ESS JoB AID W-2 Reprints

PRINTING A W-2 REPRINT IN ESS

This job aid demonstrates the process for printing a W-2 reprint in ESS. The steps are listed below
along with visual examples. Note that there are two (2) options given for logging into ESS.

STEPS

Perform the following steps to print a W2 reprint in ESS.

—

Welcome State of North Carolina Employees

.‘I.....................‘
= INCID - L J=
s|Password- [ Ja

AaEEEEEEEEEEEEEEEEEEEER?

Log on

1. Log into the Employee Self Service Portal.

e

Quick Links

eEEEEEDY

2. Click on the quick link for My Pay.

‘lllllllllllllllllllll‘
® |NCID - 1 =
" |Password: [ ]

AsEEEEEEEEEEEEEEEEEEmn?®

Log on

A. Log into the Employee Self Service Portal.
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ESS JoB AID W-2 Reprints

B. Click on the My Data (ESS) tab. Ny pata ess) |

v Mv Pav ‘ _— . -
L ) . . T I T
L- =| Dizplay vour pay statement, total compenzation =tatement, or reprint vour W-20W-2c.

e p

C. Click on the My Pay link. This takes you to the step Read before printing your \R2/W-2c
link6as shown in the next example.

------------------ END- ALTERNATE LOGIN MEDH -------=-----

My Pay Information

[

Pay Statement

View vour latest pay =tatement.

Total Compen=ation Statement

iew vour latezt total compenzation statement.

W-2 1 Vi-2¢ Reprint __—— | W-2/W-2c Reprint link
4 I EEEEEEEEEEEEEEEEEEEEEEENED
= ) Read Before Printing our W-2 / W-2c. =
L ]

AN N ENNEEEEEEEEEEEEEEEEEEEEED
MW=L T WW-2C

Print a copy of vour previous years’ W-2.

Iy Pay - Help
ESS/MSS Online Help
Uze thiz =ervice to accezz the BEACON Online Help documentation.
Learn how to dizplay or print vour pay =tatement and total cempenzation =tatement.

3. After reading the Read before printing your \A2/W -2C message, click on the W-2/W-2c¢ link.

I V-2 Reprint

Select the year from the drop-down menu. W-2's for the prior year may not be available until after February 15th of current year. For a year not lizted, contact BEST Shared Services.
Available Years|Select Year [ Available V-2 Forms: [Select Form [+] Display

4. Select the year and the form you wish to print fromthedrop-d own opti-2dsdef alfft &\
in the available W-2 forms field (as in the example above), then there are no other types of
forms for you to choose for the year selected. If there are multiple forms for the year
selected, choose which form you wish to print.

NOTE: Currentlyonly2009W-26s are available for reprint. P
for any reprints other than other W-2/W-2C reprint.

NOTE: If you have a W-2C, you will need your original W-2 as well as the W-2C to complete
your tax filing.

5. Click the Display button. [ Di=piay]
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W-2 Reprints

accessing this information from home.

window when you are finished.

Do you want to proceed?

@ Your W-2 / W-2c form contains sensitive personal information. We recommend that you
do not display this information on a public computer, and that you use precautionary
measures (such as installing and enabling anti-virus/anti-spyware software) when

It will take several seconds for the form to appear in your browser window.

As an additional security precaution, please be sure te log off and close your browser

6. Read the important note displayed on your screen (and shown above) regarding the sensitive

information on your W-2 or W-2c.

7. Click Yes Jres]jf you want to proceed. If you do not wish to proceed, click no and remember

to exit and close your browser.

File Download 3

Do you want to open or zave this file?

Mame: unknown, pdf

Type: Adobe PDF Reader, 13,1KE
From: bplds01z.its,.state.nc.us

Open ] % Save ] I Cancel

Always ask before opening this type of file

i "~| “While files from the Intemet can be useful, some files can potentially
Q harm your computer. IF you do nat trust the source, do not open or
e save thiz file. What's the rigk?

8. When prompted, click the Open button |  Open | to download the file.
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ESS JoB AID

Once the form has generated, verify that the form that generated is the year and form you
selected. An example of a W-2 reprint is shown below.

To change the size of the W-2, select the increase/decrease icons or change the percentage
of magnification. = e o

1 Wages, tps, other compensation 11630.06 2 Federal mcome tax aithed 133832
i 1302187 807.38
€ Mecicare wages and 1ps 12021 87 € Medicare tax wihned 188.82 € Meacare wages ana tips
3 EMDIOyee's COA numDer [EFooyer wze ooty 3 Empioyees SOA number
123-45-6789 123-45-6789
FED 10 nu~ber G Control numder FW‘“‘UBW |8 Conbol number
7; 53' 101234567 7 7-123450670 01234567
State of North Carolina State of North Carolina
1425 Mail Service Center 1425 Mail Service Center
Raleigh NC 27600-1425 Raleigh NC 27608-1425
REISSUED STATEMENT REISSUED STATEMENT
TEce Tec Te TAccaied Tes [T Ta ey ot [ Rccated o2
TAovance BIC payment | U Depencert care benets | [T Aovence BXC paymem |10 Dependent core benetes |
71 NoAQUaTTed pians \hacémurmtrmu 300.00 T1 NOAQuUaIed pans 1haG«anmueu|: 200.00
TEE e [ R mal Al
g X | = s L
12 Coer T | 1“ 12¢ l
30 | 120 |
© Empioyee’s st name ana NEal ezt rame T ® Empoyees frit name and MRSl Lozt name g
JaneE Doe JaneE Doe
800 Rogers Mill Rd 800 Rogers Mill Rd
Winston-Salem, NC 27101 Winston-Salem, NC 27101
' ze ¢ En s 2 3ng 2P
1% State Emooyers siate 10 18 Loca wapes, tos, e T Emoioyers state 10 8 Local wages, tps, o5
_AC 656556565 | NC 1656556565 l_
€ Otate wapes, o3, efc. 11920.08 76 Smee wages, W0, e 11030.08 |12 Loc ncome tax
77 Swte ncome B 780.00 [ mame 77 See ncome 780.00 |0 Locaity name
Form OMB. NG, 15450008 W Form  OwmB. No Dect dmﬁm rrarny Reveros
W-2 §Va and Tax P&W&”&i W-2 \gla e and Tax 2009
- MV S37CTON ™y
cw,wm.t.a,g'fm 2009 R o T e e m:fuunutgme:m:onﬁumrum

2/12/10 NC OSC Training & Development Page 4 of 6



ESS JoB AID W-2 Reprints

An example of a W-2c is shown below.

Vign the IRS Wed She
3t www_Irs_gov.

For OMoisl Use Only  »
OME NO. 1545-0008
3 Empioyers name, a0dress, and ZIP code

Safe, accurate,
FASTI Use

€ T year/Form coerecied

44444

d Empicyee’s comect 55N

Jane

State of North Carolina 2009 s w-2 123-45-6789
1425 Mail Service Center @ LComected 55N and/or name [Check this box and complete boxes f and/or
Raleigh g if incorrect on fiorm previously filed ) ®
NC 27699-1425 Complete boxes f and’or g only if mcorrect on form previously filed &
T Empioyees PrEviowsly reported 5=h
b Emplayers Federal EIN g Lmployees previously reported name
T7-1234587 lane E Doe
h Empioyee’s first name and Infd Last name e

_\*iellingmn

Note: Only complete money fields that are being corrected
(exception: for comections involving MOGE, see the Instructions
for Forms W-2c and W-2c, boxes 5 and 6).

DOB00E00T
Jane ellington
a0 Stomewood Dr
Aberdeen NG 28315
| Empioyee's address and 7IP code

Previously reported

Correct information

Previously reported

Correct information

1 'Wages, iips, offer compensabon

1 'Wages, Ipd, ONEr Compenzation

2 Federal Income tax withheid

2 Federal iIncome tax withheld

3 SOCI) GECUMTY Wages

3 Gocal secunty wages

4 ZFOCIN SECUTy 1ax withheia

4 SOOIl sacunty I witnhea

5  Medicare wages and ips

5 Medicare wages and ips

& Medicane Lax whhneio

& Medcare x winned

7 Socal Gecurty 1S

T Socia secunty Bps

& ANpCated Tps

& Alipcated tps

3 Advance EIC payment

3 Advance EIC paymen

10 Dependent care beneliis

10 Depencent cane beneflts

11 Monqualfied plans

11 Nonquaified plans

123 See Instructhons for box 12
G

23 See Instructions for Dox 12

e e oA L e ®
O 0O O O 0O 0O : |
14 Omer [see Ingiruchons) 14 Otner (sae INErucions) !21‘.
i |
124 2d
&

e £ | £ e
B
(el

|

9. If the year and form are correct, select the print icon = . If prompted, verify the printer and

print properties and select OK

Ik

Note that the W-2c form has 4 pages total that will print while the reissued W-2 has just one

page.

Select the year from the drop-down menu, W-2's for the prior year may not be available unfil after February 15th of current year, For a year not listed, contact BEST Shared Services.

emmmEm,

Available Years2003]¥|  Available /-2 Forms: s B

——>

10. Click Exit once your form has printed. __ wm == == == =

NOTE: Remember to remove your form from the printer.
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Welcome 01450226,

Helh | Log Off
et B
A »

\
]

My Pay Information
Pay Statement
View your latest pay statement.
Total Compensation Statement
View your latest total compensation statement.
W-2/W-2¢

Print a copy of your previous years’ W-2.

~
11. Log off of ESS.

REMEMBER to exit and close your browser as well as any Adobe PDF windows
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