Display Online W-2 Forms

Use this report to view and print an employee’s generated online Form W-2 Wage and Tax Statement.
Running this report may be necessary to provide W-2s to withdrawn employees or for employees who
opted for online-only Forms W-2 in MyPortal.

Related Procedures:
W-2 Reissue

YTD Adjustments to Show Withholdings on W-2

Related Resources:

MyPortal — my tax forms

MyPortal — my online selections

Authorized Roles:

Tax Reporter
TIPS:

If an employee opted in for online-only Forms W-2 using My Online Selections in MyPortal, PU19 will not
generate a printable test W-2. To view the information that is reported on the employee’s W-2, the
Generate Audit Report in the PU19 transaction must be checked.
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https://support.hrms.wa.gov/w-2-reissue
https://support.hrms.wa.gov/ytd-adjustments-show-withholdings-w2
https://ofm.wa.gov/it-systems/myportal/myportal-my-tax-forms
https://ofm.wa.gov/it-systems/myportal/myportal-my-tax-forms/myportal-my-online-selections
https://support.hrms.wa.gov/hrms-roles/tax-reporter

You can still use the W-2 Reissue procedure in PU19 to reprint W-2s for withdrawn employees who did
not opt for online-only forms.

If you are uncertain of an employee’s selections within MyPortal, you can view that information on the
employee’s Online Selections (3228) infotype record. Follow the steps outlined in the View Online
Selection user procedure for more information.

Step 1

Enter transaction code PCO0_M10_ONW?2 in the command field and click the Enter button.

v PCOO_MIO_ONW2 @

Step 2
Complete the Selection Criteria section.
Leave the Person ID field blank.
The following field is optional:
e Personnel Number
The following field is conditional:
e Personnel area

Selection Criteria

Person ID

Personnel Number 81000374
Personnel area

TIPS:

o[

Personnel area is a required field for agencies with multiple personnel areas.

The Selection Criteria section will assist in getting only the information needed. A selection is not
required for each field.

Person ID is not used by the state of Washington.
Step 3

Complete the Form Data section.

The following fields are required:

e Tax Company
e Year


https://support.hrms.wa.gov/w-2-reissue
https://support.hrms.wa.gov/online-selection-view-online-w-2-selection
https://support.hrms.wa.gov/online-selection-view-online-w-2-selection

The following field is optional:
e Generation Date
The following box will be checked by default:

e Display Only Latest Forms

Form Data
Tax Company |105| -

to
Year |2023| to
to

Generation Date ‘ ‘

=2

v| Display Only Latest Forms

TIPS:

The Form Data section will determine the time period of the employees and data that will display in the
results.

If the Generation date field is populated, it will display results based on the date when the W-2 was
generated.

If the Display Only Latest Forms box is checked, it will display the most recently generated W-2 based on
selection criteria.

Step 4
Complete the Additional Selection Criteria section.
The following boxes will be checked by default:

e EE Elected for Online Form
e EE Elected for Paper Form
e Employee Has Not Elected

Additional Selection Criteria
v EE Elected for Online Form
| EE Elected for Paper Form
| Employee Has Not Elected

TIPS:
The Additional Selection Criteria section determines the format of the report results.
We recommend that you leave all boxes checked by default when running the report.

EE Elected for Online Form: When checked, this option will display results for employees who made the
Online-Only W-2 selection in MyPortal.



EE Elected for Paper Form: When checked, this option will display results for employees who made the
On Paper W-2 selection in MyPortal.

Employee Has Not Elected: When checked, this option will display results for employees who did not
make any W-2 selection in MyPortal.

Step 5
Click the Execute button.
Step 6

Double click Display W-2/W-2c PDF Forms to populate the person’s processed W-2.

Log Statistics
o Sratktls ==V,
| Display W-2/W-2c PDF Forms e
Type |Message Text Number
‘ B |Person processed 1 ‘
B | Person w/ Online W-2 Forms within sel. criteria 1
B | Person w/ Online W-2 Forms outside sel. criteria 0
B | Person without Online W-2 Forms 0

Step 7
Depending on your selection criteria, select the form(s) you wish to view.
Log || Display W-2/W-2¢ PDF Forms

il Statistics EE@|§‘ v | 4|24 4 IQ. Display Selected PDF

fii Display W-2/W-2c PDF F

J ‘Pers.No. Name Election Y Year Tax co.' Desc.
| g1000374 NN None 2023 1050  State of WA Office

Step 8

Select your desired output.

TIPS:

The following selections are available:

Print button: This selection allows processors to send the form to a printer or print to PDF.
Export button: This selection allows processors to export the form to a file type of their choice.

Display Selected PDF button: This selection displays the PDF W-2 prior to processors saving or sending
the form to a desired location.

PDF icon: This selection also displays the PDF W-2 prior to processors saving or sending the form to a
desired location.

Sample W-2 results:
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