
SELF-­‐SERVICE	
  INSTRUCTIONS	
  TO	
  VIEW	
  AND	
  PRINT	
  W-­‐2	
  FORM	
  COPIES	
  

To	
  view	
  and	
  print	
  copies	
  of	
  your	
  W-­‐2	
  Forms,	
  follow	
  these	
  directions.	
  

1. You	
  can	
  gain	
  access	
  to	
  Employee	
  Self	
  Service	
  from	
  the	
  Newark	
  Public	
  Schools	
  main	
  website	
  at	
  
www.nps.k12.nj.us.	
  	
  	
  On	
  the	
  main	
  page	
  click	
  on	
  the	
  tab	
  labeled	
  Employees.	
  	
  Select	
  from	
  the	
  drop	
  

down	
  list	
  Employees.	
  	
  
	
  

	
  
	
  

2. On	
  the	
  Employee	
  Screen	
  Select	
  Click	
  Here	
  to	
  log	
  into	
  employee	
  self-­‐service.	
  	
  If	
  you	
  do	
  not	
  have	
  
access	
  to	
  self-­‐service	
  you	
  can	
  reach	
  out	
  to	
  the	
  Information	
  department	
  at	
  973-­‐733-­‐8700.	
  

	
  



3. In	
  the	
  Self-­‐Service	
  page,	
  under	
  Payroll	
  and	
  Compensation,	
  click	
  the	
  link	
  for	
  “View	
  W-­‐2/W-­‐2c	
  
Forms.”	
  Note	
  that	
  you	
  may	
  see	
  different	
  menu	
  options	
  based	
  on	
  your	
  access	
  rights.	
  	
  

	
  

	
  

	
  

4. The	
  View	
  W-­‐2/W-­‐2c	
  Forms	
  page	
  will	
  display.	
  

	
  	
  

	
  

	
  

	
  

	
  

	
  

Click	
  this	
  link	
  to	
  
view	
  the	
  most	
  
recent	
  year.	
   You	
  can	
  also	
  

view	
  filing	
  
instructions.	
  

Click	
  this	
  link	
  to	
  
display	
  the	
  years	
  

that	
  are	
  available.	
  
Employee	
  name	
  displays	
  here	
  



 Select the tax year that you would like to review.  

 

Select Tax Year 
Tax Year Company 

2012  Newark Public Schools  

2011  Newark Public Schools  

2010  Newark Public Schools  

2009  Newark Public Schools  

2008  Newark Public Schools  

2007  Newark Public Schools   

 

   
5. When	
  your	
  W-­‐2	
  Form	
  displays,	
  follow	
  the	
  normal	
  instruction	
  to	
  print	
  the	
  form:	
  File>Print,	
  or	
  

click	
  on	
  the	
  Print	
  icon,	
  if	
  available	
  (Actual	
  form	
  is	
  not	
  displayed	
  here	
  due	
  to	
  confidentiality	
  
concerns).	
  


