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W-2 Reprint

The process described in this job aid are the steps required for agency payroll officers to 

reprint employee's W-2’s when requested.

Step Action 

1 Employee requests a W-2 reprint of the last tax calendar year or the previous year(s). 

2 Navigate to: Main Menu > Payroll for North America > U.S. Annual Processing > Create W-2 Data > View W-2 

Forms 

3 Enter Empl ID for the employee that has requested the reprint.  
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Step Action 

4 The View W-2 page should display.

5 The user is able to select any tax calendar year for reprinting by clicking on the Year End Form hyperlink for 

the tax year to be reprinted.  
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Step Action 

6 After the reprint is complete, the user will need to either: Stamp or Write ‘REISSUED STATEMENT’ on each copy 

(B, C & 2) of the employee’s W-2 before distributing the W-2 reprint.  

7 To print out the back of the W-2 Instructions page, the user should click on the Filing Instructions hyperlink. 
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Step Action 

8 The W-2 Instructions for that Tax Year are displayed.
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Step Action 
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