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“Guiding you over and around the bumps of your payroll journey”


Provided by Syl Luhring – Payroll Supervisor, State Accounting (471-1460)


January 14, 2014


2013 W2 Forms

The 2013 electronic version of the W2 is now available to print for those employees who selected the electronic version of the form. 


If questions arise, please instruct your employees to open the PFC, select Self Service from the menu, select Employee Print W2.  As the option displays, employees should follow the two step process of creating the form and then printing it.  


Below are the instructions for printing the form as viewed when opening the Self-Service option.

To create your W-2,

select the tax year you wish to print, press the Select button, and then press the OK button when you see the printer icon. The screen will return you to this selection screen to choose another year to print.

Printing your W-2:


1. After creating your W-2, select the "View Submitted Jobs" button, above these directions and below the grid.

2. On the next screen, look for a column labeled  "Job Details" and then down that column, look for a job named R07885_..... (you may have to scroll to the right a little to see this).

3. When the description field on that line says DONE (if it does not say DONE, press the "Find" button to refresh the screen), check the box on the left side of the row. Go up to the top to ROW > View RD Out Direct and the select OPEN.

4. You should see a copy of the W-2 at that point, assuming that the description said DONE. Now, click on the printer icon in the upper left corner. Your document should print on the printer that is set as your default printer.

As an FYI to the agencies, we should have the printed W2 forms no later that January 27th for your pick up.  You will need to have someone pick the forms up at our office or instruct us to mail them out with your mailing code.   
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