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About This Guide

Welcome to SeeMyW?2. This guide provides an easy-to-use, quick reference and learning aid for
SeeMyW2. It contains a demonstration, processes and procedures, and brief explanations of
commonly used features.

Introducing SeeMyW?2

Ceridian SeeMyW?2 provides an internet solution for accurate, fast, and reliable review of Forms
W-2. You use your web browser at work or elsewhere to manage your Form W-2, Wage and Tax
Statement, and Form W-2c, Corrected Wage and Tax Statement. This approach gives you ultimate
control over when, where, and how you can review your Form W-2 information.

This guide explains the steps for using SeeMyW2.
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SeeMyW2 Self-Service

Because your company chose the service level that allows employees to use the SeeMyW2
website, you can do the following in SeeMyW2:

v Search for information
v Review Form W-2 information
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Introducing SeeMyW?2 (continued)

v Print a Form W-2
v Import a Form W-2 into a tax preparation product

v Change your password

Before You Begin

Before you log into your SeeMyW?2 account, be sure you have the following items:

Fnote

If you don’t have the . :

correct UBL of code for v Uniform Resource Locator (URL) provided by your Payroll or HR department

your company, contact ¥ company access code

"(;ZZ; Z‘I’n”;i'; resources v basic personal Form W-2 information, such as name, address, phone number, and Social

Security number



Starting SeeMyW?2

To start SeeMyW2, complete the following steps.

» To start SeeMyW2:

/' For complete details 1. Open your internet browser.
“b."“t each step, In Address, enter the URL for SeeMyW?2 that you receive from your Payroll or HR
click : department.

The Employee Welcome page appears.

T L ool CERIDIAN

reedom

If you do not already have a password, vou can create an account by going through the 3-step self
service registration process. During this process you will provide information that allows us to
validate who you are, based on the documents that we have on file, You can then create a
username and password you can use to login and begin viewing your documents,

Enter your login information
and click Login.

Click here if you forgot
your login information.

Forgot Login Infa

Since the infarmation you enter will be validated against the docurnents that we have on file, the
first step is to decide what type of document you would like to use to validate your registration
information.

Click here to register. >

P = If you would like to register based on W2 docurnent(s), click here,

Turbolox V/ §

“™Web.

2. Enter your login ID and password and click Login.
If you don’t have an account or if you lost your ID or password, do one of the following:
— If you don’t have an account, click If you would like to register based on W2
document(s), click here. To continue, see “Setting Up Your Account” on page 6.

— If you are already registered but lost your ID or password, click Forgot Login
Information. To continue, see “Recovering Your Login Information” on page 10.

SeeMyW2 searches for your information and displays it on the View My Documents page. To
continue, see “Reviewing Form W-2 Information” on page 11.
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Starting SeeMyW?2 (continued)

Setting Up Your Account
If you don’t have an account, you can set up one by completing the following instructions.

» To set up an account using W-2 information:

1. On the SeeMyW2 Employee Welcome page, click If you would like to register based on W2
document(s), click here.

The Self Service Signup Using Your W-2 page appears.

Help?

Self Service Signup Using Your W-2 ‘

Go back to welcome page

Tou have selected to sign up by validating your information against ¥-2s that we have on fils for
Contact Us vou, The infarmation you enter below must match against a w-2 for this tax year or a previous tax
vear, once you have filled out all fields, click the submit button to register,

* Company Access Code: |:| Pravided by your employer
S
*Note o Upper or lower case

.
Iryou don't have S T —
access code for your
company, see your Payroll et I:I Digits only
or Human Resources
department.
P * Zip Code: I:I Digits only (xxxx or xxxx )
“"Web. Subimit

2. Enter your company access code.
3. Complete the remaining fields on the page and click Submit.



Starting SeeMyW?2 (continued)

The Create Account page appears.

Help?

Create Account |

Go back to welcome page

e have werified your information. You may now create an account that you can use to come back
and view all your dacuments.

* ser I0: Click here for
* Passward: Click Here for more informatian, < paSSWOfd
* Passward: Enter same password as above requirements.

* E-mnall address: |

Enter your account
information.

In case you lose your password, the following password hint will be e-mailed to you,
* Password hint:

Please read the Terms & Conditions Statement below before creating an account,

Terms and Conditionz of Use ad
W 1. Service Definition and Service Selection
ﬁumw’eb
Thiz service has heen estshlished to provide employees access to v

Click here to accept
the conditions.

[ 1 have read the Terms & Conditions Statement and agree to them,

v

submit (| [ —— Click Submit .

4. Enter your user ID.
¥note 5. Enter your password, and then enter it again for verification.
The password must: . .
- Be at least seven 6. Enter an email address where password hints can be sent.
characters. 7. Enter a password hint that Ceridian can send to you if you forget your password.
- Not contain the login ID . . . L. .
(exact or partial). 8. Read the privacy disclosure and click the box to indicate that you agree to the conditions.
- Contain at least one 9. (lick Submit.
letter, one number, and
one special character The SeeMyW2 Employee Welcome page appears again with the message Account
(5&#_). successfully created.
- Not contain any repeated . . . .
characters. To log in, enter your ID and password and click Login. The View My Documents page
- Not contain (]"\"). appears. To continue, see “Reviewing Form W-2 Information” on page 11.
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Starting SeeMyW?2 (continued)

Managing Your Account

If you have an account, you can use the My Account page to change your password, your
password hint, or email address.

» To manage your account:

W/ For complete details 1. On the SeeMyW2 Employee Welcome page, enter your login ID and password and click

about each step, Logln.
click [ratp?]- 2. On the View My Documents page, click My Account Information.
+
The My Account Information page appears.
Wiew My Documents My Account Information |
View Account History
We have the following infarmation on file for vou, If vou want to change anything, edit the field and
Get Adobe Acrobat Reader then dlick the Submit button after you are sure all fields are correct, Note: You cannot change the
user name, If the password fields are left blank, then your password will not be updated,
Contact Us 3
Enter your new password, Lsgis * User name: amsha Click here for
and then enter it again. —_| New passnord: Click tere for meore infarmatien. <4 password
. Werify passward: Enter same password as abowe requirements.
Enter your email address. [ * E-mail address: amshaw@juna.com
Enter a hlnt that can be Sent tO -.J In case you lose your password, the fallowing passward hint will be e-mailed to vou,
you if you forget your password. * Passmord hint: usual
Enter your current password to change any of the information on this screen.
# Current password: i H
mm@m “Web. Click Submit
Submit (3 «4—1o save your
changes.

Enter your new password, and then enter it again to confirm it.

Enter the email address where a password hint can be sent.

Enter a password hint that you can request if you forget your password.
Click Submit.

o G W



Starting SeeMyW?2 (continued)

Viewing Your Account History

If you have a SeeMyW?2 account, you can use the Account History and Audit page to review the
activity in your account.

» To review your account history:

1. On the SeeMyW2 Employee Welcome page, enter your login ID and password and click
Login.

The View My Documents page appears.
2. On the View My Documents page, click View Account History.
The Account History and Audit page appears.

Pick the number
Help?] of days to display

activity for and
Wiew My Docurnents ‘Accuunt History /Audit | click Search
My Account Information
Get Adobe Acrobat Reader ‘ Show for last: 7 days ¥ Search &/ ‘
Contact Us

Logout

\
b Y/ §

“"Web.

12/07/2007 14:26 EST  amshaw changed e-mail to ashaw@juno.com
12/07/2007 14:16 EST  registered (self-register) for w2

The page displays your acount activity for the last seven days.

3. To view history for a different period, select the period in the Show for last box and click
Search.
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Starting SeeMyW?2 (continued)

Recovering Your Login Information

If you don’t remember your user ID or password, you can submit a request to receive your user
ID, a password hint, or a temporary password by email.
» To recover your login information:

1. On the SeeMyW2 Employee Welcome page, click Forgot Login Information.
The Forgot Your Login Information page appears.

Forgot your login information?

Please select what type of information you need, type in your e-mail address and click submit. The reguested
information will be sent to your e-mail account,

1 forgot my user id
[OF] forgot my password. Zend me my password hint.
O1 forgot the answer to my password hint, Send me a termporary password,

# E-rnail address:

% Cancel Submit 3

A

Click Submit to request
your password.
2. Select an option, enter your email address, and click Submit.

Your login information will be sent to your email address. If you requested a temporary
password, you will have to change your password the next time you log in to SeeMyW2.

To use this feature, your email address must be on file with Ceridian. If your email address is
not on file or has changed, contact your Payroll or HR department.



Reviewing Form W-2 Information

You can use SeeMyW?2 to review wage and tax (Form W-2) information online and to print the
form.

» To review a Form W-2:

1. On the SeeMyW2 Employee Welcome page, enter your user ID and password and click

Login.
The View My Documents page appears..
Help?|
My Account Information |w_25 | ‘
Yiew Account History .
‘ Show for year: 2007 » Search L ‘
Get Adobe Acrobat Reader
Cantact Us Id Year Subsidiary Type Click View to
Logaut 10137 2007 General Products EV3 W2 [Wiew] <« review your
10167 2007 General Products EV3 WzC  [Wiew] Form W-2.

\
urbotax V/ §

“"Web.

2. If applicable, select the year to display documents for and click Search.
3. Click View for the Form W-2 that you want to review.
Your wage and tax information appears.
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Reviewing Form W-2 Information (continued)

Adobe® Reader® displays a printable copy of the Form W-2 in Adobe® Portable Document
Format (PDF).

rorm W-2 Wage and Tax Statement DSPL O R TISRAY - (Bl P Ssnice
This I baing Servica. f you are
Copy G For EMPLOYEE'S RECORDS (See notice on back of copy B) e Yo I i o i e s o 1 o Y b=

These substitute W-2 Wages and Tax Statemants ars acceptabla for filing with wour Federal, Stats and Local Incomea Tax Retuma.
If you workad in multipls locations, or had several forms of special compansation, you may recaive mors than one of theas documeants.

Faderal Eoc. S=c. Medicars Eeate
Box 1 Box 2 & T Box & Box 16

A1l four copies of your W-2 ar= on this page, separated by | Gross 1200.00 1200.00 1200.00 1200.00
perforaticma. The white copies are for your tax returns; Deferred Comp. T2.00- 72.00-
‘the bBlus copy is for your records. Genmeral instructicns S=ct. 135 Elan 12.50- 12.60- 1z.60- 1z.£0-
for thes= forme, including an explanaticon of the letter

codes used in bowx 12, are on the other mide of the page. W-2 Wages 1115.40 1187.40 1187.40 111E.40

To the right is an explanation of the contents of the wage
boxes on your W-Z. Please note that the Gross smount shown
may include adjustments.

REISSUED S'I‘ATEMENT
B

[ ———————— T RAGEE. TWE CTTERCOMPERERTIN | 2 PEoRRAL reowE TRneeel |
110020305 0] nuiens ioee s 2008 |oMe NO. 1545.0008 1115.40 10.00
o = [& EoGwd sECOMTY VRGeS | @ GOoWLsECCMTY TROWTHRELD |
23 26874908 B35-56-000& 1187 .40 73.62
B WECIGARE WWbES ARD TIPS B WEDICARE TAX VA THRELD

GF_!N'ERAL ERODUOCTS ccm:pm 1187 .40 17.22

11 OUR LANE ¥ SO ST TS T ALLOCRTED THE

EUOGENE OR 60001 13 Holeory Faresent ThidForty.

’,‘LT ﬁ T*_'r T ADVANEE EXC FATHENT L] THPE BEREFTE

[ T OVEEE PR T PR A AL AR FARE W ad

AMAMDA 5 BHRW D 72.00

875 MAPLE LANE

STCONE MOUNTAIN, GA 30360-0991

5 BTATE ETATE 10. WO iL] TFE. ETC. i £y T8 LOCHLWREED, TPE ETE. T3 COCRL RCOME TAL WAL e

[£3:Y 123456 -BA | 1115.40 50.30 |

A SONTROL HURSER This ilorraalion b Being fumished 1 VAGES TS OTHER COMPENSATION 2 PEOERSL MNOOME TAX SATHHELD:

Indmal OMB MNO. 1543-0008

1100203050 | ‘00t s 1115.40 10.00
L T ERPLUYVEES BOCRL BECURITY NUMEER ¥ WL SECURITY veoes & B0 SECURITY

23-06B74308 B35-56-9006 1187 .40 T3.62
[ ENFLOVERS FANE, ALY AR 2P COtE T WELHARE WWCES ARG TIFD T WEDICARE 1A% VA THAELD

GENERAL PRODOCTS COMBANY 1187.40 17.22

11 OUR LANE T R SE T TRG @ ALLOCATED TFD

EUGENE OR 60001

B ADVANGE EV: PRTREN] w CARE BEWEFINS.
REISSUED STATEMENT
B EWPLOVEET PR T MAME A0 BTAL TAST HANE 0 HOROURF a4
D T72.00

AMANDA S SHAW

875 MAPLE LANE e ST

BETCHME MOUNTAIN, GA 30360-0991

Sy |—|’_" mm

T8 STATE | EMPLOTERES STATE (00 WO T ETATE VIAGES TS B0 TT STATE HGONE | T8 COCALWhIES, TS BTG 19 LOCAL RCOME TAE F-] ltcAuIlelE

Ga 123456 -RA 1115 40 50.30

8| e lreasury - &I evenue Service

FE'?J. w-:z Wage and Tax ata'nement f e E DDB

To verify the information, either print your Form W-2 or import the information into a tax
preparation product.



Printing a Form W-2

You can print the wage and tax (Form W-2) information from Adobe Reader.

» To print a Form W-2:

Fnote

For steps on how to
review a Form W-2 in
Adobe Reader, see
“Reviewing Form W-2
Information” on page 11.

1.

On the Adobe Reader page that displays the Form W-2, do one of the following:

- Click 5.
— Click File—>Print.
The Print window appears.

Click OK.

Importing a Form W-2 into Tax Preparation Products

From SeeMyW2 you can import a Form W-2 into the following tax preparation products:

v Jackson Hewitt Tax Service®
v TurboTax® for the Web from Intuit Inc.

» To import a Form W-2 into a tax preparation product:

1.
2.

Register for SeeMyW2.

On the SeeMyW2 Employee Welcome page, enter your login ID and password and click
Login.

The View My Documents page appears.

Click the icon for your tax preparation product.

Follow the instructions in your tax preparation product to import your Form W-2
information.
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