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ESS — Payroll — Display W-2 Form

1. Display W-2 Form — The following information pertains only to employees who, via the Self-
Service Portal/Payroll/Update W-2 Election, have opted to receive their W-2 in electronic format.
For any employee not electing to receive an electronic copy of the W-2, no information will be
available if the Display W-2 Form link is utilized.

For employees who have elected to receive their W-2 in electronic format:

1.1. Highlight the row of the W-2 statement that you want to view and/or print.

1.2. Click on the Display icon.

1.3. Click on Click Here to Open W-2.

Online Forms W-2/W-2c

 Select a W-2 form below and then Click - Display

&

Year | Form Description Created On |:|
2013 W-2-Wage and Tax Statement 0171002014
% | 2012 W-2-Wage and Tax Statement  01/18/2013

( b Click Here to Open W-2 #
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1.4. The employee-specific W-2 information will display at the bottom of the screen.

. Tne Forms W-2/W-2c

—

= Seloct s W-2 form bokew end then Click - Dagley
| Eosesy -
|%y) Yeur | FormDescrpton Createa 0n
T 2012 W2+ Wage and Tax Statement  011DE01

2012 V2 Wage sne Tax Statement  D1FB0

1.5. To zoom in or out or to print the document, use the scroll bar to the far right of the screen to
scroll to the very bottom of the W-2, and then follow step 1.6 below.

Onlinne Forms W-2/w-2c
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1.6. Next, hover the mouse over the very bottom of the PDF document to make the Adobe toolbar
appear. Depending on whether you are using a PC or a MAC, one of the following toolbars will
appear:

Adobe toolbar on PC

Adobe toolbar on MAC

1.7. To zoom in on the document, click on the “+” sign. To zoom back out, click on the “-* sign.

Zoom in Zoom out

1.8. To print a copy of the W-2 form, select the Print icon as shown here:

| | S
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1.9. Make the desired selections on the Print screen such as the number of copies and click Print.

A e S SYTPRNTORPOT vw-fi- icabv000 | | Help &
Copies: 31 Z

Pages to Print Comments & Forms

Al | Docurment and Markups -

Cument page

Pages I]
* More Opticns

Page Sizing & Handing (1) :
i | 8 eoner [ (Bl ||, B s |
Size Options:

| Fit

) Bctual size

B.5 1l Inches

@ Shrink oversized pages

| Choose paper source by PDF page size
| Print on both sides of paper
Orrentation:
@ Auto portrait/landscape

o Paortrast

| Landscape
Wantt to print colors as gray & black? (@) B [

[ Pagesetup.. Pt D | Cancel |

NOTE: If you are still experiencing issues with printing your W-2 statement, follow the link for Problems
Printing your W-2? Click here for alternative printing methods.

+ Select a W-Z form below and then Click - Display

&
) Display =N »
'_||':|| Wear | Form Description | Created On || j
I_‘ 2013 W-2 -Wage and Tax Statement 011052014

|:| 2012 W-2 - Wage and Tax Statement = 01/18/2013

=

+ Click Here to Open W-2 4 Previous Form | Next Form | Hide

IRS W-2 Form Information
PASSHE W2 Form Highlights

Problems Printing your W-27 Click Here
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1.4. To view and/or print the W-2 Notice to Employee and Instructions for Employee, click the link
for IRS W-2 Form Information as shown here:

Online Forms W-2/W-2c

+ Select a W-2 form below and then Click - Display

) Display =
Ty | Year | Form Description | Created On ||
|| 2013 w-2-Wage and Tax Statement  01/10/2014
|:| 2012 W-2 -Wage and Tax Statement 01/118/2013

Ny s A

=

B MNextForm | Hide

* Click Here to Open W-2 4 Previous Form

foee

RS W-2 Form Information
PASSHE W-2 Form Highlights
Problems Printing your W-27 Click Here

2%

£

"'-———l—‘

1.5. A new internet browser tab or window will open for employees to read the W-2 Notice to
Employee along with Instructions for Employee.

plan. See “Adjusted Gross Income” in the Form 1040 instructions for
how to deduct.

J—Nontaxable sick pay (information only, not included in boxes 1, 3, or
5)

K—20% excise tax on excess golden parachute payments. See “Other

Tavae” in tha Farm 104N inetriirtinne

Notice to Employee
Refund. Even if you do not have to file a tax return, you to correct
should file to get a refund if box 2 shows federal income reported t
Earne| Instructions for Employee (Also see Notice to contributions
EIC fc]  Employee, on the back of Copy B.) mited to ato
ou e proyee, Py B- $20,000 for s¢
j{)intls Box 1. Enter this amount on the wages line of your tax return. explained in F
less t Box 2. Fnter this amount on the federal income tax withheld line of $17,000. Defe
have | Your
$41,9| Box:| Instructions for Employee (continued from back of =~ T—Adoption benet
three | inforr Copy C) Qualified Adoption
than{| 1040 amounts.
any q Un| F—Elective deferrals under a section 408(k)(6) salary reduction SEP V—Income from e»
numb | @MOU} o Floctive deferrals and employer contributions (including nonelective boxes 1,3 (upto s
4137 ; . instructions for Sct
with deferrals) to a section 457(b) deferred compensation plan
Form|| H—Elective deferrals to a section 501(c)(18)(D) tax-exempt organization W —Employer cont
== contribute using a :

account. Report or
Y —Deferrals under
plan

Z—Income under s

~ramnancatinn nlan
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1.6. To print the information, simply place the mouse pointer over the PDF in the new internet
browser window, and the following toolbar will appear. Select the Print icon as shown here:

1.7. Make the desired selections on the Print screen such as the number of copies and click Print.

Print

Printer: [ "” Properties ] ’ Advanced ]
Copies Il— =

Pages to Print
@ All

() Current page

() Pages |1 -3
F More Options

Page Setup...

Comments & Forms

’ Document and Markups

8.5 %11 Inches

Pagel of 3

Page Sizing & Handling (i)

[ [) size ] l HY Poster ] [ [E] Multiple l [5] Booklet ]
Size Options:

@) Fit

() Actual size

1@ Shrink oversized pages

[7] Choose paper source by PDF page size

[ Print on both sides of paper

Orientation:

@ Auto portrait/landscape

(") Portrait

() Landscape

Want to print colors as gray & black? (@) U
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2. Toview the W-2 Form Highlights, click the link for PASSHE W-2 Form Highlights as shown.

Onfine Forms W-2/W-2c

 Selecta W-2 form below and then Click - Display

-,
-
| Display =2 '
5y | “ear | Form Description Created On "
|| 2013 W-2- wage and Tax Statement  01/10/2014 ’
?

|:|2012 W-2 - Wage and Tax Statement  01/18/2013

+ Click Here to Open W-2 4 Previous Form | Next Form Hide

IRS W-2 Form Information
C PASSHE W-2 Form Highlights

Problems Printing your W-27 Click Here

3. A new internet browser tab or window will open for employees to read the major changes to the
W-2 form for the appropriate year. (To print the PASSHE W-2 Form Highlights, refer to step 1.6
and 1.7 immediately above in this document.)

2013 W-2 Information - Peannsylvania State System of Higher Education

Your electronic 2013 W-2 form can be displayed below. This form represents all taxable wages in
calendar year 2013,

2013 W-2 FORM HIGHLIGHTS

There were no major changes to the W-2 from the previous year. The following is a breakdown of
each box on the form:

1. Baoxes 1, 3, and 5 contain the Federal, Social Security, and Medicare Taxable Gross Wages,
respectively. The amount in Box 3 (Social Security Wages) should not exceed $113,700.

2. Boxes 2 4, and 6 contain the Federal, Social Security, and Medicare income taxes withheld,
respectively. The amount in Box 4 {(Social Security Tax Withheld) should not exceed
$7,049. 40,

2. Box 10 contains Dependent Care Flexible Spending Account Deductions, if applicable for the

| . y
- \‘%m‘w Al ~M‘~-«n—.’ e .'uﬂ-ur‘ -. .ﬁ—" A J—"‘!"\ At R B o b i
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For employees who did NOT elect to receive their W-2 in electronic format:

4. As previously stated, for any employee not electing to receive an electronic copy of the W-2, no
information will be available if the Display W-2 Form link is utilized as shown below:

Online Forms W-2/W-2c

+ Search Results for Online Forms W-2WW-2c

M5 | Tax Company | Tax Company Mame | Year | Form Description Created On D

~ Display W-2W-2¢

W-2 Form Information
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