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The Employee Self Service User Guide reviews the different areas within Employee Self Service (ESS). It provides
information on how to navigate within ESS, view information, and, where applicable, request updates and changes.

Your myApps ID

ESS is accessed using your myApps account. If you are not sure you have a myApps account or if you cannot access your
myApps account, contact the wvOASIS Help Desk by:

e Emailing helpdesk@wvoasis.gov; or
e (Calling 1-855-666-8823

DO NOT send personal information or passwords.
DO NOT CREATE a myApps account if you think you may have one already via email.

Accessing ESS
Users can access ESS by performing the following steps.

1. Open aninternet browser and type www.wvOASIS.gov in the address of the internet browser
Click the myApps link
3. Enter your myApps email address and password. Passwords are case sensitive.
Note: If the password needs reset, click Reset password. Once the password is reset, complete step 4.
4. Click Sign In
5. Click the ESS link

g

If you encounter problems logging in, contact the SAO Help Desk for assistance by:

e Calling 304-340-4850 or 877-982-9148

e To ensure that you can access your W-2’s or paystubs upon leaving state government you must
change the email address on your myApps account to reflect your personal email account. To change
your email address, you will need to contact SAO helpdesk

DO NOT send personal information or passwords via email

Navigation
This section covers navigation in the ESS application.

Menu

The menu, located on the top right portion of the screen, provides Help and Log Out links. The State of West Virginia
does not utilize the Accessibility, Contact, and My Jobs links.

e Help opens a Help window with additional documentation. The topics include information about functionality.
e Log Out signs the user out of ESS.

Tabs
Tabs organize similar types of activities. These tabs are Home, Compensation, and Travel and Expense. The Home tab is

the default tab seen after logging into ESS. The State of West Virginia does not utilize the Time and Leave and
Performance tabs.

Widgets

Widgets are self-contained windows which allow you to access data pertaining to specific information

Employee Self Service (ESS) User Guide 04/17/2024 Page 2 of 18


mailto:helpdesk@wvoasis.gov
http://www.wvoasis.gov/

Home Tab

The Home tab displays the Welcome, My Work, Forms and Websites widgets. The State of West Virginia does not utilize

the Favorites widget.

I

8 Time and Leave % Compensaton M Pedormance

HPWEL . Wekcome Chzose a knk below 10 view your information or 1o
make updates % your profile information and password
2 Yigw Protie 0 WUndate Emergency Coatacs £ '~_ Exssworg Masagement
'.‘: Upaane Addrens # Erssen Neme Chanos
Notifications
Date Type Mernape URL Owiete
Quick Links
View Pertormarce Incderty Lamch Mansger Sef Servce

Teavod and Expense

HPWORK - Vigw and modily your work in progeess and ¥ack complted work

Benett

Compensaton

Crroimant

Welcome! Widget

The Welcome widget includes main links, notifications, and quick links areas.

HPWEL - Welcome

&> View Profile

=
ﬁgpdate Address _' Process Name Change

Notifications

Message

Date Type

Quick Links

View Performance Incidents

I Choose a link below to view your information or to
make updates to your profile information and password

G Update Emergency Contact

URL Delete

Launch Manager Self Service

{,L Password Management

Main Links

[ i Campietas
Docurrent Nane Sutue Date Last Moditied  Approver Cemments
Forms and Websites on
HPFW - View inks % websites and view downloadoble forms
Topee Descrotion Oepartmert ik Attachment
Benett CPRS AlL

The Main Links area includes View Profile, Update Emergency Contact, and Update Address. The State of West Virginia
does not utilize Password Management or Process Name Change.
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View Profile

View Profile opens the Employee Profile pop up window, where the user can see various information.

Profile tab

The Profile tab allows the user to view employee related information.

Employes Profile Q
“ Foadion Contach Compensalion Educaban ‘Wateran Information Traiming ‘iWork Heslory
Personal Information Assignment Information =
Employee I10: Employment Status:
Employee Hame: Home Department:
Social Security Number: Home Unit:
Birth Date: Pasition Description:
Place Of Birth: Supervisor Mame:
Gender: Tithe:
Marital Status; Sub-Title:
Conwviction: Employment Type:
Drisakility: Pay Location:
Citizernship Status: Wark Location:
Ethnicity: Seniority Date:
Counftry of Residente: Seniority Mumber:
Work Cycle:
Probation Start Date:
Probation End Date: -
Position tab

The Position tab displays current and prior position details. The From Date and To Date displays the time frame spent

working in a specific position. The current position will have a To Date of 12/31/9999, which indicates this is the current
position.

. Employee Frofile (%]
i Prefile |~ Position Conlacl Compensalicn Educatsn Velaran |nfarmalion Trainang Wik Hislory
Department Unit Position Number E::::'i?;ﬁnn Percent Full Time  Title From Date To Date

06042022 12/31/9999
02262022 D&/N3/2022
02152020 0272572022
A28 0811472020
0BOB2019 0&/30/2019
02162019 DENTI2019
0GOH2015 02115/2019
022018 D&0B2018
0&MB201T 0022015
03132017 08182017
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Contact tab

The Contact tab displays contact details. This includes the Employee Contact Information and Emergency Contact
Information sections.

Employee Profile

Prodie Positon m Compensaton Educabon Veteran Information Training Work Hisdory

Employee Contact Information Emergency Contact Information

First Emergency Contact:

Home Address: Relationship:

Primary Contact:

Primary Phone Number:

Malling Address: Contact Home Address:

Email Address: Second Emergency Contact:

Home Phone: Relationship:

Mobile Phone: Primary Contact:

Work Phone: Primary Phone Number:

Work Phone Extension: Contact Home Address:

Compensation tab
The State of West Virginia does not utilize the Employee Profile’s Compensation tab
Education tab

The Education tab displays prior education details.

Employee Profile

Proifile Paosifion Contact Compensation m \eteran Information Training Work History

School Degree Major Minor From Date To Date

Veteran Information tab

The Veteran Information tab displays veteran information.

_ Employee Profile

| Profile Position Contact Compensation Education Vetera ormatio Training Work History

Veteran Information

Veteran: UNKNOWN
Reserve Branch:
Discharge:
Pref Credit Used Date:
Retro Seniority Date:
Discharge Date:
Service Branch:
Highest Rank:
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Training tab

The Training tab displays historical training details.
Employee Profile Q

Profile Paosition Contact Compensation Education Veteran Information “ Work History

SchooliCourse

TR Location

Course/Grade Status Course Cost ($) Course Level From Date To Date

Work History tab

The Work History tab displays prior work experience details. If the Description of Duties is too long to see, click More to
display the rest of the description.

Employee Profile R
: &

1 Profile Paosition Contact Compensation Education Veteran Information Training {v 310
Company Work Type Pogition Title Employment Type Start Date End Date Description of Duties

Update Emergency Contact — refer to department internal policies and procedures for this update

Update Emergency Contact opens the Update Emergency Contacts pop up window, where the user can modify the
emergency contact information.

e Add New Contact - Click the Add Emergency Contact button to insert a new line.

e Delete Line - Existing contact lines can be deleted by clicking the trash can icon for the associated line to delete.

e Copy Line - Add a contact by copying an existing contact. Click the copy icon on the line for the contact to copy. A
new line will be inserted, and the information may be modified as needed.

e Enter up to four phone numbers and two e-mail addresses for each contact.

e Select the Primary Phone and Primary E-Mail checkbox next to the phone number or email address which should be
used as the primary contact method.

e C(Click Cancel to exit the Update Emergency Contacts pop up without saving changes.

e C(Click Submit to save the emergency contacts.
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P Emermensy. Cone 06

Fiest Name Last Name Reistionship Phone Email Primary Contact  Debete Line Copy Line
SPOUS talse B ')
MOTHE taise B i

Enter Address Information
HPEMER] - Enter the contact name and address information below. Additional emergency contacts can be added by clicking the
“Add Emergency Contact” button
Contact Name Prefix: & Street 1;
Street 2:
City:

* Contact First Name:
Contact Middle Name:
‘StateiProvince: WESTVIRGINIA &)

* Conmtact Last Name: =)

Contact Name Suffix:

12

Zip/Postal Code:

Contact Description: "Country: United States of Amars B/

County: o

—

Relationship: SpOUSE

G2

Primary Contact: ||

Spouse works for
same employer?

Spouse 10
Name:

®

Enter Phone and E-mail Information

HPEMER?2 - In this saction, you can enter up to 4 phone numbers and 2 e-maill addresses for your emergancy contact
Phone

‘Phone: Ext: Type: Mobile v Primary Phone:

Phone: Ext: Type: Fax v Primary Phone: ||

Phone: Ext: Type: Fax v Primary Phone: ||

Phone: Ext: Type: Fax v Primary Phone: | |
Emay

E-mall: Confirm E-mail: Primary E.mail: ||

E-mail: Confiem E-mail: Prmary E-mall: ||

Update Address — refer to department internal policies and procedures for this update

Update Address opens the Update Address pop up window, where the user can modify the preferred name, address,

phone number, and email information.
Contact Name Information

The Contact Name Information section displays the information on file.

e The preferred name may be updated. For example, the employee’s name is Robert but Bob is the preferred name,

Bob can be entered in the Preferred First Name field.
e C(Click Next to proceed to the next section.
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' Update Address

Contact Name Information = Enter Home Address = = >

HPADDRA1 - Please verify the information in the fields below.

Contact Name Information

Preferred Name Prefix: g Private Home: | pjsa

Preferred First Name: | | Residency Code: WV RES

Preferred Middle Name: | |

Preferred Last Name: | |

Preferred Name Suffix: Q
Enter Address

Use the Enter Address section to add addresses.

2l

e Click Add Additional Address button to add each additional address.
e Select the Primary Mailing Address checkbox on the line of the address to be used as primary address.
e Delete a line by clicking the trash can icon on the line to delete.
e Insert a copied line by clicking the copy icon on the line that to copy. A new line will be added.
e C(Click Previous to return to a previous section.
e Click Next to proceed to the next section.
Update Address (7) @
Contact Name Information = Enter Home Address = Enfer Mailing Address - =

HPADDR2 - Enteryour Home Address informafion. If your Mailling Address is the same as your Home Address, select the same Mailing Address check box.

*Street 1: | | *Zip/Postal Code: |
Street 2: | | Country: United States ommg
“EE | County: KANAWHA 2
State/Province: West Virginia Q Same Mailing Address?:

Update Address

Contact Mame Information = Enter Home Address = Enter Mailing Address - Enfer Phone =

HPADDR3 - Enter your Mailing Address information.

*Street 1: | | *Zip/Postal Code:
Street 2 | | Country: United States ommg
“city: | | County: KANAWHA 2/
State/Province: West Virginia g

R (3
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Enter Phone
Use the Enter Phone section to add up to four phone numbers. At least one phone number must be entered.

e Select the Primary Phone checkbox on phone number to be used as the primary phone number, which must be work
phone as it is provided on WV.gov website.

e Click Previous to return to a previous section.

e C(Click Next to proceed to the next section.

, Update Address o &3

Contact Name Information = Enter Home Address = Enter Mailing Address > Enter Phone = Enter Email

HPADDR4 - Enter in your phone information below.

*Phone: | | Ext: | | Type: "‘.NEII’k V| Primary Phone:
Phone: | | Ext: | | Type: ‘Fax V| Primary Phone: D
Phone: | | Ext: | | Type: ‘Fax V| Primary Phone: D
Phone: | | Ext: | | Type: ‘Fax V| Primary Phone: D

<proios [ Jswoi

Enter E-mail
Use the Enter E-mail section to add up to two e-mail addresses. At least one e-mail address must be entered.

e Select the Primary E-mail checkbox on the e-mail address to use as the primary e-mail address, which must be work
email address.

e Email address must be entered in the E-email and Confirm E-mail fields.

e Click Previous to return to a previous section.

e C(Click Submit to save changes.

, Update Address @ €3

Contact Name Information = Enter Home Address = Enter Mailing Address = Enfer Phone > Enter Email

CTEXT not found

E-mail: Cenfirm E-mail: Primary E-mail:
| | | |

E-mail: | | Confirm E-mail: | | Primary E-mail: D

T C

Password Management
The State of West Virginia does not utilize Password Management.
Process Name Change

The State of West Virginia does not utilize Process Name Change. Employees should contact the department HR/Payroll
Administrator for name changes.
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Notifications

The Notifications area displays various announcements or notifications that have been issued, including the date the
notification was issued, the type of notification (for example, an Alert, Broadcast, or Announcement), the associated
message, and any relevant links. For large messages, click the More link to display the rest of the message.

Quick Links

The State of West Virginia does not utilize the View Performance Incidents or Launch Manager Self Service quick links.

My Work Widget

The My Work widget displays documents the users created in ESS. Documents are sorted by those that are still in
progress, and those that are completed.

HPWORK. - Wiew and modify your work in progress and track completed work.

Completed

Document MName Status Date Last Modified Approver Comments

In Progress
The In Progress tab lists ESS created documents in progress and not yet finalized.
Completed

The Completed tab lists ESS created documents which are finalized.
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Forms and Websites Widget

The Forms and Websites widget displays forms or website links. Users may:

e Click the link to launch the website

e Click the Attachments icon to open a pop-up window to download the related attachment

o Click the Attachments icon to open a pop-up window with a list of attached forms or websites related to the
selected topic.
o Click the Download button to download an attachment.

Forms and Websites ==

Topic
Benefit
Benefit

Compensation

Enrollment

Tax
Tax

Tax

Tax

Tax

Tax
Tax
Tax

Tax

Description
CPRE

PEIA

MET PAY DISTRIBE

WV RETIRE PLUS

EY EMP TAX WiH
MD EMP TAX WiH

OH EMP TAX WiH

PEIA 1085C INFO

WA EMP TAX WiH

W4 INST WKSHT
W EMP TAX W/H
W LOW INCOME
W NON RESIDENT

Department
ALL
ALL
ALL
ALL

ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL

HPFW - View links to websites and view downloadabls forms.

Link

https /v wvretirement.com/
hitps:/ipeia.wv.goviPages/idefault. aspx

https /e wvsao gov/ElecironicPayments/Default
hitps:/fwwd57_empower-

refirement. com/paricipant#login?
accu=WvirginiaWwR

https:/frevenue ky.gov/Forms/42A804% 20(K-
4y%20(2022)(11-21).pdf

https:/hwwow. marylandtaxes goviforms22_forms/MV

hitps:/ftax. ohio govistatic/formssemployer_withholdi
itd-combined-fi. pdf

hitps://peia.wv.govinews_center/Pages/Health-
Care-Forms_ aspx

https:fhwww tax virginia_.gov/zites/defaultfilesitaxfon
4-any pdf

https:fhwwwirs govipub/firs-pdfifwd_pdf
https:/ftax.wv.goviDocuments/TaxForms/it1 04_pdf
https:/ftax.wv.gov/DocumentisiTaxForms/it104_1 pdf

https:/ftax.wv.goviDocuments/TaxForms/it1 0 dnr. pdf

Attachment

Favorites Widget

The State of West Virginia does not utilize the favorites widget.

Time and Leave Tab

The State of West Virginia does not utilize the Time and Leave tab.
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Compensation Tab

The Compensation tab allows a user to view information related to pay, deductions, and tax information. The Issued

Checks/Advices, Tax Information, Pay and Deduction Su

mmary, Tax Levies and Garnishments, Electronic W-2, and

Paycheck Calculator widgets are on the Compensation tab.

TW PNIE RALEAS

g lime and Loave ISR AUN o) Pedormance

Isswed ChechaAdvices
CICA - This page allows you 1o download paystubs and view lssued Checka/Adnces

H Trave and Expense

CTAXINF - View your tax forms from below AddBionally. you can
view your Tax Withholdings(Allowances

Entor & Yoar: | 2022
Gross Pay Total
Appaimiment 10 Check Date Type of Check  ToRR T Decuctions Net Pay Amcant O
Amount

The State of West Virginia DOES NOT use the Create Federal
WA function, Please comtact your HR/Payroll Administrator to
update your tax withholdings.

Viow Tax Wathholdings/Allowancsa

Wiew and Request Duphcate Tax Forma

Dssposition Information Tax Your Tax Foom Federnl Tax 10 View
Appontnent 10 Type of Check :
Issued Checks/Advices Widget
This Issued Checks/Advices widget displays a listing of paychecks which have been issued.
e C(Click the view icon to download a paystub.
e Click View Pay and Deduction Details to open Pay and Deduction Details pop up window.
Issued ChecksiAdvices -0
CICA - This page allows you to download paystubs and view ssued Checks/Advices
Enter a Year: 2072 m
Appaintment ID Check Date Type of Chack Groas Pay Amaunt ;T“ﬂuli":dwuam Met Pay Amournt Diapasiticn Desposition Date Daowndoad
DE2E2022 Regula Cleared Payment R el
oRM2R022 gl Cleared Paymaent DEMQEI0E2
OTR292022 Regular Cleared Payment o702
?-:i;;;?—cemal Claarad Paymant 07THSR022
oTrs2022 Regular Cleared Payment oTroe2022 -
Disposition Information
Appoantment 10 - Typa of Check @
Check Date Combined Check :
Bank Account Disposition :
Bank Name Dispositon Date

Check Number

Payment Summary Information

Payroll Mumbar :
Title :

View Pay and Deduction Details

Gross Pay Amount

Todal Deductions Amount :
Nt Pay Amouint @

FICA Wage =

Fringe Benefits :

Note: The Bank Name is displayed as BB&T. This field represents the name of the clearinghouse bank that is used by the

state of West Virginia. It is NOT the bank where the em

Employee Self Service (ESS) User Guide
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Paystub

Click the attachments icon to download the paystub in PDF format.

STATE OF WEST VIRGINIA

Payroll Numbar: Total Gross Amt:1,B884.61 Multipla Jobe: 0
Employee Dapartmant : ¥TD Gross Amb; 32,405.41 Depandenta: 0
Pay Pericd End Date:08-12-2022 Total Deductions Amt:S500.89 Other Income: 0

Check Date: 08=26-2022 Bet Pay MmC:1, 283,72 peductions: 0
Primary check Numbar: State Exemptions:g Federal Exemptions: 0
Control Wumber: State Tax status Claimed: g Tax Status Claimed: S
EARNINGE DEDUCTIORE
Input . Deduction YTO Deductlion
Description . £ Pay Amount Description Amount
MERIAL PAY 2,00 0,36 FROERAS. INC TAX 3,344,686
REGULAR FAT 0.0 1,758, ADOL WY TAX 140,00
EICK LERVE DAY 3,00 T30 WV CTATE TAX 1,340,323
FICAE INC TAX 1,949.00
MEDICARE TAX 4EE B2
FERE EE DED 1,458.21
MT FLEX BENEFIT £25.38
FEIA EE DED 333,02
PRIA OPT INE TX 11,66
CITY OWIE DERRF 182,88
LEAVE FRINGE BEREFITS
Dagcription Balance pDescription Amount YTD Amcunt
3T0:190 FICA TAK EMFR 110.04 1.545.01
1,20 MEDICARE TAX &R 26. T4 46502
70,67 PERS BR OED 160,81 3,168,648
PEIA ER DED 23050 2,0878.00
FEIA ER LF DED 0.88 15.52
DISTRIBUTIONS
Nicknama chack MNo. AmSUNT
483,72
T00,.00
280,60

Pay and Deduction Details

Pay and Deductions Details pop up window displays detailed pay, deduction, and fringe information about the paycheck.

Pay And Deduction Details

X

CPAYDEDD - On this screen, you can view line detail information pertaining to Pay, Deduction and Fringe
details on your paycheck.

Deduction Details Fringe Details

Appointment Pay Pay Event Event Date Input Dollar Entity -
10 Category Type Amount Amount Adjustment
REGULAR REGULAR "
PAY PAY 08M2/2022 6:15
REGULAR REGULAR .
1 PAY PAY 0812022 800
Pay Details tab
The Pay Details tab displays payment information.
Deduction Details Fringe Details
Appointment Pay Pay Event Input Dollar Entity -
[ Category Type ErETIEE Amount Amount Adjustment
REGULAR REGULAR -
PAY PAY 081242022 615 157.05 0
REGULAR REGULAR .
By By 08/11/2022 8:00 201.03 0
Employee Self Service (ESS) User Guide 04/17/2024 Page 13 of 18



Deduction Details tab

The Deduction Details tab displays employee deduction information.

Pay Details Deduction Details Fringe Details
Appointment Ded Deduction Deduction Dollar Entity
(] Category Type Plan ErETiEE Amount Adjustment
NET PAY NET PAY NET PAY 08/26/2022 1283.72
PEIA EE PEAI
DED HEALTH INS 08/26/2022 34.50
Fringe Details tab
The Fringe Details tab displays employer fringe information.
Pay Details Deduction Details M
Appointment Fringe Deduction Deduction Dollar Entity
10 Category Type Plan EETEE Amount Adjustment
FICA TAX FICA EMPLR
EMPR FICA ER TAX Tax 081242022 110.04
MEDICARE MEDIC ER MEDICARE
TAX ER TAX EMPR 081242022 25.74

Tax Information Widget

The Tax Information widget displays a user’s tax information, including the Tax Year and Tax Form.

Tax Information =

CTAXINF - View your tax forms from below. Additionally, you can view your
Tax Withholdings/Allowances.

The State of West Virginia DOES NOT use the Create Federal W-4
function. Please contact your HR/Payroll Administrator to update your
tax withholdings.

Create Federal W-4 View Tax Withholdings/Allowances

View and Request Duplicate Tax Forms

Tax Year Tax Form Federal Tax ID View

2021 w2 472045326 e |

2020 w2 472045326 o

2019 w2 472045326 o

2018 w2 472045326 o

2017 w2 472045326 o

v

nnas en ATAAACAnE

[[] ESSTAXA - The State of West Virginia does not use this function.

Create Federal W-4

The State of West Virginia does not utilize the Create Federal W-4 in ESS. Tax parameter changes require signed tax
forms which should be provided the employee’s department HR/Payroll Administrator.

Employee Self Service (ESS) User Guide 04/17/2024

Page 14 of 18



View Tax Withholdings/Allowances

Click View Tax Withholdings/Allowances to view the tax withholdings and allowances.

Tax Withheldings/Allowances

A Federal Tax State Tax Marital Federal Tax
Appointment 1D 5ol Status | Status Allowance
= SINGLE MARRIED 0

General Information
Appointment ID
From : 04/16/2016
To @ 12/31/9899
. FED AND WV
Tax Class : TAX
Federal Tax Information
Federal Tax Marital Status : SINGLE
Dependents :
Other Income :
Additional Federal Withheldings
Type Plan Amount

State Tax Information
State Tax Marital Status : MARRIED

Additional State and Localities Withholdings

| Type Plan Amount
ADDL WV TAX WV ST TAX ADDL 20.00
ADDL WV TAX WV ST TAX ADDL 10.00

View and Request Duplicate Tax Forms

0 2
State Tax Additional State
Allowance Tax Allowance AIEIT e
0 04/16/2016 12/31/9999
, FICA &
FICA Class : MEDICARE

Last W-4 File Date : 051272017
Date of Last Electronic Submission

, 05M22017
Federal Tax Allowance : 0
Multiple Jobs :
Deductions :
Percent From To
State Tax Allowance : 0
Additional State Tax Allowance :
Percent From To
05122017 12/31/9999
04/16/2016 05/11/2017

View and Request Duplicate Tax Forms displays Form W-2.

e Click the view icon to download the tax form/Form W-2.

View and Request Duplicate Tax Forms

Tax Year Tax Form Federal Tax ID View
2021 w2 472045326 ol
2020 w2 472045326 A
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ESSTAXA and Submit

The State of West Virginia does not utilize ESSTAXA. Contact the department HR/payroll administrator for Form W-2 for
a printed copy.

Tax Levies and Garnishments Widget

The Tax Levies and Garnishments widget displays a listing of the tax levies and garnishments withheld. These are listed
by Deduction Type, Amount Due, and Amount Paid.

e C(Click the View icon to display detailed information for the garnishment or tax levy.
e Contact the department HR/Payroll Administration for any questions.

Tax Levies and Gamishments ==

CLEVGARN - On this screen, you can view information pertaining to Tax
Levies and Garnishments that are being deducted from your paycheck. For
more details, click on the View icon to see additional information.

Deduction Type Amount Due($) Amount Paid($) View

Pay and Deduction Summary Widget

The Pay and Deduction Summary widget displays pay and deduction summaries.

Pay and Deduction Summary -
CPAYDED - View Pay and Daduction Summary information on this widget. Choose a line in the grid below to view different years or search to refine your selection.
Search
Bk  Ocducton Sunmay
Year Tax Entity 1D Pay Type Fringe Pay Type Pay Category Annual Amount = Q1 Q2 Q3 Q4
2022 wv Pay Type No AMMNUAL PAY 593.59 2359 1871 251.29 0.00
2022 Wy Pay Type Mo ComP TIME 590 0.00 590 0.00 0.00
2022 Wy Pay Typs Ves Fln SMPR 1.949.01 695.99 642,13 607.89 0.00
2022 W FLSAPay Type Mo FLSAOTRATE 11531 115.31 0.00 0.00 0.00
\ : HOLIDAY
2022 W Pay Type Mo WORKED 624.10 448.20 0.00 175.90 0.00
2022 W Pay Type Ho HOLIDAY PAY 180382 524.60 353.54 565.33 0.00 -

e Click Search to search by Year From, Year To, Tax Entity ID, Pay Type, Fringe Pay Type, Pay Category, and Deduction
Category.

Search - Pay Summary Q

vearFrom: [ ] Pay Type : | v|
Year To: |:| Fringe Pay Type :
Tax Entity 1D = l:l Pay Category : &
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Pay Summary tab

The Pay Summary tab summarizes compensation during each year of employment. Click the year of a line from to
display the compensation details for that Pay Category.

Deduction Summary

Year Tax Entity 1D Pay Type Fringe Pay Type Pay Category Annual Amount Q1 Q2 Q3 Q4
2022 W Pay Type No AMMUAL PAY 593.59 23.59 418.71 251.29 0.00
2022 W Pay Type No g}%{dp [UINE 590 0.00 5.90 0.00 0.00

Deduction Summary tab

The Deduction tab summarizes deductions during each year of employment. Click the year of a line from to display the
deduction details for that Deduction Category.

Pay Summary Deduction Su
. Deduction Annual Cap
Year Tax Entity |ID Category Annual Amount Q1 Q2 a3 Q4 Category Cap Rt
2022 Wv MET PAY 22646.24 §,109.83 7.510.93 T.025.48 0.00 0.0000
20232 Wv ADDL WV TAX 340.00 120.00 120.00 100.00 0.00 0.0000

Electronic W-2 Widget

The Electronic W-2 widget allows a user to select paperless W-2 and W-2C tax forms rather than receiving mailed paper
forms.

Electronic W-2 - N-|

Would you like to go paperless and receive your W-2 form electronically?If yes, chack the
box below and click submit. You can uncheck the box at any time and click submit to
change your paperless option.

Paperless:

Effective Date: 10/0%/2020

Cvou may consent to receive your W-2 & W-2C forms electronically. You will receive a
paper W-2 unless you consent to receive the W-2 electronically. If you consent to receive
these forms electrenically, your consent will be effective for the current tax year and all
subsequent tax years until you withdraw your consent or terminate your employment. You
may change and review your W-2 delivery method on ESS at any time. To withdraw your
consent remove the checkmark and Submit. Please note, changes made on or after
MNovember 1st will apply to the following year's W-2 delivery. For example, if you consent
to receive your 2022 W-2 electronically on 11/20/2022, you will receive a paper copy of
the W-2 for 2022 and an electronic copy for all tax years thereafter, unless you change
your delivery method. You may request a paper copy of Form W-2 by mail by contacting
your department HR/Payroll Administrator. A request for a paper statement will not be
considered withdrawal of consent. If your email contact information changes, you may
provide an updated address by contacting the WWVSAO Help Desk (304) 340-4850.In
order to access and print or save your electronic \W-2, you must have a computer system
with Adobe PDF reader installed. Your electronic \W-2 will remain available for five years.

Paperless Only
To change the Paperless option to Yes and receive paperless only:
e Select the checkbox so the checkmark is displayed to consent to electronic delivery only then click Submit.

After submitting consent, the user will receive a message that paperless consent option was updated, and the Effective
Date is updated with the consent date.

Once the Paperless option is selected, a paper copy of W-2 will not be mailed. A PDF version will still be available to
view, print, or download as needed.
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Mailed Paper Form

To change the Paperless option back to No and receive mailed paper forms:
e Select the checkbox so the checkmark is NOT displayed to consent to electronic delivery only then click Submit.
Beginning with the next tax year, you will begin receiving the paper distribution once again.
Paycheck Calculator Widget
The State of West Virginia does not utilize the Paycheck Calculator widget.
Performance Tab
The State of West Virginia does not utilize the Performance tab.

Travel and Expense Tab

The State of West Virginia does not utilize the Travel and Expense Tab. Training resources about travel are located in
myApps / Enterprise Readiness / Training / Travel / Employee.
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