Employee & Retiree Service Center

REGISTER TO USE THE SYSTEM

To access your W-2s and 1095-Cs, you will need
to log in to the ePaystub and Tax Document Self-
Service system. To create an MCPS username
and password that will enable you to log in—

1. Click the Log in to ePaystub and Tax
Document Self-Service link found on the Pay
and Tax Documents for Retirees and Other
Former MCPS Employees web page.

2. Click Register User.

3. Under Credential Verification, enter your
MCPS employee identification number, your
last name (be sure to capitalize the first letter
of your last name), and your social security
number.

4. Enter the security code found in the blue box
in the space below it.

5. Click Submit.

EPAYSTUB AND TAX DOCUMENT SELF-SERVICE
Instructions for MCPS Retirees & Other Former Employees

Lisernanme;

I ]

Password:

* Credentials are case sensitnve

Click Register User to

[_Legin | begin the registration
Register User process.

Forgof r

Plasse snter vour personasl infarmation for
sach input field and then click Submit.
Ervugalovpeanas Tol;

Lot Pdoamumar:

s M

(&= ¥,y

£ Generate new securniby code

T m

| S ikarmie

®MCPSA



http://www.montgomeryschoolsmd.org/departments/ersc/retirees/retiree-pay-taxes.aspx
http://www.montgomeryschoolsmd.org/departments/ersc/retirees/retiree-pay-taxes.aspx

Employee & Retiree Service Center

-

EPAYSTUB AND TAX DOCUMENT SELF-SERVICE
Instructions for MCPS Retirees & Other Former Employees

. Enter a username (a valid e-mail address).
. Enter |t again to Conﬁrm |t Plosieses gritier 3 valid amiil Sdngss Tt bé L B your DoLrment Ge-
. . Service Lisername anc Primacy Emad Address.
. Click Submit.
. Important: Do NOT click the log-in button
on the system screen. Instead, open your
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e-mail inbox. From: st sicafug com
Date: 3118 P
You will receive a confirmation e-mail at the T A SO T N - S 7 e
. . Chok v oy Siminks user 1 oginty ation
e-mail address you provided as your username.

You will have one hour to— Rl Secondary Email Address (OPTIONAL }
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10. Click the link provided in the e-mail. _— B e Pt s e
11. Enter your employee ID (e-mail), last name, s
and social security number. Corder i
12. Enter the security code found in the blue
box in the space below it. 105 ot want 10 1200 seconcay amad adcress on
13. Click Submit. =)
14. Enter a new password. Enter it again to
confirm it.
15. Click Submit.
Once you have set your password, your
registration will be complete. Although you
will have the option of adding a second
e-mail address to receive notifications, ERSC
recommends you NOT use this option.
LOG IN
1. To log in to the ePaystub and Tax Document
Self-Service system, from the log-in screen,
enter your username and password and click Username:
Login.

Password:
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®MCPSA




Employee & Retiree Service Center

EPAYSTUB AND TAX DOCUMENT SELF-SERVICE
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2. Read the welcome message.
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AUTHORIZE WEB DELIVERY

To access your tax documents, you will first
need to authorize web delivery of them.

1. Deactivate your Internet browser’s pop-up
blocker by following these instructions.
2. Click on either the blue W-2 or 1095-C under s

My Authorization Settings on the left side of ePaystub
the screen. e
Authorizatinn Required
1095-C

Authorization Required

3. Click on Click HERE to get authorized.

Home
My Delivery Settings

My Profile Settings

Change Llsemame
Changc Password

My Authorization Settings

ePaystub w-2 1095 C

Please choose your delivery options for your W-2

*** You MUST be authorized to receive your T
Yes No Web Delivery
Deliver my W-2 document(s) via web 2

ePaystub
' web
W-2
Authorizatlon Required
1085 C
Auwthorization Hequired

Click HERE to get authorized P
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4. Read the authorization agreement Test ePaystub and Tax Document Employee Self-Service
5. Click on Print Test. Follow the instructions to
complete the print test.

My Delivery Settings - Tax Document - Authorization

| wish to ive my W-2 electronically via the MCPS Employee Self-Service (ESS) web
page. | understand that instead of choosing web delivery, | have the option of having one W
-2 form printed at no charge each year.

| understand that by choosing web delivery, | will need to print my \W-2 in order to attach it
to my tax returns. My W-2 will be delivered as a PDF and | will use Adobe Reader
(available at no charge) to print it. | was able to print the sample W-2 successfully.

| understand that | may revoke my consent to receive my W-2 electronically with 30 days
advance notice anytime through December 1 of each year. If | do not revoke my
authorization for web delivery, my 2016 and future W-2s will be available to me online only,
and | will be responsible for printing them.

| understand that MCPS anticipates electronic W-2s will be available by January 15 each
year, but no later than January 31 unless January 31 falls on a kend. If it does, my W-2
may not be available until the first Monday that follows January 3/

| will be notified via e-mail when my W-2 is available online. Oncelpublished to ESS, my W-
2 will be available for reprint through October 15th.

You must successtully print a test page before you agree, Print Test

6. Once you have successfully printed the Print Test x
sample tax document, click Yes.

Format and print it.

7. Click the 1 Agree button. 1 understand that MCPS anticipates electronic W-2s will be available by January 1

year, but no later than January 31 unless January 31 falls on a weelgend. If it does

may not be available until the first Monday that follows January 31.

| will be notified via e-mail when my W-2 is available online. Once pghlished to ES
2 will be available for reprint through October 15th.

‘You must successtully print a test page betore you agree. Print Test | 1Agres

8. ClICk Smelt to complete your authorization. Test ePaystub and Tax Document Employee Self-Service

Wiekcooeme Jobn s

Home > My Defivery
My Delivery Settings

ePaysiub W2 1085-C.

Please cheose your delivery eptions for your W-2 decuments.
“You will recesve emails 31 your primary email a0dress: el iy e

AUthonzation SIanmed - ciciong SUBAW COMMESs your SLNaNZancn

Yes Mo Web Delivery

® 0O Dieftver mry W-2 documentis) via web access.
by your system

your dictate whather You will Feceie &0 emal on when
Information is avalatie via the web.

[ Submit Cancel |
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EPAYSTUB AND TAX DOCUMENT SELF-SERVICE
Instructions for MCPS Retirees & Other Former Employees

VIEW AND PRINT DOCUMENTS

To view and/or print your tax documents—

1. Once authorized to receive web delivery, D
click on either My W-2 or My 1095-C under My ePaystub
View My Documents. Some retirees will My W2 (o
have the option of viewing a portion of their My 1095-C
ePaystubs as well. ; '

2. Click the magnifying glass icon under the
View column that is next to the appropriate e A ——— .
tax year.

gi3ud
58533

3. In the Document Viewing Security window,
enter your employee identification number
in the box provided. Next, enter the security
code (shown in the blue box) in the box
underneath it.

4. To print your tax form, right click on it and et Cert
choose Print. Rocrnias o e

o Emcovers rame aatwa w76 e
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Right click on your
W-2 or 1095-C to
print it.
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