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[bookmark: _Toc499015740]Other
[bookmark: _Toc499015741]Viewing & Printing W-2
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: _Toc499015742]View & Print Current W-2
Procedure

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


	Step
	Action

	1. [bookmark: T5_F79]
	First go to LINK.NE.GOV and click the Payroll & Financial Center button or link.





	Step
	Action

	1. [bookmark: T5_F83]
	Sign in using your User ID in the User ID field.

	1. [bookmark: T5_F82]
	Click in the Password field.


	1. [bookmark: T5_F80]
	Enter your password in the Password field.

	1. [bookmark: T5_F151]
	Note:  If you have trouble logging in, forget your User ID or password, or get locked out of PFC/E1, use the “Forgot Password/User ID Disabled”.

	1. [bookmark: T5_F81]
	Click on "Sign In".






	Step
	Action

	1. [bookmark: T5_F125]
	Click on "Navigator".






	Step
	Action

	1. [bookmark: T5_F94]
	Click on "STATE OF NEBRASKA".






	Step
	Action

	1. [bookmark: T5_F176]
	Click on "View Job Status".


	1. [bookmark: T5_F198]
	Click the Magnifying Glass Icon until the Status Detail states "DONE" for job R07885.  The Status Detail states "PROCESSING" while it creates the W-2 PDF, Please allow time for it to process.

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

NOTE:    The Status Detail states "PROCESSING" while it creates the W-2 PDF. Please allow time for it to process.  Please be patient while your W-2 PDF file processes.  It will complete based on the order in which it was submitted.





	Step
	Action

	1. [bookmark: T5_F194]
	Note: If it is the most recent job you ran it should be the top row.

Click the "View Output" of the "R07885" job (look in the "Job Details" column to make sure). 

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


	1. [bookmark: T5_F146]
	Look for the Open box at the bottom of the screen.  If file download does not start automatically, select the click here hyperlink.

NOTE:    PLEASE BE PATIENT WHILE YOUR W-2 FILE PROCESSES.  IT WILL COMPLETE BASED ON THE ORDER IN WHICH IT WAS SUBMITTED.  THANK YOU.





	Step
	Action

	1. [bookmark: T5_F134]
	Click on "Open".


	1. [bookmark: T5_F69]
	Your W-2 for the tax year you selected will be displayed.





	Step
	Action

	1. [bookmark: T5_F31]
	To print the W-2 click the File menu.






	Step
	Action

	1. [bookmark: T5_F33]
	Click on Print.






	Step
	Action

	1. [bookmark: T5_F39]
	Make sure your local printer is selected and then click the OK button.


	1. [bookmark: T5_F71]
	Your W-2 will now print to the printer you selected.

	1. [bookmark: T5_F41]
	Click  Close to exit this screen






	Step
	Action

	1. [bookmark: T5_F43]
	Click Close to exit this program






	Step
	Action

	1. [bookmark: T5_F45]
	Click Close to exit this program


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc499015743]View & Print Past W-2
Procedure

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


	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]
	Sign in using 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_F151]
	Note:  If you have trouble logging in, forget your User ID or password, or get locked out of PFC/E1, use the “Forgot Password/User ID Disabled”.

	1. [bookmark: T6_F81]
	Click on "Sign In".






	Step
	Action

	1. [bookmark: T6_F125]
	Click on "Navigator".






	Step
	Action

	1. [bookmark: T6_F94]
	Click on "STATE OF NEBRASKA".


	1. [bookmark: T6_F6]
	Click on "Self Service".


	1. [bookmark: T6_F8]
	Click on "Employee Print W-2".






	Step
	Action

	1. [bookmark: T6_F10]
	Click the green "Select" checkmark on the top left of your screen.






	Step
	Action

	1. [bookmark: T6_F12]
	To process your W-2 PDF Print, click on the green "SAVE" icon on the top left of your screen.






	Step
	Action

	1. [bookmark: T6_F14]
	Click the "View Submitted Jobs" button underneath your Radio buttons.


	1. [bookmark: T6_F76]
	Click the Magnifying Glass Icon until the Status Detail states "DONE" for job R07885.  The Status Detail states "PROCESSING" while it creates the W-2 PDF, Please allow time for it to process.

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

NOTE:    The Status Detail states "PROCESSING" while it creates the W-2 PDF. Please allow time for it to process.  Please be patient while your W-2 PDF file processes.  It will complete based on the order in which it was submitted.





	Step
	Action

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

Click the "View Output" of the "R07885" job (look in the "Job Details" column to make sure). 

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

NOTE:    PLEASE BE PATIENT WHILE YOUR W-2 FILE PROCESSES.  IT WILL COMPLETE BASED ON THE ORDER IN WHICH IT WAS SUBMITTED.  THANK YOU.

	1. [bookmark: T6_F134]
	Click on "Open".


	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 on 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 to the printer you selected.

	1. [bookmark: T6_F41]
	Click  Close to exit this screen






	Step
	Action

	1. [bookmark: T6_F43]
	Click Close to exit this program






	Step
	Action

	1. [bookmark: T6_F45]
	Click Close to exit this program


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