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In the My Forms tile, employees can view, download and print paystubs, leave
statements and online W-2 forms.

PROCESS

1. Under the Employee Self-Service section, click the My Forms My Forms
tile. View my HR Forms
2. At the top of the screen, click the link for the form you want to
view:
« Paystubs
Confidential
« Leave Statements

+ Show monthly and year-to-date absences and leave balances. Any leave
hours that have not yet been approved by your manager will not be reflected
on the leave statement.

e Online Forms W-2/W-2C

My Forms

Paystubs (26) Leave Statements (13) Online Forms W-2/W-2C (1)

Forms (26)
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Year: 2022

01142022 Regular payroll run Dec 17, 2021 — Jan 1, 2022

3. To view an individual form, click the form date or title.

My Forms

Online Forms W-2/W-2C (1)

Paystubs (26)

Forms (13) Search Q L = (&
Period

Year: 2022

Jan1- 31, 2022

Year: 2021

Dec1-31, 2021
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4. The form appears on the right side of the screen.

5. Click the Enter Full Screen Mode button || to expand the form window. Click the

Exit Full Screen Mode button refto return to the navigation pane.

6. Click the Close Details button to close the form window.

7. Click the Collapse/Expand Header button| " [to hide or display the header
section of the form window.

My Forms L3
Jan1-31, 2022
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8. When viewing W-2 forms, click the Instructions for Form W-2 link to see
information and instructions on the W-2 form data. This is the same information
found on the back of the printed W-2 form. Only the most current instructions are
available via this link. Instructions for previous W-2 forms are not shown.

X
Instructions for Form W-2 @3
Tax Company Name: Year: Form Description: Created On:
STATE OF SOUTH CAROLINA, COMPTROLLER GEN 2021 W-2 Wage and Tax Statement 01/14/2022
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9. The Adobe PDF icons appear

above the form. - 100% +

Click the Zoom out and
Zoom in icons to zoom in
and out of the form.

Click the Fit to page/Fit to width icon

I
SCEIS

to fit the form to the screen.

Click the Rotate counterclockwise
icon to rotate the form.

Click the Download icon to download

CENTRAL

and save the form to your computer.

Click the Print file icon to print the form.

Click the More actions icon for more options in Adobe Reader.

Note: If you are using Chrome and the PDF form does not appear, see the

Troubleshooting section below.

Troubleshooting: The PDF form does not display in Chrome

If you are using Chrome and the PDF form does not appear, follow these instructions:

x ol Cnline Forms W-2/W-2¢ x +

:central.sc.gov/sap/bc/ui/flp?sap-client=010#Employee-SAP_ECC_HumanResources WDA

al (@ Citrix (@) FEX

Online Forms W-2/W-2c

@ DUQCitrix BB Training Sharepcint I Time Allocation

2

1. In the upper right corner of the browser, click the
vertical three dots icon. Then select Settings.

~ — x
®E % ¥ &
New tab Ctrl+T
MNew window Ctrl+N
New Incognito window Ctrl+Shift+N

Histary
Downloads
ocokmarks

-

L00m

Print...
Cast...
Find...

More tools

Edit

- 1% =

Ctrl+)
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Ctrl+P

Ctrl+F

Copy Paste

Settings

Help
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2. On the left side of the screen, click Security and Privacy. Then select
Site Settings.

Settings Q, Search settings

By Your browser is managed by your organization

- You and Google
Safety check

B  Autofil 8
e e = Q Chrome can help keep you safe from data breaches, bad extensions, and more m
@  Appearance
Q,  search engine Security and Privacy

Default browser
- —  Clear browsing data R

u Clear history, cookies, cache, and more

(1)  Onstartup :

Cookies and other site data

1.4
L e @& Third-party cookies are blocked in Incognito mode

Extensions P4 e Security X
Safe Browsing (protection from dangerous sites) and other security seftings

About Chrome
Site Settings
Controls what information sites can use and show (location, camera, pop-ups, and more)

Privacy Sandbox
Trial features are on

Q, Search settings

3. In the menu on the right, scroll to the
bottom of the screen and select Content
Additional content settings.

Cookies and site data

@ »

Third-party cookies are blocked in Incognito mode

JavaScript
Sites can use Javascript

Images
Sites can show images

Pop-ups and redirects

4 >

Dan't allow sites to send pop-ups or use redirects

Additional content settings W
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4. Select PDF documents.

Q, Search settings

Additional content settings ~
Sound

o - b
Sites can play sound

- Ads
Block ads on sites that show intrusive or misleading ads

Q. Zoom levels »

B PDF documents »

Protected content IDs b

Insecure content
Insecure content is blocked by default on secure sites

5. Click the Open PDFs in Chrome radio Q, Searchseitings
button.

¢  PDF documents

Sites sometimes publish PDFs, like documents, contracts, and forms

Default behavior
Sites automatically follow this setting when you visit them

O % Download PDFs

@® [F OpenPDFsin Chrome

If you have difficulty using this procedure, contact the SCEIS Help Desk at 803-896-
0001 then select option #2. Note: SCEIS Central may appear differently than

above depending on the browser and device you are using.




