change

Form Needed

Federal Form \M

Notes

Address Change: Move to Maryland

Maryland Form MW507

Address Change: Move to
Pennsylvania from Maryland

Maryland Form MW507

Selectexemptfrom MD taxes,
domiciled in PAlife 5

Address Change: Move toVirginia
or District of Columbi&om
Maryland

Maryland Form MW507

Selectexempt from MDtaxes, checkVA
or District of Columbiasstate of
residence(line 4).

Address Change: Move to

Maryland Form MW507

Selectexempt from MDtaxes, check
WV asstate ofresidence(line 4).

West Virginia from Maryland

West Virginia Form WV/ATI04

Forms may be foundnder the“Link$ headingon the WCPS Accounting Department web page

WCPS |piicsoons™

Parents & Students > Faculty & Staff »

Home / Departments / Accounting

Accounting

VISION SCHOOLS

Accounting

CONTACT INFORMATION

Overview & Resources

Phone: 301-766-2830

Staff Fax:

301-766-2839

ACADEMICS DEPARTMENTS

SCHOOL BOARD CALENDAR

Documents

« Direct Deposit Authorization
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mailto:helpdesk@wcps.k12.md.us
http://wcpsmd.com/accounting

