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[bookmark: _GoBack]Viewing & Printing Your W-2 Lesson



	Step
	Action

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

	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.


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


	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.

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


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


	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 Status Details column to make sure).

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

	1. [bookmark: T6_F143]
	Note: If it is the most recent job you ran it should be the top row.

Click the View Output button.


	1. [bookmark: T6_F146]
	Look for the Open box at the bottom of the screen.  If file download does not start automatically, select the click here hyperlink.

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


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

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


	1. [bookmark: T6_F33]
	Click Print.


	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.


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


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


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