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
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2. To display the W-2, click Year End Form for the appropriate tax year.
View W-2/W-2¢c Forms

Review your available W-2 and W-2c forms below. Select the year end form that you would like to review.

Wiew a Different Tax Year
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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.

View W-2/W-2¢c Forms
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Filing Instructions Sample

Notice to Employee

De you have to file? Refer to the Form 1040 Instructions to determine if you are required tr

return. Even if you do not have to file a tax retumn, you may be eligible for a refund if box 2

amount or if you are eligible for any credit.

Earned income credit (EIC). You may be able to take the EIC for 2015 if your adjusted gross.

is less than a certain amount. The amount of the credit is based on income and family size. Wo. at
children could qualify for a smaller credit. You and any qualifying children must have valid sccial secarmy
numbers (SSNs). You cannot take the EIC if your investment income is more than the specified amount fos
2015 or if income is sarnsd for services provided whils you wers an inmate at a penal institution. Faor,
income limits and more information, wisit www.irs. goweifc. Also see Pub. 598, E
EIC that is mere than your tax liability is refunded to you, but only if you
Clergy and religious workers. If you are not subject to social secumﬁ and Medicarg
Social Secumy and Other Information for Members of the Clergy and Religious Vijgete
Corrections. If your name, SSN, or address is incorrect, correct Copies B, O
employer to comrect your employment record. Be sure to ask the employer to Mg
Wage and Tax Statement, with the Social Security Administration (SSA) to corrd
money amount error reported to the SSA on Form W-2. Be sure to get your copid
your employer for all corrections made so you may file them with your tax return. =
are comzc(%ut are not the same as shown on your social security card, you sheuld tor a new card that
displays your correct name at any SSA office or by calling 1-800-772-1213. You also may visit the SSA at
www.socialsecurity. gov.

Cost of emg]oyer-spun:ured health coverage ;d such cost is provided by the employer). Th:

reporting in box 12, using code DD. of the cost of emBoner sponsured health coverage is for your
information only. The amount reported with code DD is not taxable.

Credit for excess taxes. If you had more than one employer in 2015 and more than $7,347 in social
security and/or Tier 1 railroad retirement (RRTA) taxes were withheld, you may be able to claim a credit for
the excess against your federal income tax. If you had more than one railroad employer and more than
$4.321.80 in Tier 2 ARTA tax was withheld, you also may be able to claim a credit. See your Form 1040
or Form 1040 instructions and Pub. 505, Tax Withholding and Estimated Tax

Instructions (continued from the back of Copy B.)
MNote. If a year follows code D through H, S, ¥, AA, BB, or EE, you made a make-up pension cantribution for a prier
year(s) when you were in military service. To figura whether you mad axcess deferrals, consider these amounts
for the year shown, not the current year. If no year is shown, the coniributions are for the current year.
A—Uncollected social security or RRTA tax on tips. Include this tax on Form 1040. See “Other Taxes” in the Form
1040 instructions.
B—Uncollected Medicara tax on tips. Include this tax on Form 1040. See “Other Taxes” in the Form 1040
instructions.
gﬁT:amnd\asmst of group-tem life insurance over $50,000 (included in boxes 1, 3 (up to social security wage

ase), an
D—Elective deferrals to a section 401{k) cash or deferred arangament. Also includes deferrals under a SIMPLE
retirement account that is part of a section 401(k) arrangement,
E—Elective daferrals under a section 403(b) salary reduction agreement
F—Elective dsfenals under a section 408(k)(8) salary reduction SEP
G—Elective deferrals and employer contributions (including nonelective deferrals) to a section 457(b) deferred
compensation plan
H—Elective deferrals to a section 501(:}(1 8)(D) tax-exempt organization plan. See “Adjusted Gross Income” in the
Form 1040 instructions for how to ded
J—Nontaxable sick pay (informaticn Dnly‘ not included in boxes 1, 2, or 5}
K—20% excise tax on excess golden parachute payments. See “Other Taxes” in the Form 1040 instructions.
L—Substantiated employee business expense reimbursements (nontaxable)

collacted social sacurity or RATA tax on taxable cost of group-em fife insurance over $50,000 {former

amp[uyees only). See “Other Taxes" in the Form 1040 instructions.
N—Uncollected Medicare tax on taxable cost of group-term life insurance over $50,000 (former employees only).
See “Other Taxes” in the Form 1040 instructions.
P—Exciudable moving expense reimbursamants paid directly to employae (not included in baxes 1, 3, or 5)
G—No?iaxab\a combat pay. See the instructions for Form 1040 or Form 1040A for details on reperiing this
amoun

Instructions for Employee
Box 1. Enter this amount on tha wages line of your tax retumn.
Box 2. Enter this amount on tha fedaral incom tax witthald ine of your tx retum

Qs I‘e 1.45% Madicare Tax ‘A'ml‘e\ﬂ nr\ a[ Mailnam wagas and fips shown in Box 5, as well as the 0.9% Additioral
Wgse Medicara wagas and fips aove
uted in toxes 1, 3, 5, o7 Fu lrwmmnnn on haw 1o fapor fips onyour tax ralum, e your Fom 1040 instrucfions.
& Sodial Securty and Medicar Tax o Unreponiad Tia Inoome, with your i
0 can prove ihat you received a smaller amaunl If you have fecords it of fips you recsived,
less ihan e allocaled fips. On Form 4137 you will calcwdale the social sscuriy and Medicars lax owed m

o jgeiown on your Fomnis) W-2 that you must repod 2s income and on ofhar s you d nal report to your amplayer, By fiing Form
A% sacurly tios Wil ba Crecited fo your S0l Sevurty acord (used o U your heneds)

Ba#Ml. This amount includs e total dependsnt care banalits that your employer paid By incurred on your bahalf (inclding &

2ciion 125 (cafalona) plsn). Any amount over $5,000 is also ncludad in box 1. Complala Form 2441, Child and Dapendent Cara s,

computa any taale and nontaXable amoun:

ox11. This ameunt is (g) rEpcm in bax 1 if it is 2 distribution made 10 you from & nengualified dafered Empmsﬁ on of nongovemmanzl
seion 2571h] [‘a’l nr.m indluce: 3andor 5  tis a priar year deferral under a nonqualifed cr secfion £57(b) pian that Became tavabie for
sodial sacunty and E rtemse iora is o longer & substantial risk of .merma uryol.r rgr.. n e da’umd amount. This bax
srm_d ‘nol be sed rf )\]u d & deara anu ‘ Gistibulion in ihe same calendar year. recei a d\s\m\mnm e same

calendar year, and you are or wil be ags €2 by tho end of tha calender year, your mpioyer S i Fom SGA 131 er Report of Special
Waga Payments, with tha Social Sem.my Admnistration and giva you a copy.
Bm( 12. The fllwing st explains the codas shown in box 12. \'uu mar naed nmnanon to complata your iax retum. Eleciive daferrals (codos
D, E.F, and 5) and designatad Aot camrbutions feodes AA, eneraly limied 0 2 fofal of $18.000 ($12,500 f you
mr hawe SIMPLE plans; 521,000 for section 403rbl plans \.)uu quallly mr e |a)‘ear rLe axplained in Pu. 571). Daferrals under code G are
lmnenmsmwo Defarals under code H ara fimited to §7,000.

Homever, if )\lu wore at laast igeéu in 2015, )[uram[ow rnay have 5I\m\9ﬂ an addiional deforral of up to 6,000 (83,000 for sacion
401()0(11) and 403(p) SIMP! addiienal defene amount is not su EE‘ 1o the overall il on elective deferrals. For coda G, Te hmit on
elective defamals may be higher ot be st 13 yeurs bafora you 5 Corac youpen samirster o mors fomaion A
in exoass of the overall ElH,’hE defame| hrm\ must be inch in income. SGE me lﬂms anies, Tips, ne instructons

(Instructions for Employee cunhnuad on the back of Cnpy C )

from &
o

S—E%uyer contributions to your Archer MSA. Report on Form 8853, Archer MSAs and Long-Term Care Insurance
ontracts.

S—Employee salary reduction contributions under a section 408(p) SIMPLE plan (nct included in box 1)
T—Adoption bensfits (not includad in box 1). Complets Form 8230, Qualified Adoption Expenses, to compute any
taxable and nontaxable amounts.
V_Income from exercise of nonstatutary stock option(s) (included in boxes 1, 3 {up lo social security wage base), and
5: See Pub. 525 and instructions for Schedule D (Form 1040) for reporting requirements.
Employer contributions (including amaunts the amployes clested to contributs using a saction 125 (cafetaria)
pl:m) to your health savings account. Report on Form 8280, Health Savings Accounts (HSAs).
Y—Defermals under a section 4094 nongualified deferred compensation plan.
Z—Income under a nonqualified deferred compensation plan that fails to satisty section 400A. This amount is also
inciuded in box 1. It is subject to an additional 20% tax plus interest. See “Other Taxes” in the Form 1040 instructions.
AA—Designated Roth contributions under a section 401(k) plan
BB—Designatad Roth contributions under a sactian 403(b) plan
DD—Cost of emp[wel-spcnsurqd health coverage. The amount reported with Code DD is not taxable.
under a saction 457{b) plan. This amount doas not apply to

contributions under a ta:{xﬂmpt organization section 457(b) plan.
Box 13. If the *Retirement plan” box is checked, special limits may :\))p[y tothe amount of traditional IRA contributions
you may deduct. See Pub. 590, Individual Refirement Arrangements
Box 14. Employers may use this box fo report information such as s!zue dlsabil\ry insurance taxes wtm['va\d umun
dues, uniform payments, health insurance pramiums deductad anca pay
or a member of the clargy's parsonage allowanca and utiliies. Railroad smployars usa this box o repm pcti
refirement (RATA) compensation, Tier 1 tax, Tier 2 tax, Madicare tax and Additional Medicare Tax. Include fips
reporied by the employee to the emplayer in railroad retirement (RATA) compensation.
Note. Keep Copy C of Form W-2 for at laast 3 yoars aftar tha dus date for filing your income tax retum. However, to
help protact your social security benefits, keep Copy C until you begin recefving social security benafits, just in
case thera is a question about your work record and/or eamings in a pumcuLaE!nQur

(Also see Notice fo Employee, on back of Copy B.)

Nov 2016

WDH yosajdoad




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

5.

printer

icon =5 in your browser toolbar.

Edit Goto Favorites Help

Nr Ctrl+T
L 4 Ctrl+K
New...adow Ctrl+N
New session
Open... Ctrl+0
Edit with Word (desktop)
Save as... Ctrl+5S
Close tab Ctrl+W
Page setup...

| Print.. Cirl+P

O

Import and export...

Properties
Exit

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.
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Actual size

() Shrink oversized pages
[ Choose paper source by PDF page size
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