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

 

 

Go to the WCPS home page.  From the home page, click on the “Faculty & Staff” link. 

 

 

Once on the Faculty & Staff page, select the “Munis Time Card and Employee Self Service” link. 

 

http://wcpsmd.com/
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Click on the “Visit Website” button. 

 

 

On the top right corner of the Munis Self Service home page, click on “Log In”. 

 

 

Log in using your WCPS Outlook user name and password. 
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Click on the “Employee Self Service” button. 

 

 

To make a name, address, or telephone number change, or to add emergency contact information, click on the 

“Personal Information” link. 
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To change name, address, or telephone number, select the “Add/View Changes” link. 

 

 

Click on the down arrow to view change options. 
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Select the type of change you wish to make. 

 

 

Enter the changes in the appropriate boxes.  Click the “Submit” button when your changes are complete. 
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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. 

 

 

To add or change emergency contact information, on the Personal Information page, select “Add Emergency 

Contact.” 

 

 

 

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. 

*************** 
Please see the “Additional Considerations  

for Name and Address Changes” section at the 
end of this document for further instructions. 

*************** 
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Enter the emergency contact information.  Click the “Update” button to complete the action.  
Note the option to “Add a phone number.” 

 

 

Once submitted, a “successfully updated” note will appear on the Personal Information page, as well as the added or 

edited emergency contact information.  The information may be changed or deleted by clicking on the “Change” or 

“Delete” link. 
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ADDITIONAL CONSIDERATIONS FOR NAME AND ADDRESS CHANGES 

OUTLOOK EMAIL ADDRESS – After a name change has been submitted and processed, the new name will appear 

in the Outlook address book.  However, the five and three character username will not change.  If you wish to have 

the username changed, please email the Helpdesk at helpdesk@wcps.k12.md.us to request an updated username. 

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 submitted to the Human Resources Department.  Please refer to the chart below to 

determine which forms are needed. 

Type of Action Form Needed Notes 

Name Change Federal Form W-4  

Address Change:  Move to Maryland  Maryland Form MW507  

Address Change:  Move to 
Pennsylvania from Maryland 

Maryland Form MW507 
Select exempt from MD taxes, 
domiciled in PA (line 5) 

Address Change:  Move to Virginia 
or District of Columbia from 
Maryland 

Maryland Form MW507 
Select exempt from MD taxes, check VA 
or District of Columbia as state of 
residence (line 4). 

Address Change:  Move to  
West Virginia from Maryland 

Maryland Form MW507  
Select exempt from MD taxes, check 
WV as state of residence (line 4). 

West Virginia Form WV/IT-104  

 

Forms may be found under the “Links” heading on the WCPS Accounting Department web page. 

 

mailto:helpdesk@wcps.k12.md.us
http://wcpsmd.com/accounting

