W-2 PDF Printing option in PS

Navigation to View/Print W-2 and W-2c Forms:
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 Enter Employee’s Empl ID and click Search:[image: ]


Screen opens to the Employee’s Year End Form selection screen.  Click on “Year End Form”.
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The Employee’s W-2 will open into a PDF document that may be printed.  The instructions may also be printed by clicking on the “Filing Instructions”.
PRINTING PRIOR YEAR TAX FORMS, 2009-CURRENT
Select:  “View a Different Tax Year” 
A list of prior tax year forms opens:
[bookmark: _GoBack]                            [image: ]
Click the Tax Year requested.  The employee’s W-2 tax form box will open for the corresponding tax year.  Click on “Year End Form” and the employee’s W-2, for the corresponding tax year, will open into a PDF document that can be printed.  The instructions can be printed by selecting “Filing Instructions”.
*****W-2c – if a W-2c document has been prepared for the employee, the W-2c form will display as a second option in the employee’s W-2 tax form box.  The W-2c can be printed in the same manner as the W-2 form.
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View W-2/W-2c Forms

Enter any information you have and click Search. Leave fislds blank for a list of all values.
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Review your available W-2 and W-2c forms below. Selectthe year end form that you would like to review.
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‘Selectthe tax year that you would like to review.

Select Tax Year

Tax Year Company
2013 Univ of Missouri-System Admin
2012 Univ of Missouri-System Admin
2011 Univ of Missouri-System Admin
2010 Univ of Missouri-System Admin
2000 Univ of Missouri-System Admin
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