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Quick Reference Guide: View and Print Your \W-2

Your W-2 can be viewed and printed _
in Employee Self Service. ORACLE

ACCESS ESS:

1. Open your internet browser and o User Name
enter https://onephilly.phila.gov ([
if you are onsite. If you are o Password

working offsite/remote, enter SE—

https://ess-onephilly.phila.gov.  cancel |

Forgot Username/Password?

2. Enter your OnePhilly User Name
and Password.
Accessibility

a. If you do not know your

User Name and Password, Language

proceed to the Change
Your Password section
(Page 6) of the Change
Your Password guide**.

= | ORACLE EsBusiness suite

3. Select the menu icon E in the Search Page
top left corner. £+ - =] E
COP Active Benefits Inguiry User, City of Philad..
Job Infi i My P Il Infe
4. To access your W-2 from the COP COP &1 Cansumer OTL (COP HR Employea.. (COP 1R Empoyer

HR Employee Self-Service o B Consumer Payol Health Benefits
Navigator, click Employee W2.

Job Information
COP Executive Super Timekeeper, Cit

. N . Personal Information P
COP Fire Super Timekeeper, City of P| E

Performance Reviews Assignment Time Worker Status
Inf... Chan...
(COP HR Manager .. (COP HR Manager

COP FJD Super Timekeeper, City of P

- . Release Information
COP HR Application Setups, City of Pk

Request Qualified Life Event
o. HR Benefits Manager, City of Phi

**If you do not have an email address I'COP 'R Erployes Seft Sence, Gy d | View Online Paystus

in the system, contact your HR | 5 Voluntary Separation

Representative who will update your - ] ®
. . . Employee W2

organization email address.

vy v

ORACLE COP HR Employee Self Service

Form W-2 Wage and Tax Statement

Employee Name Employee Number

Organization Email Address  Onephily Testino@phila gov Business Group  City of Philadelphia
W2 Information
The Form W-2 Wage
2 Info Links

and Tax Statement is
displayed with
information links.

View or Download W2

W2 POF W2 PDF W2 PODF W2 PDF W2 PDF
City of Philadelphia 2025 City of Philadelphia 2024 City of Philadelphia 2023 City of Philadelphia 2022 City of Philadelphia 2021 f2delphia 2020

The information links include:

e A memo from Central Payroll
with explanations of specific
boxes on the W-2

e A W-2 Navigation and FAQ
Guide for 2025

e A step-by-step guide on how
to view and print your W-2
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https://onephilly.phila.gov/
https://ess-onephilly.phila.gov/
https://phila.sharepoint.com/sites/OnePhilly2/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FOnePhilly2%2FShared%20Documents%2FTraining%2FEmployee%20Self%20Service%20Job%20Aids%2FOnePhilly%20Quick%20Reference%20Guide%5FChange%20Your%20Password%5FRev11%2Epdf&parent=%2Fsites%2FOnePhilly2%2FShared%20Documents%2FTraining%2FEmployee%20Self%20Service%20Job%20Aids
https://phila.sharepoint.com/sites/OnePhilly2/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FOnePhilly2%2FShared%20Documents%2FTraining%2FEmployee%20Self%20Service%20Job%20Aids%2FOnePhilly%20Quick%20Reference%20Guide%5FChange%20Your%20Password%5FRev11%2Epdf&parent=%2Fsites%2FOnePhilly2%2FShared%20Documents%2FTraining%2FEmployee%20Self%20Service%20Job%20Aids
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2. The following is an example of documentation from the W2 Info Links:

One Philly:
How to Navigate Your

2025 W-2

one

&PHILLY
January 2026

Presented By: OnePhilly Team

W-2 Navigation Guide

ORACLE COPHR Employee Self Service

Form W-2 Wage and Tax Statement

Employee Name 1

Employee Number [l
Organization Email Address  Onephilly Testing@phila gov

Business Group  City of Philadelphia

W2 Information
W2 Info Links
W2 Letter
W2 Navigation and FAQ Guide
How To Print Your W2
View or Download W2

W2 PDF ‘W2 PDF W2 PDF W2 PDF W2 PDF W2 PDF
5 City of Philadelphia 2025 City of Philadelphia 2024 City of Philadelphia 2023 City of Philadelphia 2022 City of Philadelphia 2021 City of Philadelphia 2020

Click on the Adobe
icon for the most
recent year to
open your 2025
W-2.

**Once the W-2 PDF launches, you may need to first save the PDF to your laptop/desktop prior to
printing. Refer to Step 5 for saving, printing, and downloading**.
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V Daw v+ & @ A | as Ask Copilot - + & 1 |of2 | ) | (D Q @
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Form W-2 Wage and Tax Statement 2025 OMB No. 1545-0008
— oy o i
oo
‘name. address and 7ip code Employee's SSN T Wages, s, other compensation
3 7 R T R Click and drag the
¥ Allocad iy M vy vertical scrollbar down
Fmployee's it name and it Last Nome Suffix - T Nowgaid sl to view all of the W-2
< T g | o= pages, including the
o = I Ei employee notice and
Empl T m] filing instructions.
. 16 State wages, tips et 17 State income tax 18 Local wages, tips eic. 19 Local income tax 20 Locahty name
96709 44 2968 93 96709 44 362242 Philadelphia
I I I

Dq
Toployer denification pumber COPY C For Employee's Records (See Notice fo Employee on back of
236003047 Copy B)

T Wages. tps, other compensation
§7407.57

ol 7p el

7 Social security tps

¥ Allocaicd i T Vicdcare wages and ips
56709.44
Employee's first name and imit_ Last Name. Suffix 0 To et Sl B e
™ C o™ 13 Other
13 Statutory Employee
el (m] Penl TD 676,
%G 3 PFen¥TD ol x7
e s Retirernest Plan [ I e e
T
Employee's address and ZIP code ™ Third-party sickpay [

15 Local wages, tips et
e

15 Suate x| 20 Locabity name
PA Phl

This nforrmaion » W formeabod 1 the [T

For confidential purposes, personal information on the W-2 has been hidden from your view;
however, your appropriate information will be displayed accordingly.
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Click the Print l/

button to
obtain a To save
physical copy the W-2 to

= |y YV Daw + @ (M A | 3% | AskCopilot

st of O Treasur

o Deputment of the Treasury - dnbersai Reven
TOPY B 1o e Tiled Witk Vanpleyors 11D

Wopen. oy, et copenasiam
w407

T

[ e g oy B s
S T Tl of the W-2. your
ST e @ B computer,
i = Retpeyitr 3 click the
5 Sue I‘.‘:“::._‘.\.,A..nn....,. I o St v o ] T3 St e ]‘:.IY;\-:I‘-M- S [ [ I;LZ'::.'. Save icon

_' e — I I I and the

wary - otermal Revemse Sor s Save as

. on ko Koy b of window will

: appear. Be
sure to
select
Adobe

Acrobat as
the Save
As type.

Npartment

e A
TOW T Vor Employees
o B)

Form W.2 Wage and Tax Statement 202 OME N 15450008
Towind e

NOTE: If you are downloading the W-2 on a mobile device (Android/iPhone), please be aware that
based on the mobile device, the download features will vary.
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