Accessing your W-2 in YESS

(st Description .

1 To receive your W-2 electronically LOGIN to YESS using your TCNJ user name and password.

2 SELECT Main Menu, Self Service, Payroll and Compensation, and W-2/W-2c Consent.
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3 Check the box on the Consent Form and click SUBMIT to have your W-2 statement delivered
electronically.

W-2/W-2¢c Consent Form
Tom TCNJ

Subimit or withdraw your consent to receive electronic W-2 orW-2c forms.

vou must complete this consent form ta receive electronic W-2 arW-2c forms. [fyou do not submit & consent [
farm, the Payrall Department will mail your -2 farm, post marked by January 3151, to the address currently an file
in YESS. After you submityour consent form, it will rermain valid until you submit a withdrawal of consent form.

The exception is when your employment is terminated.

Ifyou have any questions, please contact the Payrall Office at payroll@tenj.edu.

Your Current Status: Mo consent received.
==¥ [V|Check here to indicate your consent to receive electronic W-2 and W-2c forms.

Submit

Note: The status will change to consent once the form is submitted and your identity is verified.
4 | Verify Identity

To protect your privacy, verify your identity by typing your passwoard. Ifyou are not this user, click Sign Out.

UserID: Tom TCNJ
Password:

Cantinue Cancel

CLICK Continue



Submit Confirmation

v The Submitwas successfiul. You will receive an email confirming your consent.

Ok

W-2W-2c Consent Form (YESS screen shot after an employee verifies their identity)

Submit orwithdraw vour consentto receive electronic W-2 or W-2¢ forms.

You have congented to receive electranic W-2 and Wi-2¢ forms. [Fyou prefer to receive paperW-2 and W-2c forms, |
wou must submit a withdrawal of consent form. Afteryou submit the withdrawal of cansent farm, it is valid until yau
subrmit a new consent farm.

Ifyou hawe any questions please contactthe Payroll Office at payroll@tenj.edu.

Your Current Status: Status indicates the consent form has been signed

[T Check here to withdraw your consent to receive electronic W-2 and W-2c forms.

Employees will receive an email confirmation indicating successful submission of the Consent Form.

3 « =+ 0O

frorm psoft@tcnj.edu
subject IMPORTANT TAX RETURN DOCUMENT AVAILABLE

to Tom TCNJ

11:28 AbA

This email is to confirm that the Payroll Department has received your consent to receive electronic W-2 and W-Zc
forms. The Payroll Department will stop sending you paper W-2 and W-2-c forms. If you prefer to receive paper W-2
and W-2c forms, you must submit a withdrawal of consent form.

If you have any questlons please contact the Payroll Office at payrollfitcni.edu
Note: Employees will receive a second email when the W-2 statement is ready to view in YESS.

The second email will indicate the W-2 statement is ready to be viewed in YESS.

Subject: IMPORTANT TAX RETURMN DOCUMENT AWtLARLE
From: psoft@ton).edu

Date: 17102012 3:38 P
To:  Towd TCK

This is a notificatlon that your W-2 form 1s now available for viewing and printing through YESS. If you have
not consented to recelve the form electronically, a paper form will be sent to your current malling address.

Once the second email arrive Login to YESS! SELECT Main Menu, Self Service, Payroll & Compensation
View W-2/W-2c Forms. CLICK on Year End Form to review your W-2 information online and print it.

Review your available Wi-2 and W-2¢ forms helow. Select the yvear end form that you would like to review.

Wiew g Different Tax Year

Bl
Tax w2
Year Reporting Tax Form ID  Issue Date Year End Form  Filing Instructions
Company
2011 oo W2 011052012 Wear End Farrm  Filing Instructions

Note: One Year End form contains federal tax information and the second PA state information.
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11

Review your W-2 Statement.

7 Social security tips 1 Wages, fips, other compensation 2 Federal income tax withhield
rom W-2 Wage and Tax Statement c£011 46370.55 1963 .72
€ Employer's name, address, and ZIP code 8 Allocated tips 3 Social security wages 4 Social security tax withheld
THE COLLEGE OF NEW JERSEY 54283.12 2279.89
P.O. BOX 7718 ] 5 Medicare wages and fips 6 Medicare tax withheld
54283.12 787.11
EWING NJ 08628-0718 10 Dependen care benefits 11 Nonqualfied plans 12a See jnstructions for box 12
ic | 405.60
e Employee's name, address, and ZIP code 13 SEiEn Fgfiement T pay 14 Other D12I:|
TEST TCNJ it e iE | 5154.01
b Employer idenfification number (EIN) : 5121::
THE COLLEGE OF NEW JERSEY 22-2797398 4141 2758.56 § |
P. O. BOX 7718 a Employee’s sooial seclnty nUMee | ppoppr, 1294 88 12d
EWING NJ 08628 Applied For i |
15 State Employer's state ID number 16 State wages, tips, eic {7 State income fax 18 Local wages, tips, etc 19 Local income tax 20 Locality name
NT 222797398000 125.80| UIL/WF/S
148.00] DI

Copy B-To Be Filed With Employee’s FEDERAL Tax Return

Filing Instructions for the W-2.

Notice to Employee

Refund. Even if you do not have to file a tax return, you should file to get a refund if box 2 shows federal
income tax withheld or if you can take the eamed income credit.

Earned income credit (EIC). You may be able to take the EIC for 2011 if (@) you do not have a gualifying
child and you eamed less than $13,660 (318,740 if married filing jointly), (b) you have one qualifying child
and you earned less than $36,052 ($41,132 if married filing jointly), (¢} you have two qualifying children
and you earmned less than $40,964 (346,044 if married filing jointly), or (:'1":)] you have three of more
qualifying children and you eamed less than $43,998 ($49 078 if married filing jointly). You and any
qualifying children must have valid social security numbers (SSNs). You cannot take the EIC if your
investment income is more than $3,150. Any EIC that is more than your tax liabllity Is refunded to
you, but only if you file a tax return.

Clergy and religious workers. If you ara not subject to social security and Medicare taxes, see Pub. 517,
Social Security and Other Information for Members of the Clergy and Religious Workers.

Corrections. If your name, SSN, or address is incorrect, correct Copies B, C, and 2 and ask your
employer to correct your employment record. Be sure to ask the employer to file Form W-2¢, Corrected
Wage and Tax Statement, with the Social Security Administration (SSA) to correct any name, SSN, or
money amount error reported to the SSA on Form W-2. If your name and SSN are correct but are not the
same as shown on your social security card, you should ask for a new card that displays your correct
name at any SSA office or by calling 1-800-772-1213. You also may visit the SSA at
WWW.Socialsecurity. gov.

Cost of employer-speonsored health coverage (if such cost Is provided by the empleyer). The
reporting in Box 12, using Code DD, of the cost of employer-sponsored health coverage is for your
information only. The amount reported with Code DD is not taxable.

Credit for excess laxes. \Ig'ou had more than one employer in 2011 and more than $4,485.60 in social
security and/or Tier | railroad retirement (RRTA) ftaxes were withheld, you may be able to claim a credit for
the excess against your federal income iax. If you had more than one railroad employer and more than
$3,088.80 in Tier Il RRTA tax was withheld, you also may be able to claim a credit. See your Form 1040
or Form 1040A instructions and Pub. 505, Tax Withholding and Estimated Tax.

This information is being furnished to the Internal Revenue Service.

Dept. of the Treasury - IRS

OME Ho. 1545-0008 Visit the IRS website at www.irs.gov/afie,

Instructions for Employee

Box 1. Enter this amount on the wages line of your tax refturn.

Box 2. Enter this amount on the federal income tax withheld line of your tax retum,

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

Unless you have records that show you did not receive the amount reported in box 8 as allocated fips, you must file Form
4137, Social Security and Medicare Tax on Unreported Tip Income, with your income fax return o report the allocated tip
amount. On Form 4137 you will figure the social securily and Medicare tax owed on the allocated tips shown on your Form(s)
‘W-2 that you must report as income and on other tips you did not report to your employer. By filing Form 4137, your social
security tips will be credited to your social securily record (used to figure your benefits).

Box 10. This amount is the fotal dependent care benefis that your employer paid fo you or incurred on your behalf (including
amounts from a section 125 [weleﬁj[}eplan)&amoum over $5.000 is also included in box 1. Complete Form 2441, Child and
Dependent Care Expenses, to compute any le and nontaxable amounts.
Box 11. This amount is (a) reporfed in box 1 if it is a distribution made to you from a nonqualified deferred compensation or
nongovernmental section 457(b) plan or (b) included in box 3 andior 5 if it'is a prior year deferral under a nongualified or section
457(b) plan that became taxable for social securily and Medicare taxes this year because there is no longer a substantial risk of
Torfeiture of your right to the deferred amount.
Box 12. The following list explains the codes shown in box 12. You may need this i to complete your tax retum,
Elective deferrals (codes D, E, F, and S) and Roth ibutic W%masm BB, and EE) under all plans are generally
limited to a total of $16,500 ($11.500 if you only have SIMPLE plans; $19,500 for section 403(b) plans if you qualify for the
15-year rule explained in Pub. 571). Deferrals under code G are limited to $16,500. Deferrals under code H are limited to $7,000
However, if you were at least age 50 in 2011, your employer may have allowed an additional defenal of up to $5,500
($2,500 for section 401 [K}Hg and 408(p) SIMPLE plans). This additional deferral amount is not subject to the overall limit on
elective deferrals. For code G, fhe limit on elective deferrals may be higher for fhe last 3 years before you reach refirement age.
Contact your plan adminisirator for more information. Amounts in excess of the overall elective deferral limit must be included in
income. See the “Wages, Salaries, Tips, elc.” line insiructions for Form 1040,

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




