
LOG IN TO ONEPHILLY

On your web browser, enter https://ess-onephilly.phila.gov/, then:

 

1. Enter your User Name.

2. Enter your Password.

3. Click Log In. 

If you don’t know your User Name or Password, click the Forgot Username/Password? link and follow the reset instructions. If you are still 

facing problems, email OnePhillyHelp@phila.gov.
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NAVIGATE THE HOME PAGE

4. Click the Navigator button       to invoke a drop-down menu of responsibilities and functions.

5. Once the drop-down menu appears, click the COP HR Employee Self Service responsibility.

6. Click the down arrow button until you see Employee W2.

7. Double-click the Employee W2 option.
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NAVIGATING THE FORM W-2 WAGE AND TAX STATEMENT

The W2 Info Links box, outlined in red, contains:

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

• A W-2 Navigation and FAQ Guide for 2025

• A step-by-step guide on how to Print and Save Your W-2
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OPENING YOUR MOST RECENT W-2

8.  Click the Adobe icon for your most recent W-2 to open the file. (Note: If you’re accessing your W-2 on a mobile device, such as an iPhone 

or Android phone, download features may vary.) 
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NAVIGATING YOUR W-2

9.  Click and drag the vertical scrollbar down to view the full document.
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PRINTING YOUR W-2

10.  Click the Print icon to initiate printing.

11.  Select a Printer from the dropdown menu.

12.  Click Print.
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SAVING YOUR W-2

13.  Click the Print icon to initiate saving.

14.  Select Save as PDF from the dropdown menu.

15.  Click Save.
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