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How to Access Your Self-Service W-2 Forms 
Starting with 2015 tax year, employees can access a PDF version of their W-2 and Filing In-
structions. Each year a district-wide communication will announce the date the self-service 
W-2s are available. 

This Job Aid illustrates how to access the W-2/W-2c Forms. Note that for the form to display, 
the browser pop-up blocker must be off. 

1. Navigate to Main Menu > Self Service > Payroll and Compensation > View W-2/W-2c Forms  
 

2. To display the W-2, click Year End Form for the appropriate tax year. 

W-2 Wage and Tax Statement Sample 
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How to Access Your Self-Service W-2 Forms 

3. The Filing Instructions provide important information about filing your W-2 Form. 
To display the filing instructions associated to the W-2, click Filing Instructions for the 
appropriate tax year. 

Filing Instructions Sample 



P
e

o
p

le
So

ft
 H

C
M

 

Nov 2016 3

 

How to Access Your Self-Service W-2 Forms 
4. To print either the W-2 or the Filing Instructions, select File > Print, Ctrl+P or click the 

printer icon       in your browser toolbar.  

5. In the Page Size & Handling section, select the Fit radio button. That will scale the form to 
fit the 8.5 x 11 inch page. Click Print. 


