9.2 View W-2/W-2c Form for an Employee
and Download or Print

Purpose: Use this document as a reference for how to view W-2/W-2¢ Form in ctcLink and
download or print it.

Audience: Payroll Administrator.

@ You must have at least one of these local college managed security roles:

« ZZ Former Employee

+ ZC Payroll Data Maintenance
« ZZ Payroll Data Maintenance
« ZZ Payroll Processing

« ZZ PeopleSoft User

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

View W-2/W-2c Form for an Employee

Navigation: Navbar > Navigator > Payroll for North America > US Annual Processing >
Create W-2 Data > View W-2/W-2C Forms

The View W-2/W-2c Forms search page displays.

1. Enter the Empl ID or appropriate Name field(s).
2. Select the Search button.
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£ Employee Self Service View W-2/W-2c Forms

Mew Window Help
View W-2/W-2c Forms

Enter any infarmatan you have and chick Search Leave fields blank for 2 list of 21l values
Find an Existing Value
¥ Search Criteria
Empl ID | begins with « | 101
Mame | begins with +
Last Mame | begins with +
Second Last Name | begins with
Alternate Character Name | begins with «

Middle Mame | begins with «

I Case Sensitive

Clear | Basic Search & Save Search Criteria
. ]

The View W-2/W-2c Forms page displays.

3. The forms for the most recent tax year will display. To view other years, select View a
Different Tax Year link.

{ Employee Self Service View W-2/W-2¢c Forms /ﬁ\ E @
New Window Help | Personalize Page
View W-2/W-2¢ Forms

Fatrick Fhillips

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

Wiew a Different Tax Year

Select Year End Form

=y 1-20f2 ~
Tax e
Year Reporting Tax Form ID  Issue Date Year End Form Filing Instructions Final Print
Company
2021 050 W-2 042022 Year End Form Filing Instructions
2021 050 W-2c 10132022 Year End Form Filing Instructions
Return to Search

The Select Tax Year list displays.
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4. Select the desired year from the list.
5. Otherwise, select the Return to Search button.

¢ Employee Self Service View W-2/W-2¢c Forms

New Window Help Personalize Page

View W-2/W-2¢c Forms

Select the tax year that you would like to review

Select Tax Year

Tax Year Company

2[I2 1 State Board for Comm. and Tech
2020 f— State Board for Comm. and Tech
2019 qff— State Board for Comm. and Tech

I Return to Search I

6. From the list of Tax Form IDs (W-2 or W-2c), select the Year End Form that you wish to view.
7. Select Filing Instructions for the appropriate tax form to view the filing instructions.

¢ Employee Self Service View W-2/W-2¢c Forms ﬁ : @
New Window Help | Personalize Fage

View W-2/W-2c Forms

Patrick Fhillips

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

Select Year End Form

= 1-20f2 »
P
Tax s
Year Reporting Tax Form ID | Issue Date Year End Form Filing Instructions Final Print
Company
2021 0a0 W2 01M14/2022 Year End Form Filing Instructions
2021 080 W-2c 10/13f2022 Year End Form Filing Instructions

Return to Search

8. The respective PDF document will open and could be downloaded and/or printed.
Below is an example of the W-2 Year End Form.

9. To close the pdf window, click the X on the tab at the top.
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10. Below is an example of the W-2 Filing Instructions.

11.

To close the pdf window, click the X on the tab at the top.
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12. Below is an example of the W-2c Year End Form.

13. To close the pdf window, click the X on the tab at the top.
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14. Below is an example of the W-2c Filing Instructions.
15. To close the pdf window, click the X on the tab at the top.
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MNotice to Employee

This is a comected Form W-2, Wage and Tax Statement.
o Form W-2AS, W-2CM, W-2GL, W-2V1 or W-2¢) Tor the
tax yesr shown in box c. If you have filed an income tax
return for the year shown, you may have to file an
amended retum, Compara amounts on this fom with

thase reported on your income tax return. If the cormected
amounts change your U.5. income tax, file Form 10400,
Amended LS, Individual Income Tax Return, with CGopy B
of this Form W-2¢ to amend the retum you diready fked,

W there ks a correction in box 5, Medicane wages and
tips, use the corrected amount to determine if you nead
1o file or amend Form 8859, Additional Medicare Tax.
you need to file Form 8358 or an amended Form 8858,
attach it to Form 1040 or Form 1040, as applicable.

If you have nat filad your retum for the year shown in
bax ¢, attach Copy B of the ariginal Form W-2 you
received from your employer and Copy B of this Farm
W-2c to your return when you file it.

For more information, contact your nearest Internal
Revenus Service office. Employess in American Samoa.
Commonwealth of the Northerm Mariana |slands, Guam,
or the LS. Virgin lslands should contact thelr local taxing
autharity for more information.

T

The process to view, download and print W-2/W-2c Forms is now complete.

End of procedure.
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