W2 Online Printing Instructions

1) Access the ESS Portal through OneView to make your selection.***

«  While on the DCPS network, go to https://oneview.duvalschools.org. You will
automatically be logged into OneView through Single-sign on.

« Qutside of DCPS, go to https://oneview.duvalschools.org and use your DCPS
network credentials to log in.

Once logged into OneView, go to My Content and then click on Employee Self
Service (ESS).

***NOTE: Use Google Chrome to access OneView.
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2) Login to ESS using your network log-in ID and password:

EVERY SCHOOL. EVERY CLASSROOM. EVERY STUDENT. EVERY DAY. EMPLOYEE SELF SERVICE
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DUVAL COUNTY
PUBLIC SCHOOLS Password *

User*

Log On

M Please login with your DCPS network
user ID and password.

Important Notice:

This computer system is property of Duval County
Public Schools. The unauthorized access, use or
maodification of this system is a criminal violation
of federal and state laws and will be prosecuted to

the fullest extent of the law.
Copyright ® SAP AG. All Rights Reserved
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3) Select “Employee Self Service” option in the upper left:
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My Leave Requests My Benefits My Paystubs My Team Calendar Employee Lookup People Profile
Manage Leave Requ. Display benefit plans View my paystubs View my team calen. Search for employees View my profile
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4) Select the Payment option on the main page:
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In this area, you can use services to employees search and In this area, you can use services to view leave usage,
view organization chart. balance, and public holidays.
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In this area, you can use services to maintain and display your
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In this area, you can use services to display dependents

personal data. information and plans enroliment.
% Payment — £ Team Information
In this area, you can use services to display your salary In this area you can use services to display your team's

statement and other information regarding your payment. birthdays and service anniversary calendar.




5) Select W2 Online.

Payment
Salary Statement
You can view your most recent salary statement here.
W-4 Tax Withhelding
You can create, change, and display the information included on the W-4 form here.
W2 Online Selection
You can select Online W-2 option.

W2 Onine F
View Online W2 in PDF format.
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5) Next, select the ‘Year 2018’ row for W-2 Wage and Tax Statement.
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6) Then click Display:
Online Forms W-2/W-2c
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7) Your tax year 2018 W-2/W-2c will be displayed with the options to print or save.

If you have any questions, please contact the Payroll Department at (904)390-2022 for assistance.
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