Department of Administrative Services See My W2 Sign In Instructions
Dear Milwaukee County Employee,

Our payroll provider, Ceridian, is providing online access to your 2008 W-2. While you will continue to
receive a printed W-2 in the mail before the end of January, you also have a fast, easy way to generate
your own reprinted W-2's or import your W-2 data into tax preparation software.

To view your online W-2, you must register for the SeeMyW?2 application.
Here’s how it works:

1. Register for SeeMyW?2

a. Click onthe See My W2 — online access to W2 link on the Ceridian Self Service Page under
Payroll & Tax section.

b. Choose * If vou would like to register based on W2 document(s), click here,

c. Provide the following company code along with your personal information on the next screen
that appears on your computer: This will validate your SSN and Zip Code against a W2.

MCW208

You have selected to sign up by validating your information against W-2s that we have on
file for you. The information you enter below must match against a W-2 for this tax year
or a previous tax year. Once you have filled out all fields, click the submit button to
register.

. MCW208
Company Access Code: ‘ Provided by your employer

- .
First Name: ‘ Upper or lower case

- - |
Last Name: Upper or lower case

* SSN: ‘ Digits only

* H -
Zip Code: ‘ Digits only (XXXXX OF XXXXXXXXX)

d. Setup a Userid and password. For the User ID we recommend that you use your clock #.
Passwords must be alpha numeric and contain one special character. It must be at least 7
characters in length. A password might look like this “abc123#'.

2. After you finish setting up your id, you will return to the Logon to SeeMyW?2 screen. Here you
must now enter the user id and password you set up in step 1d above, in order to log into the
system

3. You will now be able to view, print or save your W-2 or access the tax preparation software
vendor of your choice. The tax software will guide you through the data import function. Vendors
available this year are:

= [ntuit’s Turbo Tax
= CCH'’s CompleteTax

More detailed instructions can be found on Ceridian Self Service. Click the link to See My W2 then click
on Quick Reference Guide. They are also available in Lotus Notes Ceridian Documents.



Registering for See My W?2

1. Log into Ceridian Self Service

(= Ceridian Self Service - Windows Internet Explorer,
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2. Select the link for See My W2 under the Payroll Tax Section.
See My W2 — online access to W2

CERIDIAN
IS I£E

Welcome to Ganeral Products =t

1f wou do not already have 3 password, you can eraate an account by going through the 3-stap salf
saryiGe registration process, Dunng this procass vou #ill provide informabon that allows us to
walidats who vou are, bassd on the dosuments that we have on file, Tou can then creata a
usemame and password you can use o login and begin viewing your documents.,

Zince the inform ehon you snter will bs validstsd sgsinst the documerts that we havs on file, the
first step 15 to decide whst type of document you would liles o uss to validate your registration
inform

» I you would like to register based on W2 docornens(s), dick hers,




3. Click If you would like to register based on W2 document(s), click here.

The Self Service Signup (or Create Account. Step 1) page appears. Because employee self-
regisiration 1s allowed, emplovyees are only given the option to enter the Company Access
Caode. If the emplovee feed file had been uploaded, there would be a place to enter the
Employee Access Code.

sl Service Signup Using Yomr wW-2

Tou) haye zelsctad 4o 2ign up by welidsting wour rformation sgsinst wW-Zs thet we have on fls for
wiodd, The information pau enier belom muost match sgsnst 8 'W-2 for this [y Year ar & previos tax
year, dnce pou heve filad out &l fislds, dick the submit button to register,

* Company Boeass Codet Fromided by your amploper
* First hHame: Uppar o koawer pase

* Last Mame: Upper o kewer case
*EEN; Digite only

* Zip codet Digity orly (exeee or sEExEREEE]
Submit i

4. All fields are required. Once the information 15 completed, click Submit. The Create
Account page appears.

Cruain Azcomnt

‘e have varrfisd your informatbon. You mey nos owete en sccoont that you can use ta cama back
and v all paur decarants.

¥ Unar [D:

* Pameward: Click Hewa far mone infar matdan

¥ Pamwward: Eriter Same pysmnord as howe
b e-mai addeas:

In ape pau ks waur perssond, bhes Following passmord hirk sl b a-mailed o vog

* Fampwvard hint:

Fleese raad the Terms & Condtiore: Stabemernt belom befors oreatirg an acoount

T=cma mnd Corditions of Tae il
1la dexwics MEfindtion apd S=rvige S=lecticn
Thizx amcrvics hax besn satablislad to provices sop laysss mcoaxs Co LI

I 1 have raad the Terme & Conditiors Stetamark snd agres to tham.
Subesit

3. Users need to create a User ID and a Password in addition to entering a Password lunt and
e-mail address.

m  The User Name must be at least 4 characters long and contain no special characters.
m  The Password follows strict gudelines. Click Click Here to see specific password
requirements.

6. Fead and accept the Terms and Conditions of Use.

7. Click Submit to complete the registration process.



Reviewing and Printing W-2 Form Information

To review and print W-2 information {or W-2c if one has been created):

1. Select the appropriate vear, then click View.
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The selected form appears.

2. Print the form using the Adobe print options.




Passwords

Emplovees can reset their own passwords by using the My Account Information page when they
are logged into SeedMyW2.

To reset a password:
1. Login fo SeedMyW2.

2. Click the link to My Account Information link The My Account Information page appears.

My Account Information

Wa hava the falloking infarmation on file for pou. If you Mant to changa anything, adic the field and
than click the Submit button after you are sure all fislds are correct, Mote: “rou cannot change the
s nama, [ the password fields ara 1efT blank, then your password will not b2 updated,

* Uzsr nams; cle=

May pasougrd:
Varify pasemoed: Eriter same passmord 25 above

“E-mail address: |:Iee@gme|alp|ud|_-:15 Com

In caze you loze yaur password, the folloming password hirg will b2 e-maiesd m yau,

* Password fint: |r|||:lrns|me

cribsr pour cirrert pesoward Lo changs sny of the informestion on this sosen.

mCurrent passHord:
sahmit Q)

3. Complete the page by enfering your current password, new password, and Password Hint,
then click Submit.

My Acoount Infermation

Ww's hiawe the folloveing information on Fils For pou. IF vou wank o change snvthing, sdit the fi=ld snd
then cick the Submit button sfer you are sure sl fislds sre corrsct. Note: Tou cannat change the
uzer nanved. OFthe password fizlds are bt blank, then your password wil netbe updated,

* Uiar nama: clep
Haw pasouced A —
varify pascmard: wEmeEEe®  Eriec same passaord & aboue

* E-rail addrage: |c|ea@ganempmducle.cnm

In cage you lose your password, the Fallawing pacsward hint will be a-maiked to pou .

* Passward hink; |un|:|n': accupaiion

Erter pour current password to change any of ths irformsbon on this cosen

* Currert passward:

Sl I

A message at the top of the window will notify the user that the account information has
been updated.



If an emplovee 1s trying to log in and doesn’t remember the password, they can submit a request to
receive the password hint via e-mail
To recover a lost password:

1. Onthe SeeMyW?2 Emplovee login page, click the Forgot Login Information? prompt.

Weleome o General Pradudts

T - If you do ot already have a pageword, pou can oreals an account by going through the 3-ctep el
[— - Fervioe reqistrstion procass, During this prooess you will provide infarmation that sllows us
walidats vwohe you are, basad on the documrarks that vee have an Ale. You cen than cresbs &
Lixain username and password you can use ta lagin ard begin viewing your doocoments.

Forgot Legin Irform.shan @ Sinea the informabion you emter wil be welidated agairet the documents thak me hees on file, the
first winp i= to decide what tvpa of dosument vou mould like o use bo validake vour regiskestion

infermratcn

2 If vou s  likn to register based on w2 docomenti=), dick hers,

2. The Forgot vour login information? page appears.

|r—urq-:|t wour legin information?

Flease select what type of information you naed, typs in your e-mail addrzss and click subrit, The
requested information will ba santta your e-mail scoount,

1 Fargok my wser id
1 fargot my passward. Send me mp password hint.

I forgok the answer to my passward hint, Send me o temporary passwand,

* E-mall address: I
Submit (G

The employee would select the tvpe of information needed, enter the e-mail address, then
click Submit. The User 1D, Password Hint, or Temporary Password will be sent to the

emploves via e-mail.



Importing a W-2 Form Into Tax Preparation Products
From SeeMyW?2, employees can import their W-2 form into the following tax preparation

products:

m  TurboTax for the Web from Intuit Inc.
m  CompleteTax from CCH Incorporated

To import the wage and tax information:

1. Loginto SeedMyW2 using the emplover-provided link.

A
F

Click the link to the applicable tax preparation product on the left side of the page.

3. Follow the instructions to import a Form W-2 into the product by referring to the instructions
provided by the tax preparation product.
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