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[bookmark: _Toc417914840]Viewing & Printing Your W-2
[bookmark: _Toc417914841]Viewing & Printing Your W-2 Overview
Employees can access their current and past W-2's via Employee Self Service in the Payroll & Financial Center.  
 
Note: Only those employees who opted to receive an electronic version of their W-2 will have access to their current W-2 during the month of January.  After January all employees can access their current W-2.  This will allow employees to print another W-2 if they should misplace their original.  Employees are encouraged to print their own replacement W-2s rather than request a duplicate W-2 from their Agency or State Accounting. 
 
Note: Those employees who did not request an electronic W-2 will have paper forms printed and distributed to their respective agencies.  Employees who requested an electronic W-2, but are terminated will receive a paper W-2. 
[bookmark: _Toc417914842]Viewing & Printing Your W-2 Lesson
Employees can access their current and past W-2's via Employee Self Service in the Payroll & Financial Center.  
 
Note: Only those employees who opted to receive an electronic version of their W-2 will have access to their current W-2 during the month of January.  After January all employees can access their current W-2.  This will allow employees to print another W-2 if they should misplace their original.  Employees are encouraged to print their own replacement W-2s rather than request a duplicate W-2 from their Agency or State Accounting. 
 
Note: Those employees who did not request an electronic W-2 will have paper forms printed and distributed to their respective agencies.  Employees who requested an electronic W-2, but are terminated will receive a paper W-2. 
Procedure

In this lesson you will learn how to view and print your W-2.


	Step
	Action

	1. [bookmark: T6_F79]
	First go to LINK.NE.GOV and click the Payroll & Financial Center button or link.





	Step
	Action

	1. [bookmark: T6_F83]
	Enter your User ID in the User ID field.

	1. [bookmark: T6_F82]
	Click in the Password: field.


	1. [bookmark: T6_F80]
	Enter your password in the Password field.

	1. [bookmark: T6_F81]
	Click the Sign In button.






	Step
	Action

	1. [bookmark: T6_F125]
	Click the Navigator link.






	Step
	Action

	1. [bookmark: T6_F94]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Self Service link.


	1. [bookmark: T6_F8]
	Click the Employee Print W-2 link.


	1. [bookmark: T6_F65]
	Select the Tax Year by clicking the radio button next to it.





	Step
	Action

	1. [bookmark: T6_F10]
	Click the Select button.






	Step
	Action

	1. [bookmark: T6_F12]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F14]
	Click the View Submitted Jobs button.


	1. [bookmark: T6_F76]
	Make sure the Description field says "DONE" for the "R07885" job (look in the Job Details column to make sure).

If it does not say "DONE" click the Find button until it does.





	Step
	Action

	1. [bookmark: T6_F18]
	Click the check box of the "R07885" job (look in the Job Details column to make sure). 

Note: If it is the most recent job you ran it should be the top row.


	1. [bookmark: T6_F20]
	Click the Row button.

Note:  Row options are also available by right clicking in the row area.



	1. [bookmark: T6_F22]
	Click the View RD Jobs menu.

Note: If the Description field does not say "DONE" you will not see the View RD Output button.






	Step
	Action

	1. [bookmark: T6_F134]
	Click the Open button.


	1. [bookmark: T6_F69]
	Your W-2 for the tax year you selected will be displayed.





	Step
	Action

	1. [bookmark: T6_F31]
	To print the W-2 click the File menu.






	Step
	Action

	1. [bookmark: T6_F33]
	Click Print.






	Step
	Action

	1. [bookmark: T6_F39]
	Make sure your local printer is selected and then click the OK button.


	1. [bookmark: T6_F71]
	Your W-2 will now print at the printer you selected.

	1. [bookmark: T6_F41]
	Click the Close (red X in the upper right hand corner) button to close the W-2.






	Step
	Action

	1. [bookmark: T6_F43]
	Click the Close button.






	Step
	Action

	1. [bookmark: T6_F45]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.




	Page 12



	Page 11



image2.png
"W Official Nebraska Government Web:

Your LINK to Administrative Services News & Updates

. . Feb.23-Mar. 11 -Zoo Drive
LINK gives you the power to access the information and
o youn Feb. 25 -Red Cross Blood Drive
prog C ‘Mar. 7 - Surplus Property Auction
P Mar. 21 - Tr-CitsStorm Night

LINK

IESYSI=g) Checkoutthe great discounts on the Emplovee Discount page

Payroll & Financial i Employee Work i Career Center Employee Recruitment &

Center (PFC) Center (EWC) - Reew StateJoopostns :)Eesl‘ezl)opmenll:enler Selection Center

= Payroll access, Address Sign up for Benefits = Applyfor a position = PostState jobs
book, AP, AR, & GL Update contactinformation | = Find resources for job. = Sign up for raining = Review applications
‘Sustem Requirements Edit and update positions seekers = Assigntraining = Create selection crieria
Purchasing & Fixed assets Create staffing reports = Complete performance ‘and screening tools
Forqot Password? EWC Help 402.471.6234 evaluations ‘Schedule interviews
PFC Help 402 4714636 EDC Help 4024716234

Administrative Services

nformation O E Risk Manaos Transportation Services

Hot links Wellness & Benefits Help View System Requirements
3 S ‘Adobe Flash Player 10.1.53 and IE9, 10 (or [E7 or 8 with Google v
= ReviewleaveBalances = Resources = User Guides B e e

#100% v




image3.png
ORACLE’ D Edwards EnterpriseOne

Enter your user id and passiord.

User D
I

Passiord

“This systemis intended for mited (authorized) use and s subject to company polces.

LegalTerms
‘Copyright © 2003, 2013, Orade andjor s affites. Al rights reserved. Orad and Java are regstered trademarks of Oracle andjor its afiates. Other names may be trademarks of thei respective owners.

®100% ~




image4.png




image5.png




image6.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

ORACLE’
JD EDWARDS ENTERPRISEONE

®100% ~




image7.png
Navigator v




image8.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut

ORACLE’
JD EDWARDS ENTERPRISEONE

®100% ~




image9.png
'STATE OF NEBRASKA -PY910 »




image10.png
Self Service  »




image11.png
'm Employee Print W2




image12.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut

Home  Navigator ~  Open Application

Employee Print W2 - W-2 Print
v @ X & o

Employee Number 123456789

1f you need hefp creating and/or printng your W-2, please see the directons below.

Records 1-1 _ Customize Grig

TaxYear D
© 214 19w

View Submitted Jobs.

Creating your W-2:
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
wil eturm you o this selecton screen to choose another year to print.

Printng your W-2:
1. After reating your W-2, select the “View Submitted Jobs” button, above these directons and below the grid.

2..0n the next screen,look for 2 coumn labled "Job Detais” and then donn that cokumn, ook for a ob named RO7885...... (you may have to scrol to the:
ight a it to see this).

3. When the descrption fied on that ne says DONE (f it does ot say DONE, press the "Find”button to refresh the screen), check the box on the left side of
the fom. Go up to the top to ROW > View RD Out Dict and the select OPEN.

4. You shouid see a copy of the W-2 at that point, assuming that the descrption said DONE. Now, cick on the priner icon i the upper left corener. Your
document shouid print on the printer thatis setas your defaut printer.

#100% v




image13.png




image14.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITTLESO [PYS10]  SonOut

100% v




image15.png




image16.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut

Home  Navigator v Open Applcaton
ATE OF NEBR

Employee Print W2 - W-2 Print
v @ X & o

Employee Number 123456789

1f you need hefp creating and/or printng your W-2, please see the directons below.

Records 1-1  Customize Grid a

TaxYear D
© 214 19w

View Submitted Jobs.

Creating your W-2:
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
wil eturm you o this selecton screen to choose another year to print.

Printng your W-2:
1. After reating your W-2, select the “View Submitted Jobs” button, above these directons and below the grid.

2..0n the next screen,look for 2 coumn labled "Job Detais” and then donn that cokumn, ook for a ob named RO7885...... (you may have to scrol to the:
ight a it to see this).

3. When the descrption fied on that ne says DONE (f it does ot say DONE, press the "Find”button to refresh the screen), check the box on the left side of
the fom. Go up to the top to ROW > View RD Out Dict and the select OPEN.

4. You shouid see a copy of the W-2 at that point, assuming that the descrption said DONE. Now, cick on the priner icon i the upper left corener. Your
document shouid print on the printer thatis setas your defaut printer.

#100% v




image17.png
View Submitted Jobs




image18.png
ORACLE' D Edwards EnterpriseOne Roes v Personization v Help  PEEP,LITLEBO [PY910]  SgnOut
Submitted Job Search Query:[ATRecords V]
v &0 X & eom B ron 1 1008
User D fRaNNGD
Records 1-1 Customize Grid [WS) NOPRINT a
[
] vew - - o | steus o [paeab Tme Job DatelLast Tme
Ouput | Xb ¥ Jb#¥ | Stts® | Detals User® | Sobmitted © Sitied | Aciity © e
[0 B  Ro7ess NIsooo2 s613 POF 56130 Done TRAININGID 04/27/2015 16:0%13 0472712015 16:04:25
< >

#100% v




image19.png




image20.png
B row




image21.png
View RD Jobs




image22.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

Home  Navigator ~  Open Application
STATE OF NEBRAS

File Download

IF le donrload does ot start automatcaly, then dick here.

[ RDO78BSONL EN 2258 1179 8.pdf

Do you want to open or save RDO78850NL_EN_2258_1179_8.pdf from pfcpy.ne.gov? Open save ||| cancel | x

#®100% ~





image23.png
Open





image24.png
509[1]. pdf - Adobe Acrobat Pro

Fle Edt Vew Document Comments Forms Tooks Advanced Mindow Help

E) e £ contn - )t e~

P - p—

[=§= 2=

DEPT. ADMIN. SERVICES-ACCOUNTING
P.0.BOX 94664

LINCOLN NE _68509-4664

'STATE OF NEBRASKA

PEEP, UITTLE 80

123 MAIN STREET
LINCOLN NE 68508

] 1 inbox - Mi

9 S $[ e h ) &K OO [0

= -

oMBNo. 1545000 _Form W-2 Wage and Tax Statement 2014

7 Sosal securty e T Wages, tps, ohercomp. | 2 Federa inoome s wirheld
s0323.71 52517

E=—rr TSooasecy vages | 4 Sou sy mwAnneid

s2082.75 1989.13
SRR B paymen | SWedcuewages andtps | EWede mr e

s2082.75 6520

C Employers name. aadress, nd 7 Gode.
'STATE OF NEBRASKA

DEPT. ADMIN. SERVICES-ACCOUNTING

P.0. BOX 94664

LINCOLN NE_68509-4664

ToDependentcae T Noraquaiiedpirs | 122 See mevocions B 5oy 12

I
e e =
e
srosmzze |

i =
111-22.3381 |

- =

[

=T a4

Iy sk

e

NESASn EWALOVER

153 WA STREET

UNGONNE  a6508

oS Enployerssme D o 7 St insome Tax

_oe7a761__ __ ems2

T8 Localwages e, i

>




image25.png
File




image26.png
RDO7BB50NL.

Edt
(5 Open.

Orgarizer

View Document Comments

Create FDF Partfoli
Mody POF Portfoi

sz roE
£ conbine

) Coleporate

Save s
R save as Certfied Documet.
& Export

Attach to Email

Forms

ctivo

E

Close clew

Properties culip

Pint Setup, ShiftsCtr+P
= rint. i+
[ Hstory.

LG\ ARDO7B5ONL_EN_1509(1] paf

2c.
3,
i,
scil

ARDO78B5ONL_EN_150211] pef
ARDO7BBSONL_EN_1499[1].pcf
ARDO7BBSONL_EN_1498(1].pcf
ARDO78BSONL_EN_1497[1].pcf

Ext

L]

i

® inbox-

Tools

Advanced Window Help

E= - S—

L]14

IRV

IACCOUNTING

oME No. 1545-000Form W-2 Wage and Tax Statement 2014 L
7 Sccaisesumy tp2 | 1 Wages. e, cher comp._| 2 Pecea neare ek wiheld
s0323.71 52517
== Tcomsecy wages | ¥ Sera ety e
s2082.75 1989.13
TR S pae | SWedeae R nds | SIS mwe
5208275 46520
C Emplopers name, sairese, and 2 Coce
'STATE OF NEBRASKA
DEPT. ADMIN. SERVICES-ACCOUNTING
P.0. BOX 94664
LINCOLN NE 685094654
ToDepengentcae T Renauaited s | 728 5ot ravustons orbor 72
bareits |
S Erpsyer e =3
il srosizse |
T Epioyees sosaT sy e =
111223831 |
oo =
R
A —

Iy s kS

S Employeds rame, address g 2 Gode
NEBRASKA EMPLOYEE

123 MAIN STREET

LINCOLN NE 68508

T5Sae Employerssie D0

os7a781

7 S insome Tax

sz





image27.png
Chrl+p




image28.png
P - p—

Printer

Name:

Properties

Status: Ready
Type:  Canon R C3200PCLSC

Print Range.
DEPT. ADMIN.S§ @ al

O current view
STATE OF NEBR| O Current page.

Comments and Farms:

Document and Markups

Preview: Composte

2 Federal noome e wenheld
52517

Opages [1-4

Subset: | Al pages nrange

[Reverse pages
Page Handing
Copes: B

Colate.

ST seoury e
1989.13

Page Scaling: [ 3hink to Printable Area

uto-Rotate and Center
[ Chooss paper source by PDF page size

Use custom paper size when needed

[erint to e

[ Print color as black

Inches Zoam: 95%

—

printing Tips ] [_Advanced | [ summarize Comments

® O rbox-m

o Gance

_oe7a761__

T8 Localwages e, i





image29.png




image30.png




image31.png
ORACLE' ID Edwards EnterpriseOne
Home  Navigator +

Open Application
STATE OF NEBRA

Roles +

Personslzation v Help  PEEP,LITTLESO [PYS10]  SonOut
File Download

1F fle donrload does not start automatical, then cick here:
[ RDO78BSONL EN 2258 1179 9.pdf

=

#®100%





image32.png




image33.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

‘Submitted Job Search ‘Query:[ATRecords
v @M X 3 om B ron & o0

User D [TRAININGID

Records 1-1 ‘Custonize Grid [WSJ NOPRINT
N N L | stns . |paexb Time Job DatelLast
b Job#V | stats Y | petais User ¥ | submitted ¥ Sbmitted | Actvity ¥

~RO7885 NIS0002_5613_PDF 56130 DoNE TRAININGID. 04/27/2015 16:0%:13 o04/27/2015

#100% v




image34.png




image1.png




