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Viewing & Printing Your W-2

Viewing & Printing Your W-2 Overview

Employees can access their current and past W-2s 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.

Viewing & Printing Your W-2 Lesson

Procedure

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

Your LINK to Administrative Services News & Updates
LINK gives you the power to access the information and The Erployee Work Center will be
down for Upgrades from Friday, Mov.
programs you need. .
* * 2 at 7 pom. until Saturday, Mov. 3 at

Bam

LINK

UPDATES Impartant Infarmation Cancerning Health Insurance Premiums Find aut mare nowl

0247 o
Sg-#gf . %sgﬂ
f
5’)«’ d i =

Payroll & Financial ! Employee Work ! Career Center ! Employee i Recruitment &
Center i Center : i Development Center | Selection Center

= Review State job postings |

= Payroll access ‘ = Update your contact ‘ = Apply for a position ‘ = Sign up for training . = Post Siate jobs

= Address book h information . = Findresources for job 1w Assign training 1w Review applications

= AR AR, &GL | = View personnel data seekers ! = Complete performance i = Create selection criteria
= Budget | m Editand update positons | i evaluations { and sereening tools

= Purchasing & Fixed assets |  Create stafiing reports : | = Create succession i w Schedule interiews

= Forgot Password? planning (coming soon) H

. Administrative Services

Hot links Wellness & Benefits Help Adobe Flash Player 10.1.53 and IE 7 or greater is needed to
access LINK training and the Ermployvee Work Center. Flash Player
= Review Leave Balances " Resources - M Install Guide » Accessihilit: Log in to the Emplovee Work Center.
n Yiew Paystub » UHC-Nebraska Support " a
n View -4 = UHC-Mernber Wehsite = Help Desk: (402) 471.6234 &
' Trusted sites Sy v Hiow -
Step Action
1. First go to LINK.NE.GOV and click the Payroll & Financial Center button or link.
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ORACLEG JD EDWARDS ENTERPRISEONE

userip: |
Password:

[[] Remember my sign in information

This system is intended for limited (authorized) use and is subject to company policies.

Copyright racle andlor its affilates. Allrights reserved. Orack i a registered trademark of Oracke Corporation andior

may be trademarks of their respective owners.

Done / Trusted sites dh v H0w v

Step Action

2. Enter your User ID in the User ID field.

3. Click in the Password: field.

Enter your password in the Password field.

Click the Sign In button.

6. Click the State of Nebraska link.
[State of Nebraska |

7. Click the Self Service link.

8. Click the Employee Print W2 link.

Ermplovee Print '.."‘.."El

9. Select the Tax Year by clicking the radio button next to it.
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RACI—E JD EDWARDS ENTERPRISEONE

Employee Print W2 - W-2 Print o
Selecdt Find Close Tools
4

Employee Number 1455871 EMPLOYEE, NEBRASKA

Ifyou need help creating andior printing yourW-2, please see the directions below.

Records 1-5 cusiomizecrid (&l B

Tax Year Tax Vear ID
2011 2011 W28
2010 2010WM25
2009 2009 W25
2008 2008 W25
2007 2007 W-28

0|0 00 ®

View Submitted Jobs

Creating your W-2:
To create yourW-2, selectthe tax year you wish to print, press the Select button, and then press the OK buttan when you see the printer ican. The screen will return you to
this selection screen o choose another year to print.

Printing your ¥-2:

1. After creating vour W-2, select the "view Submitted Jobs” button, above these directions and helow the grid

2. Onthe next screen, look for a column labled "Job Details” and then down that column, look for 2 job named ROTE85_... ¢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 DOME, press the "Find" button to refresh the screen), check the box on the left side of the row. Go
up to the top to ROYY = Wiew RD Out Direct and the select OPEM

4.'ou should see a copy afthe -2 atthat paint, assuming that the description said DOME. Now, click an the printer icon in the upper left carener. Your dacument should
print on the printer that is set as your default printer.

v

Done /' Trusted sites G v W00

Step

Action

10.

Click the Select button.

RACI—E JD EDWARDS ENTERPRISEONE

Printer Selection ]
O Cancel Form Tods
B X =

Printer Selection  Print Property  Document Setup  Advanced

Printer Name |@GPLIONEWORLD
Printer Location |EDGE DEFAULT
Printer Model |LasER

Murnber of Copies 1 Range: 1- 88599

Done ' Trusted sites G v W00
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Step

Action

11.

Click the OK button.

CI—E. JD EDWARDS ENTERPRISEONE

Employee Print W2 - W-2 Print
Select Find  Close Tools
v & X B

Employee Number 4455871 EMPLOYEE, NEBRASKA

Ifyou need help creating andior printing your ¥¥-2, please see the directions helow.

Records 1-5  cysionizeGrig (& 0

Tax Year Tax Year ID
2011 2011 W25
2010 2010 W28
2009 2009 W25
2008 2008 W28

[e}{elie)[e] <

2007 2007 W-25

View Submitted Jobs

Creating your W-2:
To create your -2, select the tax vear you wish to print, press the Select button, and then press the 0K button when you see the printer icon. The screen will return you to
this selection screen o choose another year o print

Printing your vy-2:

1. After creating your -2, select the "view Submitted Jobs" buttan, above these directions and helow the grid

2. 0nthe next sereen, lookfor a column labled "Job Details” and then down that column, look for a joh named ROT885_..... (you may have to scroll ta the right a little to
=ee this)

3.WWhen the description field on that line says DOME (it does not say DONE, press the "Find” button to refresh the screer, checkthe box on the left side of the raw. Go
up to the top to ROV = Wiew RD Cut Direct and the select OPEN

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

|>

~

Dane ' Trusted sites Sy v H00%

Step

Action

12.

Click the View Submitted Jobs button.
Yiew Submitted Jobs

13.

Job Details column to make sure).

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

Make sure the Description field says "DONE" for the "R07885" job (look in the
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ORACLE" .o EDWARDS ENTERPRISEONE S NEWSK‘; e
View Job Status - Submitted Job Search @
Host ’*7
UserlD
Job Queue ’~7
Records 1-1 Customize Grid (£ @
[ Ll
[} ?:s: § Queue ?ﬁ'ﬂ&; ;Eﬁ-ft::d Process ID Status Description Type User Job Details
D RD QEB10 1212712010 14:52:14 4396 D DONE UBE RO7885_NIS0002_1502
] | 2
Done [ + Trusted sites dh v Ho0w -
Step Action
14. 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.
15. Click the Row button.
16. Click the View RD Out Direct menu.

Note: If the Description field does not say "DONE" you will not see the View RD
Out Direct button.
| View RD QutDirect |

Page 5




Training Guide
I
Viewing & Printing Your W-2 umanm.m@mm

ORACLE, JD EDWARDS ENTERPRISEONE

EMPLOYEE, NEBRASKA
File Download
If file download does not start automatically, then click here
B .RDO78850NL EN 1502 pdf
File Download
Do you want to open or save this file?
m‘t Mame: RDO7GESOML_EN_1502.pdf
e Type: Adohe Acrobat Documert, 40,96
From edge.ne.goy
Open | [ Save | [ Concel
i % “while files from the Internet can be useful, some files can potentially
@ harm pour computer, IF yau do nat rust the source, da not apen or
save this file, What's the risk?
& Done + Trusted sites Gh v Hloowm -

Step Action

17. Click the Open button.
[ Open ]

18.

Your W-2 for the tax year you selected will be displayed.
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File Edit Wiew Document Comments Forms Tools Advanced Window Help x
E jj (e © @ Eamire @ Gl = ﬁ Szare o / sign =[] Forms - By vulinedia - P Comment +
7 H S, -
il = S i) = -
B A
OMS No. 1545-000_Form W-2 Wage and Tax Statement 2010 !
! "7 Social sacurity ipe. 1Wages, tips, other comp. | 2 Faderal income tax withheld
DEPT. ADMIN. SERVICES-ACCOUNTING 30923.71 525.17
P.O. BOX 94664 ] 3 3 wages T Social securtty tax withheld
LINCOLN NE 68509-4664 WW—W e w;;m‘a
STATE OF NESRASKA ance EIG payment fears wagss and foe foare v
32082.75 465.20
© Employer's name, addrees, and ZIP Code
STATE OF NEBRASKA
DEPT. ADMIN. SERVICES-ACCOUNTING
P.0. BOX 94664
LINCOLN NE 685094664
NEBRASKA EMPLOYEE :I:;p:nﬂentram n plans. 122 See metructions for box 12
1
123 MAIN STREET b Employer dentheabion i)
LINCOLN NE 68508 number 470491233 |
' Employee's cocial security number i)
111-22-3331 |
14 Other 12d
e
o oy
X
& Employee's name, address, and ZIF Code
NEBRASKA EMPLOYEE
123 MAIN STREET
LINCOLN NE 68508
15 State. LD no. . tpe, e 7 Tax
NE | 0674761 30323.71 64162
[
18 Local wages. tips, etc 19 Local income tax | 20 Locality name |
I
GCOPY 2 For employee's Dept.of the Treasury - IRS |

s start

Step

Action

19.

To print the W-2 click the File menu.

dobe Acrobat Pro

Edt ¥iew Document Comments Forms Tools Advanced Window Help x
L open... Qo | ﬁ Secure + / Sign |E| Forms ~ & Multimedia ~ (? Comment
Crganizer 3
i Ty @
Create PDF Portfolio ] fhe: i Tk U ‘—k
Modify PDF Fortfolio 4 =
5 Create PDE 3
45 Combine 3
] collaborate 4 oM No_ 1545000 Form W-2 Wage and Tax Statement 2010 !
7 Social s=curty ips. 1 Wages, tips, other comp. | 2 Faderal income tax withheld
ACCOUNTING 30323.71 52517
Save As... Shift-+Ctrl+S & Allooated bpo B 3";5; -  Sooal m“”‘"‘";';:::a
‘R Save as Certified Documert... S Advance EIC payment S Medicars wages and tips | € Medicare tx wihheld
S export b 32082.75 485.20
port. C Employera name. address, and ZIF Code.
Attach to Email STATE OF NEBRASKA
- DEPT. ADMIN. SERVICES-ACCOUNTING
P.0O. BOX 94664
Close Chrlw LINCOLN NE  68509-4664
= 10 Dependent care 77 Nonqualiied plane | 122 See instructions for box 12
Properties. .. Ctr+D bensfis |
b Employ=r identiboation i)
Print: Setup. . Shift+Ctr+P number 70291238 |
= print. . CHrl+P 2 Employees social security numd T2c |
E 111-22-3331
Q Histary » 14 Other T2d
L. ARDO7EA5ONL_EN_1509[1].pof T Eeee e
2., ARDO7EESONL_EN_1502(1].pdf X
3., ARDO7EE5ONL_EN_1499[1].pdf & Employeds name. addrese, and 2P Cade
4, JRDO7EESONL_EN_1493[1].pdF NEBRASKA EMPLOYEE
123 MAIN STREET
5 C:...\RDO78850NL_EN_1497(1].pdf LINGOLN NE 68508
Ext Q 75 Se 5. o, or e |17 State Income Tax
NE | 0674761 30323.71 64162
- [
18 Local wagee, tips, etc 19 Local income tax | 20 Locality name |
GOPY 2 For employes's Dept. of the Treasury - IRS 3

E /@ 7 mbox-m
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idminlﬂr@ VEOES

Step Action

20. Click Print.

=l Print. ..

Cerl+P

- Printer ~
Status:  Ready Comments and Forms:
Type:  Canon iR €3200 PCLSE Document and Marlups v
i btatement 2010 ||
Print Range Preview: Composite 2 Federal income tax withheld
DEPT.ADMIN.S{ @ al as 52517
P.O. BOX 94664 F A "4 Social cecurity tax withheld
LINCOLN NE 64 O Current view £ - m;gﬁg_m
STATE OF NEBR| (O Current page o ~ o o
OPages [1-4 = T
Subset: | All pages in range ~ == = —
[Jreverse pages
Page Handing e —
= = See nzructions for box
NEBRASKA EM  copies; Collate "
I
123 MAIN STREH " : I
Page Staling: | Shrink o Printable Area -
LINCOLN NE 6§ oo -wnd |
[] Auta-Rotate and Center I
El
[[]choose papet source by FDF page size:
Use custom paper size when needed L oL e oI
| x|
Urits: Inches Zoom ; 85% [
[IPrint to file
[IPrint color as black 14 :’7
[Pmtlr\g nps] [ Advanced ] [ Summarize Comments ] [ Ok l [ Cancel ] o |7 S e T
e 0674761 | 30323.71 64162
H [ [
| 18 Local wages, tips, etc 19 Local income tax | 20 Localtty name |
H I | I
| COFY 2 For employees Dept. of the Treasury - IRS &3
o = = (® 0

-}

Step Action

21.

Lo |

Make sure your local printer is selected and then click the OK button.

22.

Your W-2 will now print at the printer you selected.

23.

Click the Close (red X in the upper right hand corner) button to close the W-2.
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ORACLE, JD EDWARDS ENTERPRISEONE

File Download
If file download does not start automatically, then click here

B .RDO78850NL EN 1502 .pdf

Training Guide
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EMPLOYEE, NEBI

< Trusted sites $h v Hoow -

Done

Step Action

Click the Close button.

Close

24.

EMPLOYEE, NEBRA

.
RACLE JD EDWARDS ENTERPRISEONE
View Job Status - Submitted Job Search
Select Find Delete Close Row Tools
v @ 1 X B Bk
Host *
UserID NISBSVIK
Job Queue *
Records 1-1 Customize Grid [m]
Submit Date Job Time Job
Type  Queus Submitted Submitted  Process D Status Description Type  User Job Details
RD QEB10 1212712010 14:52:14 4396 D DONE UBE RO07885_NIS0002_1502
b k]
Done [ + Trusted sites dh v H00w -
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Step Action
25. Click the Close button.
26. You have successfully completed this lesson.

End of Procedure.
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