Employee Self Service ePay CO rep‘

View/Save/Print eW-2

Employees may follow these steps to view, save, or print their electronic W-2 forms

Step 1
Sign-on to Core-CT:
https://corect.ct.gov/psp/PEPRD/?cmd=login

-

‘ O re-p‘ Core-CT Home Page | Core-CT Agency Security Liaisons Support Website | Contact Core-CT | HELP!I

Log Into Core-CT Welcome to the home page for Core-CT, Connecticut’s state government integrated human

resources, payroll, financial and reporting system. Once you have logged into Core-CT, use the
User Id links in the portal to navigate to the pages based on your security.

Password

\ | Hours of System Operation:

Monday - Sunday 4:00am - 8:00pm

HRMS Confirm Thursday 4:00am - 2:00pm

| Forgot My Password!

| Cannot Log In

O e o o @

You are accessing a computer owned by the State of Connecticut. This system contains Government information that is restricted to authorized users ONLY.
Unautherized access or misuse of the data contained herein is prohibited and may subject the individual to criminal and civil penalties.

Copyright © 2000, 2014, Oracle and/er its affiliates. All rights reserved

Enter your User 1D and Password and click Sign In.

For User ID and Password assistance please contact your
Agency Security Coordinator via the following URL.:
http://www.core-ct.state.ct.us/security/hrms_liaison_list.asp

Step 2

Navigate to: View W-2/W-2c Forms (which is found directly under View Paycheck Information on
your Core-CT home page as pictured in the screen shot on the next page)
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Core R

CoreS

Favorites » Main Menu -
My HR Core-CT Help
Personal Information S e~ Time and Labor
|_ Personal Information = Time and Labor
E Review and update your personal information. [@ Report and approve time.
=] Personal Information Summary ] Timesheet
= Home and Mailing Address = Approve Time
=l Phone Numbers = Payable Time Summary
= Email Addresses = Payable Time Detail
=l Emergency Contacls
= Mame Change Payroll
= Ethnic Groups
= | Payroll
sfzx My System Profile Review current and prior paychecks.
= @ Set up personal preferences, such as email and language preferences, = View Paveheck Information

password and forgot my password hinfs.
= My System Profile
=l Change My Password

Q

(4]

Home

HRMS Worklist

Core-CT News

Employee News
»  Payroll Insert: Save for College with CHET

More

Feed

View All Aricles and Sections

FIN Worklist Add to My Links Sign ot

My Links| Select One;

T av

4]
-]
4

My Reports

Report Folder

CTTLB353 General
2015-11-15-07.00.3

CTTLB3253 General
2015-11-15-06.50.2

CTTLB259 General
2015-11-06-10.24 5

CTTLB353 General
2015-10-08-18.10.1

CTTLB359 General
2015-10-08-18.18.4

Report Manager

The W-2 for the most recent calendar year processed for the employee will appear first as pictured

in the below screenshot:

Core M

Home

Favorites + Main Menu > Core-CTHRMS ~ > SeliService~ > Payrolland Compensation » > View W-2/W-2c Forms

My HR Finance Core-CT Help

View W-2/W-2c Forms
John L. Smithy

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

View a Different Tax Year
Select Year End Form Personalize | (7

Tax W-2 Reporting 1.y EormID Issue Date Year End Form Filing Instructions
Year Company

2014 CT W-2 047152015 7 Filing Instructions

1of1

HRMS Worklist

FIN Worklist Add to MyEBks Sign out

Wy Links | Select One: v‘

Help | Personalize Page | &=

Step 3

To view or print the current W-2 year, click on Year End Form (pictured above inside highlighted

oval).

The Tax Year is the year of the W-2 you are viewing and the Issue Date is the day the

comptroller’s office made the W-2 available to view electronically.
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Employee Self Service ePay CO rep‘

View/Save/Print eW-2

Step 4

A new window will open and the W-2 will be displayed (as pictured on the next page). The W-2
may be saved or printed to the location of your choice.

Click File > Save as to save W-2 pdf file to the location of your choice.
Or
Click File > Print to print the W-2 pdf file.

Please remember that an employee’s identification information is included on each W2 and this
information should only be saved or printed on trusted locations.

m Edit Goto Favorites Help

Mew tab Ctrl+T
Duplicate tab Ctrl+K
Mew window Chrl+ M

Mew session

Open... Ctrl+0

Ctrl+5
Close tab Ctrl+W
Page setup...
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Step 5

To view or print the W-2 Instructions, click on the Filing Instructions (pictured on the next page
inside highlighted oval)
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Home HRMS Worklist FIN Worklist

Core 5P

Add to My Links Sign
Favorites - Main Menu - » Core-CTHRMS » > Self Service » >  Payroll and Compensation ~ > View W-2/\W-2¢c Forms

My HR Finance Core-CT Help

My Links|Select One

View W-2/W-2¢c Forms
John L. Smithy

Help | Personalize Page

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

View a Different Tax Year
Select Year End Form

Personalize | (2 10f1
Tax

W-2 Reporting 12y Eom D Issue Date Year End Form Filing Instructions
Year Company

2014 CT w-2 04/15/2015  ¥ear End Form

A new window will open and the W-2 instructions will be displayed (as pictured on the next page).
The W-2 instructions may be saved or printed to the location of your choice

Click File > Save as to save the W-2 instructions pdf file to the location of your choice.
Or

Click File > Print to print the W-2 instructions.
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Employee Self Service ePay
View/Save/Print eW-2

Core R

m Edit Goto Favorites Help

<
<

Save as... > Ctrl+S
Print... >CtrI+P

New tab Cei+T  fallery = Mo~ v [ = v Pagew Safety~ Tooks~ @~
Duplicate tab Ctrl+K
New window Ctrl+<N Instructions for Employee
[Nmm ez m 1040 Instructions to determing if you are required to file a tax Bax 1. Entar this amount on tha wapes ine of your tax retum.
a tax return, you may be eligible for a refund if box 2 shows an Box 2. Entar this amount on the faderal income tax withheld ine of your tax retum.
Open... Ctrl+Q edit. Bax 5. You may be required 1o repert this amount on Form 8950, Additional Medicare Tax. Ses Form 1040 instructions to datermine if you are

be able to take the EIC for 2014 if your adjusted gross income (AGI)
unt of the credit is based on income and family size. Workers without
git. You and any qualn?mg children must have valid social securit

EIC if your investment income is more than the specified amounf for
Is provided while%:ou were an inmale at a penal institution. For 2014
it www.irs.gov/eitc. Also see Pub. 536, Eamed Income Credit. Any
Ity is refunded to you, but only if you file a tax return.

are not subject to social security and Medicare taxes, see Pub. 517,
for Members of the Clergy and Religious Workers.
ddress is incorrect, comrect Copies B, C, and 2 and ask your
record. Be sure to ask the employer to file Form W-2c, Corrected
ycial Security Adminisiration (S8A) to correct any name, SSN, or
ISA on Form W-2. Be sure to get your copies of Form W-2¢ from

so you may file them with your tax retum. If your name and SSN
own on your social security card, you should ask for a new card that

Close tab Ctrl+W

Send 3
Import and export...

Properties A office or by calling 1-800-772-1213. You also may visit the SSA at
Work offline

- coverage (if such cost is provided by the employer). The
Bt the 01! employer-sponsored health coverage |g¥§r your
Grmation only. The amount reported with code DD Is not taxable.

Credit for excess taxes. If you had more than one employer in 2014 and more than $7,254 in social
security and/or Tier 1 railroad retirement (RRTA) taxes were withheld, you may be able to claim a credit for
the excess against your federal income tax. If you had more than one Tailroad employer and more than
$3,828 in Tier 2 RRTA tax was vnmneld#uu also may be able to claim a credit. See your Form 1040 or
Form 1040A instructions and Pub. 505, Tax Withholding and Estimated Tax

Instructions (continued from the back of Copy B.)
Note. If a year follows code D through H, S, Y, AA, BB, or EE, you made a make-up pension contribution for a prior
year(s) when you were in military service. To figure whether you made excess deferals, consider these amounts
for the year shown, not the current year. If no year is shown, the contributions are for the current year.
A—Uncollectad social security or RRTA tax on tips. Include this tax on Form 1040. See “Other Taxes” in the Form
1040 instructions.
_B—lun{.jolweded Medicare tax on tips. Include this tax on Form 1040. See “Other Taxes” in the Form 1040
Instructions
bc—T}axa%\escost of group-term life insurance over $50,000 (included in boxes 1, 3 (up to social security wage

ase), an
D—Elective deferrals to a section 401(k) cash or deferred amangement. Also includes deferrals under a SIMPLE
retirement account that is part of a section 401 (k) arrangement.
E—Elective deferrals under a section 403(b) salary reduction agreement
F—Elective deferrals under a section 408(k)(6) salary reduction SEP
G—Elective deferrals and employer contributions (including nonelective deferrals) to a section 457(b) deferred
compensation plan
H—Elective deferrals to a section 501(c){18)(D) tax-exempt organization plan. See “Adjusted Gross Income” in the
Form 1040 instructions for how to deduct.
J—Nontaxable sick pay (information only, not included inboxes 1, 3, or 5)
K—20% excise tax on excess golden parachute payments. See “Other Taxes™ in the Form 1040 instructions.
L—Substantiated employee business expense reimbursements (nontaxable)
M—Uncollected social security or RRTA tax on taxable cost of group-term Iife insurance over $50,000 (former
employees only). See “Other Taxes” in the Form 1040 instructions.
N—Uncollected Medicare tax on taxable cost of group-term life insurance over $50,000 (former employees only).
See “Other Taxes” in the Form 1040 instructions.
P—Excludable moving expense reimbursements paid directly to employee (not included in boxes 1, 3, or )
Q—Nmtﬂaxable combat pay. See the instructions for Form 1040 or Form 1040A for details on reporting this
amount.

requirad to complete Fom BO5A.

Box 6. This amount includes the 1.45% Medicare Tax withheld on all Medicares wages and fips shown in Box 5, as well as the 0.9% Addifional
Medicars Tax on any of thoss Medicare wages and tips above $200,000.

Box 8. This amount is not included in baxes 1, 3, 5, or 7. For information on how to raport fips on your tax retum, sea your Form 1040 instructions.

‘You must file Form 4137, Social Secunty and Medicare Tax on Unreported Tip Income, with your inoome tax retum to report at least the

ied fip amount unless you can prove that you received a smaller amount. if you have records that show the aciual amount of fips you received,
report that ameunt even if it is more or less than the allocated fips. On Form 4137 you will calculate the social security and Medicare tax owed on
the allocated fips shown on your Formn(s) W-2 that you must report a3 income and on other tips you did not raport to your employer. By filing Form
4137, your social security tips will be credited o your social secunty record (used to figure your bensfits).
Bax 10. This amount includes the total depandent care benafits that your arwicuar paid 1o you or incurrad on your behalf (including amounts from a
saction 125 (cafeteria) plan). Any amount over §5,000 is also included in box 1. Complete Form 2441, Child and Dependent Care Expenses, to
compute any taxable and nontaxable amounts.
Bax 11. This amount is (a) reported in box 1 if it is a distribution made io you from a defemed or
saction 457(b) plan or (b} mcluded in box 3 and'or 5 if it is a prior year daferal under a ialified or saction 457(b) plan that became taxable for
social security and Medicars taxes fhis year because thers is no longer a substantial risk of forfeiture of your nght to the deferred amount. This baox
should not be used if you had a defemal and a distribufion in the same calendar year. i you made a deferral and received a distribution in the same
«calendar year, and you are or will be a02 62 by the end of the calendar year, your employer should file Form SSA-131, Employer Report of Special
‘Wape Payments, with the Social Security Administration and give you a copy.
Bow 12 The following list explains the codas shown in box 12. You may need this information to complate your tax retum. Elective deferrals (codes
D, E, F, and S) and designated Roth contributions (codes AA, BB, and EE) under all plans are generally kmited to a tofal of $17,500 (512,000 it you
only have SIMPLE plans; $20,500 for secfion 403(b} plans if you qualify for the 15-year nle explained in Pub. 571). Deferrals under code G are
Imited to $17,500. Deferrals under code H are limited fo §7,000.

However, i you were at least age 50 in 2014, your emp\oyar may have allowed an additional deferral of up to 35,500 ($2,500 for saction
401(k)11) and 408{p) SIMPLE plans). This addifional deferral amount is not subject to the overall Emit on elective defamals. For code G, the limit on
elective deferrals may be higher for the last 3 years before you reach refirement age. Contadt your plan administrator for more information. Amounts
in excess of the overall elective deforral limit must be included in income. See the “Wages, Salaries, Tips, efc.” line instructions for Form 1040,

(Instructions for Employee continued on the back of Copy C.)

R—Employer contributions to your Archer MSA. Heport on Form 8853, Archer MSAs and Long-Term Care Insurance
Contracts.
S—Employee salary reduction contributions under a secfion 408(p) SIMPLE plan {not included in box 1)
T—Adoption benefits (not included in box 1). Complete Form 8639, Qualified Adoption Expenses, to compute any
taxable and nontaxable amounts.
V—Income from exercise of nonstatutory stock option(s) (included in boxes 1, 3 (up to social security wage base), and
5). See Pub. 525 and instructions for Schedule D (Form 1040) for reporting requirements.
‘W—Employer contributions (including amounts the employee elected to contribute using a section 125 (cafeteria)
plan) to your health savings account. Heport on Form 8889, Health Savings Accounts (HSAs).
Y—Deferrals under a section 409A nonqualified deferred compensation plan
Z—Income under a nonqualified deferred compensation Ir.»lan that fails to satisfy section 409A. This amount is also
included in box 1. It is subject to an additional 20% tax plus interest. See “Other Taxes” in the Form 1040 instructions.
AA—Designated Hoth contributions under a section 401(k) plan
BB—Designated Roth contributions under a section 403(b) plan.
DD—Cost of 1l d health . The amount reported with Code DD is not taxable.
EE—Designated Roth contributions under a governmental section 457(b) plan. This amount does not apply to
contributions under a tax-exempt organization section 457(b) plan.
Box 13. If the “Retirement plan” box is checked, special limits may apply to the amount of traditional IRA contributions
you may deduct. See Pub. 590, Individual Retirement Arrangements (IHAs).
Box 14. Employers may use this box to report information such as state disability insurance taxes withheld, union
dues, uniform pagmerﬂs health insurance premiums deducted, nontaxable income, educational assistance payments,
or a member of the clergy’s parsonage allowance and utilities Railroad employers use this box to report railroad
retirement (RHTA) compensation, Tier 1 tax, Tier 2 tax, Medicare tax and Additional Medicare Tax. Include tips
reported by the employee to the employer in railroad retirement (ARRTA) compensation.
Note. Keep Copy C of Form W-2 for at least 3 years after the due date for filing your income tax return. However, to
help proteet your social security benefits, keep Copy C until you begin receiving social security benefits, just in
case there i1s a guestion about your work rewrd andfor eamings in a particular year.

(Also see Notice to Employee, on back of Copy B.)

e Tax years 2011 — 2017 are available for viewing and printing (where applicable to
each employee). All future tax years will also be available for viewing and printing.

To view other tax years, click the “View a Different Tax Year” (as pictured on the next page in the
highlighted oval)
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Cor E;B-’ Home | HRMSWorkist | FINWorkist | AddtoMylinks | Signou
Favoriles ~ Main Menu ~ > View W-2/W-2c Forms
My HR Finance Core-CT Help My Links| Select One

Help | Personalize Page | &
View W-2/W-2c Forms
John L. Smithy

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

Select Year End Form Personalize | 1of1

Tax W-2 Reporting 3y Form D lssue Date  Year End Form Filing Instructions
Year Company

2014 CT W-2 04/15/2015  Year End Form Filing Instructions

All of the tax years available that are applicable to each employee will be displayed (as pictured
below). Each tax year may be viewed/saved or printed (as outlined above in previous steps)

Core_pj Ilome 1IRMS Worklist "IN Worklist Add to My Links Sign out
Favuliles v Main Menu ~ > SellSewice > > Paywll~ > View W-2/W-2¢ Funns
Iy v
My HR Corc GT Help My L\nks| Select One: |

Help | Personalize Page | &
View W-2/W-2¢ Forms

Select the tax year that you would like 1o review.
Select Tax Yaar

Tax Year Company

State of Connecticut

Slale of Cormelicul

State of Connecticut

State of Connecticut

State of Connecticut

State of Connecticut

iRetum to Year End Form Selection:

For Employees who have received W-2 C’s (W-2 Corrections), please review the
View_Print_eW2C job_aid.
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