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About This Guide

Welcome to SeeMyW2. This guide provides an easy-to-use, quick reference a
SeeMyW2. It contains a demonstration, processes and procedures, and brief 
commonly used features. 

Introducing SeeMyW2

Ceridian SeeMyW2 provides an internet solution for accurate, fast, and relia
W-2. You use your web browser at work or elsewhere to manage your Form
Statement, and Form W-2c, Corrected Wage and Tax Statement. This approac
control over when, where, and how you can review your Form W-2 informa

This guide explains the steps for using SeeMyW2.

Contents

Starting SeeMyW2 ...................................................................................... 5
Setting Up Your Account .................................................................... 6
Managing Your Account .................................................................... 8
Viewing Your Account History .......................................................... 9
Recovering Your Login Information ............................................... 10

Reviewing Form W-2 Information .........................................................  11
Printing a Form W-2 ................................................................................. 13
Importing a Form W-2 into Tax Preparation Products ....................... 13

SeeMyW2 Self-Service

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

▼ Search for information
▼ Review Form W-2 information
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▼ Print a Form W-2
▼ Import a Form W-2 into a tax preparation product

▼ Change your password

Before You Begin

Before you log into your SeeMyW2 account, be sure you have the following 

▼ Uniform Resource Locator (URL) provided by your Payroll or HR depar
▼ company access code
▼ basic personal Form W-2 information, such as name, address, phone num

Security number

on’t have the 
URL or code for 
mpany, contact 
man resources 
ent.
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Starting SeeMyW2

To start SeeMyW2, complete the following steps.

To start SeeMyW2:

1. Open your internet browser.
In Address, enter the URL for SeeMyW2 that you receive from your Pay
department.

The Employee Welcome page appears. 

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 

– If you don’t have an account, click If you would like to register bas
document(s), click here. To continue, see ‘‘Setting Up Your Account”

– If you are already registered but lost your ID or password, click Forg
Information. To continue, see ‘‘Recovering Your Login Information”

SeeMyW2 searches for your information and displays it on the View My 
continue, see ‘‘Reviewing Form W-2 Information” on page 11.

✔ For complete details 
about each step, 

click .

Enter your login information 
and click Login.

Click here if you forgot 
your login information.

Click here to register.
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Setting Up Your Account

If you don’t have an account, you can set up one by completing the followin

To set up an account using W-2 information:

1. On the SeeMyW2 Employee Welcome page, click If you would like to re
document(s), click here.
The Self Service Signup Using Your W-2 page appears.

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

e
don’t have an 
s code for your 
any, see your Payroll 
man Resources 
tment.
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The Create Account page appears.

4. Enter your user ID.
5. Enter your password, and then enter it again for verification.
6. Enter an email address where password hints can be sent.
7. Enter a password hint that Ceridian can send to you if you forget your p
8. Read the privacy disclosure and click the box to indicate that you agree t
9. Click Submit.

The SeeMyW2 Employee Welcome page appears again with the message
successfully created.

To log in, enter your ID and password and click Login. The View My Do
appears. To continue, see ‘‘Reviewing Form W-2 Information” on page 1

Enter your account 
information.

Click here to accept 
the conditions.

te
assword must:

at least seven 
cters.

 contain the login ID 
t or partial).
tain at least one 
, one number, and 
pecial character 

_).
 contain any repeated 
cters.

 contain (|'`\").
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Managing Your Account

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

To manage your account:

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

2. On the View My Documents page, click My Account Information.
The My Account Information page appears.

3. Enter your new password, and then enter it again to confirm it.
4. Enter the email address where a password hint can be sent.
5. Enter a password hint that you can request if you forget your password.
6. Click Submit.

Enter your new password, 
and then enter it again.

Enter a hint that can be sent to 
you if you forget your password.

Enter your email address.

r complete details 
each step, 

.
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Viewing Your Account History

If you have a SeeMyW2 account, you can use the Account History and Audi
activity in your account.

To review your account history:

1. On the SeeMyW2 Employee Welcome page, enter your login ID and pas
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.

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 la
Search.
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Recovering Your Login Information

If you don’t remember your user ID or password, you can submit a request to
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 Informatio
The Forgot Your Login Information page appears.

2. Select an option, enter your email address, and click Submit.
Your login information will be sent to your email address. If you requested
password, you will have to change your password the next time you log in

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

Click Submit to request 
your password.
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Reviewing Form W-2 Information

You can use SeeMyW2 to review wage and tax (Form W-2) information onlin
form.

To review a Form W-2:

1. On the SeeMyW2 Employee Welcome page, enter your user ID and pass
Login.
The View My Documents page appears..

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

To verify the information, either print your Form W-2 or import the info
preparation product.
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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:

1. On the Adobe Reader page that displays the Form W-2, do one of the fol

– Click .

– Click File–>Print.
The Print window appears.

2. Click OK.

Importing a Form W-2 into Tax Preparation Products

From SeeMyW2 you can import a Form W-2 into the following tax preparati

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

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

1. Register for SeeMyW2.
2. On the SeeMyW2 Employee Welcome page, enter your login ID and pas

Login.
The View My Documents page appears.

3. Click the icon for your tax preparation product.
4. Follow the instructions in your tax preparation product to import your F

information.

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