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Viewing and Printing Paychecks and W-2s for an Employee Overview

This Job Aid provides the steps used to view and print Paychecks or W-2s for an employee from
Cardinal. The term “Paycheck” in Cardinal is also commonly referred to as a Paystub.

Note: You must have the Payroll Administrator (V_PY_ADMINISTRATOR) role or the Payroll Read
Only (V_PY_RO) role to view and print Paychecks and W-2s for employees.

Important Notes:

¢ An employee must have received pay out of Cardinal to have a Paycheck or a W-2 generated in
Cardinal

¢ Employees can view and print their own Paychecks and W-2s through Employee Self-Service. See
the Job Aid titled ESS How to View and Print a Paycheck and W-2. This Job Aid is located on the
Cardinal website in Job Aids under Learning

e If aW-2c is needed, the Agency needs to contact State Payroll Operations (SPO) for processing the
correction. W-2c forms will not be available in Cardinal

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the processes within this Job Aid. This “Notify” functionality is not currently turned on
to send email notifications to specific users within Cardinal.
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Revision History

Revision Date

Summary of Changes

3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 1; Section 2,
after Step 1; Section 3, after Step 1). Added reference information to the Overview
of the Cardinal HCM Search Pages Job Aid.
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Viewing and Printing an Employee’s Paycheck

Step | Action

1. Navigate to the Review Self Service Paycheck page using the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Produce
Payroll > Review Self Service Paycheck

The Review Self Service Paycheck Find an Existing Value page displays.

‘ < Cardinal Homepage ‘ Review Self Service Paycheck

Review Self Service Paycheck
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{7) Recent Searches | Choose from recent searches "| Vd I Saved Searches | Choose from saved searches v‘ 4
Company ‘ begins with V‘ | Q |
Pay Group ‘ begins with V‘ | Q |

Empl ID ‘ begins with V‘ | ‘

Name ‘ begins with V‘ | ‘

A Show fewer opticns

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
“Overview of the Cardinal HCM Search Pages”. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.

&

The Company field defaults to the user’s three-character Company.

If the user has access to more than one Company, this field can be updated as applicable.

| @

Click the Paygroup Look Up icon and select the applicable Pay Group.

Pay Group | begins with v| | @|

3. Enter the applicable Employee ID in the Empl ID field.

Empl ID | begins with V|
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Step | Action

4, Click the Search button.

The selected View Self-Service Paycheck page displays.

View Self Service Paycheck

¥ Select Paycheck

‘E‘ ‘E‘ 1100f45 ~| b M | ViewAl
Check Date View Paycheck Company Pay Begin Date Pay End Date Net Pay Paycheck Number PDF File
08/01/2024 View Paycheck Dept of Labor and Industry 07/10/2024 07/2412024 $1218.91 64251544

07/16/2024 View Paycheck Dept of Labor and Industry 06/25/2024 07/09/2024 $1852.50 64188596

07/01/2024 View Paycheck Dept of Labor and Industry 06/10/2024 0672412024 $1873.09 64107589

086/14/2024 View Paycheck Dept of Labor and Industry 05/25/2024 0670912024 $1801.67 84012250

05/31/2024 View Paycheck Dept of Labor and Industry 051072024 052412024 $1816.16 63930486

05/16/2024 View Paycheck Dept of Labor and Industry 047252024 050912024 $1801.68 63846344

05/01/2024 View Paycheck Dept of Labor and Industry 0411012024 0472412024 $1816.17 63757425

04/16/2024 View Paycheck Dept of Labor and Industry 03/25/2024 0470912024 $1801.68 63677123

03/29/2024 View Paycheck Dept of Labor and Industry 03102024 0372412024 $1816.17 63590106

03/15/2024 View Paycheck Dept of Labor and Industry 02/25/2024 03/09/2024 $1801.67 63506173

5. Click the View Paycheck link of the paycheck to be viewed/printed.

Rev 3/1/2025 Page 4 of 10



Cardinal Payroll Job Aid

PY381 Viewing and Printing Paychecks and W-2s for
an Employee

Step | Action

The selected paycheck displays as a PDF document.

@) hrimeardin.. | SSPOFADV - L@ O s TR T = I
COMMONWEALTH OF
OFFICIAL PAY RECORD
VIRGINIA
Dept of Labor and Industry Pay Group, SMI Semimninly Class (SATERIOT) Business Uni: 18100
Pay Begin Date:  07/10/2024 Advice #: 000000064251544
Pay End Date: 07124/2024 Advice Date: 0810142024
Federal VA State
Employee 1D Single
Department: 18100-DEPT OF LABOR AND INDUSTRY 0 1
Locatian: LYNCHBURG FIELD OFFICE N
Job Title: Gen Admin Supy [Caord 5
Pay Rate: $2,083.33 Semimonthly 10000 5000
HOURS AND EARNINGS TAXES
Current - B
Description Hours Hours Eamings | Description Carrent
Regular Time - Salaried 109100 35,891.48 | Fed Wilhholdng 27677
VRS Contribution Base 41,277.80 | Fed MED/E] 2693
Holiday Time 5200 1/760.63 | Fed OASDIER 12368
Other Leave Types Used 10.00 338.75 | VA Withholdag
Sick Leave Used 2800 94852
Vacatlon Leave Used 300 1472.02
TOTAL: 0.00 208333 122000 40,425.30 | TOTAL: 1131883
AFTER TAX DEDUCTIONS
ion YTD| Description Curre Description YD
CoVA Care 1.107.00) DOA Admin Fee for Misc Ins 0.15 CoVA Care 521100
457 Deferred Compensation 1000 560.00] Postiax Misc Insurance 33561 470,54 | 457 Deferred Compensation 20.00 260,00
Employee Retlrement DB 15120 Employee Retirement DB 378.59 585142
Group Term Life 3568 513.44
Retlree Health Credit 3387 462.30
Imputed Life* 0.00 133188
TOTAL: 278.70 3376 17264 | “TAXABLE
TOTAL GROSS FED TAXABLE GROSS TOTAL TAXES TOTAL DEDUCTIONS NET PAY
083.33 180363 550.96 31346 21801
3763930 1134883 420052 24.782.05
SICKLEAVE ETPAY DISTRIBUTION
[ ‘Account Type Routing Number Deposit Amount
Advice £00000D061251544 Checking XXXXXH016 121891
+ Adjustments 0.0
End Balance TOTAL: 121881

MESSAGE:

Click the Print icon to print the Paycheck.

=
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Viewing and Printing an Employee’s W-2 Form (Most Recent Tax Year)

Step | Action

1. Navigate to the View W-2/W-2¢c Forms page using the following path:

NavBar > Menu > Payroll for North America > US Annual Processing > Create W-2
Data > View W-2/W-2c Forms

The View W-2/W-2c Forms Find an Existing Value page displays.

‘. < Cardinal Homepage ‘ View W-2/W-2¢ Forms

View W-2/W-2c Forms
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{T) Recent Searches | Choose from recent searches V‘ f [ Saved Searches | Choose from saved searches V‘ /

Empl ID | begins with V| ‘

Name | begins with V| ‘

Last Name | begins with V| ‘

Alternate Character Name | begins with v| ‘

|
|
|
Second Last Name | begins with v| ‘ ‘
|
|

Middle Name [ begins witn v |

~ Show fewer options

[0 Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 “Overview of the Cardinal HCM Search Pages”. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.

2. Enter the employee’s Employee ID in the Empl ID field.

Empl ID | begins with ~

Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

3. Click the Search button.
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Step

Action

The View W-2/W-2c Forms page displays.

View W-2/W-2c Ferms

Review your available W-2 and W-2c forms. Select the year end form that you would like to review.

Mask SSN View a Different Tax Year

Select Year End Form
5]

Return to Search

1-10f1 v
Tax Lo
Year Reporting Tax Form ID  Issue Date Year End Form Filing Instructions Final Print
Company
2023 DLI W-2 01/26/2024 Year End Form Filing Instructions

@

Cardinal defaults to the most recent W-2 under the Select Year End Form section.

Click the Year End Form link.

Year End Form

.y

To view at a previous year's W-2, see the section in this Job Aid titled Viewing and Printing a

Prior Year's W-2 Form for details.

The selected W-2 form displays as a PDF document.

€ hrtmcardin.. / PYW223S EE ~

7 Soclal securty tips 2 Federal Income tax witnnein

< Wiages. tips, other comp
e W-2 Wage and Tax Statement 2023 74574 .06) 9936.64
© Employer's name, address, and ZIF code 8 Allocated tps 3 Social security wages 4 Soclal secunty tax withheid
DEPT OF LABOR AND INDUSTRY 84060. 30 5211.74
L] 5 Medicare wages and tips. 6 Medicare tax withhald
2406030 1218.87
10 Dependent care benofits 11 Nonqualified plans 12a See instructons for box 12
i 645 .00
& Employes's name, address, and ZIP code Sufl. | 43 Subhn o fesr o TELeY |44 Gtner 12b
| v ic 5130.00
b_Empioyer idantification number [EIM) 120
DD 10470Q.00
a Employse's sacial security no. 12d
|iEE 930.00
15 State Employers state 1D no. 16 State wages, tipa. etc. 17 State income tax 18 Local wages, tps, &tc. 18 Local income tax 20 Locality name
VA |30546001710F001 74574.06 3719.97
Copy B To Be Filed With Employee's FEDERAL Tax Return This information is being fumished to the Intemal Revenue Service. Depl. of the Treasury - IRS
18 o, 1545008 it he 135 Vi il 1 W gl
[ —
s f rii

2 Federal income tax withheld
9936.64

4 Social ssurity tax witnheld
5

211.74

1 VWages, tips, other comp.
| 74574.06/
3 Social security wagss
84060.30

T% Soclsl securny 1
fForm W-2 Wage and Tax Statement 2023 T e

© Employer's name, address, and ZIF code

DEPT OF LABOR AND INDUSTRY

8 Alocated tips

Q io =

Click the Print icon to print the W-2 form.

B
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Viewing and Printing a Prior Year’s W-2 Form

Step | Action

1. Navigate to the View W-2/W-2¢c Forms page using the following path:

NavBar > Menu > Payroll for North America > US Annual Processing > Create W-2
Data > View W-2/W-2c Forms

The View W-2/W-2c Forms Find an Existing Value page displays.

‘. < Cardinal Homepage ‘ View W-2/W-2¢ Forms

View W-2/W-2c Forms
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{T) Recent Searches | Choose from recent searches V‘ f [ Saved Searches | Choose from saved searches V‘ /

Empl ID | begins with V| ‘

Name | begins with V| ‘

Last Name | begins with V| ‘

Alternate Character Name | begins with v| ‘

|
|
|
Second Last Name | begins with v| ‘ ‘
|
|

Middle Name [ begins witn v |

~ Show fewer options

[0 Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 “Overview of the Cardinal HCM Search Pages”. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.

2. Enter the employee’s Employee ID in the Empl ID field.

Empl ID | begins with ~

Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

3. Click the Search button.
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Step | Action

The View W-2/W-2c Forms page displays.

View W-2/W-2¢c Forms

Review your available W-2 and W-2c forms. Select the year end form that you would like to review.

Mask SSN View a Different Tax Year

Select Year End Form

| 5 | 1-10of1 »

Tax V22

Year Reporting Tax Form ID  Issue Date Year End Form Filing Instructions Final Print
Company

2023 DLl W-2 01/26/2024 Year End Form Filing Instructions

Return to Search

0 Cardinal defaults to the most recent W-2 under the Select Year End Form section.

4, Click the View a Different Year link.

View a Different Tax Year

The View W-2/W-2c Forms page displays with all the prior year W-2s in Cardinal.

View W-2/W-2c Forms

Select the tax year that you would like to review.

Select Tax Year

Tax Year Company
2023 Dept of Labor and Industry
2022 Dept of Labor and Industry

Return to Search
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Step

Action

Click the Tax Year link for the applicable year.
2022

section.

The View W-2/W-2c Forms page re-displays with the applicable year in the Select Year End Form

View W-2/W-2¢c Forms

Review your available W-2 and W-2c forms. Select the year end form that you would like to review.

Mask SSN

Select Year End Form

View a Different Tax Year

|E;| 110f1 v
W-2
$§;r gzrnupr;i:? Tax Form ID | Issue Date Year End Form Filing Instructions Final Print
2022 DLI W-2 04/14/2023 Year End Form Filing Instructions
Return to Search
6. Click the Year End Form link.
|‘r’ear End :c-rn"l
The selected year W-2 displays as a PDF document.
@ hrimcrdin.. | PYW2225 EE QB & =

ram W-2 Wage and Tax Statement 2022

& Empizyers nams, sacrea. 30 ZIP ade
DEPT OF LABOR AND INDUSTRY

e Erirs i B S i oe. |17 B e on 0
VA §7a55 4z Sa18 a7
Gopy B To B Filsd With Empiayes’s FEDERAL Tax Feturn i i Sy

432000
10284, 00

480.00

+ Sacalsecuny
fam W-2 Wage and Tax Statement 2022
o Enploars ramo, acdvia, AP code & Aancaiza g
DEPT OF LABOR AND INDUSTRY
T2
e
e A e T
Ha 4320.00
Tz
HER) 10284 .00
121
FEE ABD. 00
5 s Ermpkyers dara B & Stz vages, o, e 7 o mcomats: |18 Localuages, fpm ate. 18 Lacalincomo fax 5 Losayrams
VA B67452.42

Click the Print icon to print the W-2 document.

B
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