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Payroll Common Questions 

• Common Links 

o WCPS 

o WCPS Quick Links 

o Pay Dates 

o UKG (Kronos) Time Clock Guides 

o ESS (Employee Self Service) Guides  

• Deadline for submitting & approving UKG timesheets? 

o All timesheets must be submitted by Monday of the non-pay week. 

▪ Failure to submit timesheets in a timely manner may delay payment. 

o All timesheets must be approved by your supervisor by end of day Tuesday of the non-pay week.  

• Deadline for Additional Pay? 

o Final approvals: by the end of day Tuesday of the non-pay week. 

o Must be in the Payroll Department by noon Wednesday, of the non-pay week, to be processed for that 

current pay date. 

• How to view electronic Paystubs, 1095’s, and W-2 forms? 

o Log into Employee Self Service ESS Site > Payroll/Tax Information  

▪ Here will list W-2s, 1095’s, and paystubs 

▪ More detailed steps can be found on the ESS guide website 

• Where are my most updated leave balances? 

o Most updated balances can be found on your biweekly paystub. The Paystub is emailed or can be found 

through ESS.  

• When will I see my paycheck in my bank account? 

o WCPS’s pay dates are Fridays. Pay dates are posted on the WCPS website.  

o Some banks may show your deposit early in your bank account. WCPS is not responsible for this 

occurring.  

• How do I update my personal information? Address, Name, Phone number 

o Address, name, & phone number changes are done through ESS 

▪ Go to Personal Information > Add/view changes > Add an Action > Other > select required 

o Only do action once. It will not show updated until HR processes request. 

o When submitting an address change that includes a change of state, new tax forms must be completed 

and submitted through Frontline. 

o Questions can be directed to hr@wcps.k12.md.us  

https://wcpsmd.com/
https://sites.google.com/wcps.k12.md.us/employeeportal/quick-links?authuser=0
https://sites.google.com/wcps.k12.md.us/employeeportal/quick-links?authuser=0
https://wcpsmd.com/faculty-staff
https://wcpsmd.com/faculty-staff
https://sites.google.com/wcps.k12.md.us/informationtechnology/applications/ukg?authuser=0&scrlybrkr=645fbfdf
https://sites.google.com/wcps.k12.md.us/informationtechnology/applications/employee-self-service?authuser=0
https://wacntpsmd.munisselfservice.com/ess/
https://sites.google.com/wcps.k12.md.us/informationtechnology/applications/employee-self-service?authuser=0
https://wacntpsmd.munisselfservice.com/ess/
https://wacntpsmd.munisselfservice.com/ess/
mailto:hr@wcps.k12.md.us
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• What is the Prenote Process? 

o New or changes to direct deposit account information will require a prenote. A prenote is common 

practice and is a zero-dollar test that verifies the accuracy of bank account information before sending 

an actual direct deposit.  

o Prenote will cause a new employee’s first check to be a manual check. A change in routing/account 

information will also be a manual check. 

o Adding an account or changing the ratio between two accounts will not cause you to get a manual 

check. 

• How do I change my Direct Deposit? 

o Direct Deposit forms are changed through Frontline Central. Frontline Central can be accessed through 

WCPS website. Then click Employee Portal > Quick Links > Frontline 

▪    
o Click into Frontline Central > My Forms > Forms I Can Start 

▪  
o From here you can start a new direct deposit form 

o  
o Changes may not be effective until the next pay period depending on timing, and may undergo the 

prenote process. For immediate changes due to closures etc., please email Payroll 

payroll@wcps.k12.md.us. 

• How do I change my tax withholding forms (Federal W-4 & State)? 
o IRS Tax Estimator https://www.irs.gov/individuals/tax-withholding-estimator  

o Tax forms are changed through Frontline Central. Frontline Central can be accessed through WCPS 

website. Then click Employee Portal > Quick Links > Frontline 

▪    
o Click into Frontline Central > My Forms > Forms I Can Start 

▪  
o From here you can start a new withholding form 

https://wcpsmd.com/
https://app.frontlineeducation.com/select/
mailto:payroll@wcps.k12.md.us
https://www.irs.gov/individuals/tax-withholding-estimator
https://wcpsmd.com/
https://app.frontlineeducation.com/select/
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o  
o Changes may not be effective until next pay period depending on timing. 

o Exemptions from MD tax must be provided directly to the Payroll Department on paper. 

• How long does it take for updates (direct deposit, tax withholdings, filing status, etc.) to take 

effect? 

o Any changes may take up to two (2) weeks to be processed. Any immediate changes must be 

communicated to Payroll payroll@wcps.k12.md.us, in addition to making the change in Frontline. 

• Why is my paycheck higher during the summer? 

o This may occur for the following reasons: 

▪ Pension Deductions 

• Certain employees may not have a pension deduction during the summer months. 

Pension deductions are taken while actively working. 

▪ Dues 

• Certain employees may not have dues deducted during summer months. Per applicable 

agreements, dues are only deducted a certain number of times throughout the year. 

▪ Health Insurance Deductions  

• Certain employees may not have health insurance deducted during summer months. 

• How to set up retirement Deductions? 

o Employees will need to call TSA Consulting Group Inc., who manages the retirement for WCPS. TSA’s 

phone number is 850-362-6840. TSA sends weekly change files to WCPS to process any deduction 

changes. 

• How does the change in months of my contract affect my pay? 

o If an employee decreases the months worked, there may be a gap in pay. 

▪ For example: An 11-month employee goes to a 10-month employee. They will have their last 

pay around the end of July for their 11-month position. Their new 10-month position’s pay will 

not begin until around the end of August.  

o If an employee increases the months worked, there may be double pay. 

▪ For example: A 10-month employee goes to an 11-month employee. They will have their 10-

month position’s pay through the middle of August. Their new 11-month position’s pay would 

begin the first pay in August.  

o These changes are due to the various start dates of the employment contracts. 

  

mailto:payroll@wcps.k12.md.us
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Common W-2 questions: 

• When will Form W2 be available? 

o W-2 Forms will be mailed by January 31st. If enrolled in electronic delivery (preferred method), one can 

access the W-2 form approximately one (1) to two (2) weeks prior. An email notice is sent when 

available. 

• How to enroll in W-2 electronic delivery?  

o If giving consent, go to the ESS Site  

▪ Found under wcpsmd.com > Employee Portal > Quick Links > Employee Self-Services 

(ESS) 

o Log in using your username and password 

o Click “Personal Information” on left side of screen 

o On the center of the screen, click “Tax Delivery Options” 

o Now select “Self Service Only” for W2 & 1095 

• Gross Pay from Last Paystub vs Federal Wages (Box 1)? 
o The W-2 Box 1 amount represents the federal taxable wages. Federal taxable wages are Gross Earnings 

minus pre-tax deductions such as; health/dental/vision insurance, parking, retirement and FSA Medical 

and Dependent Care. 

• Are all days worked in the year reported on the current year’s W-2 form? 

o For tax reporting purposes, wages are reported when they are paid, rather than when they are earned.  

• Where can I find explanations of the boxes and associated codes found on the W-2 form? 

o The explanations of these codes can be found on the reverse side of your printed W-2 form.  For 

electronic W-2s please see the IRS website.  

o Common W2 Codes 

▪ Box 10 – Dependent Care 

▪ Box 12 - Code C | Group term life insurance > $50,000 

▪ Box 12 - Code E | 403(b) contributions 

▪ Box 12 - Code G | 457 contributions 

▪ Box 12 – Code BB | Roth 403(b) contributions 

▪ Box 12 - Code DD | Cost of employer-sponsored health coverage 

▪ Box 12 – Code EE | Roth 457 contributions 

▪ Box 14 - MD State Pickup | Maryland State Pension Contributions 

• My address is not correct on my W-2 Form, do I need a corrected W-2? 

o No, address changes do not require a corrected W-2 form. Please follow proper procedures to update 

your address. 

https://wacntpsmd.munisselfservice.com/ess/
https://www.irs.gov/forms-pubs/about-form-w-2
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Things To Know About Termination or Removal from Active Payroll 

• Salary Contract Payout (Salaried Employees Only) 

o Certain Exempt Employees may receive a contract payout on their paycheck. This occurs when an 

employee is removed from active payroll for terminations & unpaid leaves. 

o Contract Payout is processed to correct the earned amount for the true days worked for the contract 

period. 

▪ Calculated based upon a ratio of worked days for the contract period and the employee's 

contracted salary versus what they have already been paid to date.  

• Salary if returning to active payroll (Salaried Employees Only) 

o Certain Exempt Employees may receive a mid-year adjustment. This adjustment lowers or increases the 

employee’s per period salary. 

▪ This occurs when an employee is returned to active payroll after being unpaid. 

o Mid-year adjustment is calculated by taking a ratio of the remaining contracted days, the employee’s 

contracted salary, and the number of remaining pays for the contracted year.  

• Benefits & Dues adjustments 

o If an employee goes unpaid, or returns to active payroll from being unpaid, the employee may have 

additional benefits or dues deductions. 

▪ Benefits are adjusted as needed to pay for premiums for the months owed. 

▪  Dues are deducted per applicable agreements. 

o Questions are to be directed to benefits@wcps.k12.md.us  

mailto:benefits@wcps.k12.md.us

