/;/Cardinal Employee Self-Service Job Aid
V4 ESS_How to View and Print a Paycheck/W-2

ESS_How to View and Print a Paycheck/W-2

The purpose of this Job Aid is to walk through the process to view and print Paychecks/W-2
documents through Employee Self-Service.

The term “Paycheck” in Cardinal is also commonly referred to as a Paystub, Earnings Notice, or Pay
Advice.

There is also a section for Paycheck reversals. A Paycheck reversal displays a payment that has
been reversed through Payroll.

NOTE: Please review the following information before proceeding to Step 1 of this Job Aid:

o When accessing Cardinal, be sure you are using a computer or laptop. Paycheck stubs and W-2
will not display on a mobile phone

e Use one of the preferred browsers: Google Chrome or Microsoft Edge

e Turn off pop-up blockers as this may prevent the file from opening
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Revision History
Revision Date Summary of Changes

4/21/2025 Added a new section on how to view Paycheck Reversals.
2/18/2025 Baseline
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Viewing and Printing Paychecks

Step | Action

1. Log into Cardinal (my.cardinal.virginia.gov).

0 For more information about Cardinal registration, see the Job Aid titled Cardinal Registration

Quick Start Guide. This Job Aid is located on the Cardinal website in Job Aids under
Learning.

The Cardinal Homepage displays.

Forgol Usemame Forgot Password
User Registration Sign-on Help

2. Enter the Employee Username and Password in the Cardinal Username and Password field.

Cardinal Username

3. Click the Sign In button.
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The Portal Welcome page displays.

ﬁ Cardinal weicome:

Cardinal Applications

Begin Date Message

Humn gt armgurend )
4. Click the Human Capital Management link.

Human Capital Management (HCM)

The Cardinal Homepage displays.

Cardinal Message Board Cardinal Financials

0
Message(s) publshed today

0
Total active message(s)
Benefits Administrator

& o
&

The tiles displayed on the Cardinal Homepage for each user will vary based upon individual
preferences and security settings.
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Step | Action

5. Click the Payroll tile.

Last Pay Date 05/16/2023

Payroll

rlﬁl

The Payroll page displays.

S CIR VS [ Q searchin Menu
Payroll
E% Paychecks Paychecks N
[} Paycheck Reversals
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
2 Wo2rw-2c v 01/25/2024 s
02/16/2024 Alcohglic Beverage Control 020092024 2667.22 63321680 >
Alcohalic B Control 01072024 $2631.56 63236662
02/01/2024 Icoholic Beverage Col 012412024 >
Alcohalic B Ce J 1212512023 63157663
01/16/2024 Icoholic Beverage Control 010912024 $2667.22 >
12/10/2023
12/29/2023 Alcohalic Beverage Control 1224023 $2634.62 63066392 >
All of your Paychecks (regardless of disbursement type (check, direct deposit, etc.)) display
within the summary table.
6. Click the corresponding row for the Paycheck you need to view or print.
Paychecks
Y o n
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
02/16/2024 Alcoholic Beverage Control 0172572024 $2521.49 63303450
d 02/09/2024 : >
Alcoholic Beverage Control orrbr0z4 $2474.68 63236659
il I
02/01/2024 g 0172472024 >
Alcoholic Be Control 127252023 $2517.24 63157660
lcoholic Beverage Control
0116/2024 it} 010972024 >
1212912023 Alcohalic Beverage Control 1271012023 $2478.81 63086369
I Ve
¢ 1272412023 ?
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Step

Action

The applicable paycheck displays in a new browser tab as a PDF document.

=  SSPOFADV.pdf

171 =

125% +

B 9

Alcohalic Beverage Control
2901 Hermitage Road
Richmand, VA 23220

Pay Group:
Pay Begin Date:
Pay End Date:

SMI1-Semimonthly Class (FRITHUOT)
04102020
042422020

JOHN DOE
100 MAIN ST
RICHMOND, VA 227016014

Employee ID:
Department:
Location:

Job Title:
Pay Rate:

226313-Store 313
'VA Alcoholic Bev Control Auth
Retail Menager II

$2,083.33 Semimoathly

TAX DATA:
Tax Status:
Allowances:

Addl. Percent:
Addl. Amount:

HOURS AND EARNINGS.

Descriti
Regular Time - Salaried
VRS Contribution Base

Current

Hours

Eamings
225313
225313

Descripti
Fed Withholdng
Fed MEDEE

Fed OASDUEE
VA Withholdng

225313  1.600.00 11,000.00

TOTAL: 439.82

BEFORE-TAX DEDUCTIONS
Current

ree
CoVA Care
457 Deferced Compensation.
Medical FSA

Employee Retirement DB
Flex Administrative Fee

AFTER-TAX DEDUCTIONS
Current

EMPLOYER PAID BENEFITS

Do
100 | CoVA Care

.0 | 457 Deferred Compensation

Employee Retirement DB
Group Term Life

Retiree Health Credit
Imputed Life®

TOTAL: 39116 2.500.00 TOTAL:

500.00 | *TAXABLE

[ TOTAL GROSS
225313

FED TAXABLE GROSS

TOTAL TAXES

TOTAL DEDUCTIONS

186197 439.82

4.400.00

Current 225313
YTD 11,000.00

YEAR-TO-DATE

5.500.00

PAID TIME OFF___ SICKLEAVE NET PAY DISTRIBUTION
0.0 00 “Account Type. “Routing Number
Savings 00003615

Savings XXXXX2615

Advice 2000000060136210

‘End Balance

MESSAGE: For Training Purposes Only

7. Review the information in the following sections as needed:

a)
b)

c)

d)

e)
f)

9)
h)

HOURS AND EARNINGS: Displays both your current and year-to-date hours and
earnings depending on whether you are an Hourly or Salaried employee

TAXES: Displays your current and year-to-date taxes (Fed Withholding, Medicare,
State Withholding, etc.)

BEFORE-TAX DEDUCTIONS: Displays any current and year-to-date deductions that
you have established wherein the deduction is made from your gross pay prior to
calculating and deducting taxes (CoVA Care, 457 Deferred Compensation, etc.)
AFTER-TAX DEDUCTIONS: Displays any current and year-to-date deductions that you
have established wherein the deduction is made from your net page after calculating
and deducting taxes (Optional Group Life, DOA Admin Fees, etc.)

EMPLOYER PAID BENEFITS: Displays current and year-to-date contribution amounts
from the employer (COVA Care, Employee Retirement DB, Group Term Life, etc.)
Current and Year-to-Date (YTD) Totals amounts (TOTAL GROSS, FED TAXABLE
GROSS, TOTAL TAXES, TOTAL DEDUCTIONS, and NET PAY)

PAID TIME OFF and SICK LEAVE balance information section is not used

NET PAY DISTRIBUTION: Displays how your net pay was distributed and the Advice #
for the disbursement. If you have multiple Direct Deposit Accounts established, they
will all show here with the corresponding deposit amounts
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Step | Action

8. Save or print the document as needed.
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Viewing Paycheck Reversals

Step | Action

1. Click the Paycheck Reversals menu item.

Payroll

EX Paychecks

- Paycheck Reversals

W-2/W-2¢ v

H

The Paycheck Reversals page displays.

New Window |

Paycheck Reversals

‘ @ 120f2 v I View Al
| Paycheck Issue Date |Company | Pay Period Begin Date ‘ Pay Period End Date ‘ Pay i View Pay
02/21/2025 J Sargeant Reynolds Cmnty Coll 01/24/2025 02/06/2025 65426006 | View Paycheck

‘ 01/31/2025 |J Sargeant Reynolds Cmty Coll | 01/10/2025 ‘ 01/24/2025 65273821 | View Paycheck

If there are no Paycheck Reversals, a message displays indicating “there are no Reversals
available for review”.

2. Click the View Paycheck link for the reversal you want to review.

Paycheck Number | View Paycheck

65426006 [View Paycheck
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Step | Action

The Paycheck Reversals page for the selected paycheck displays in a pop-up window.

Paycheck Reversals

Empl ID
Company

Pay Group
Paycheck Number

Dates

Hours and Earnings

J Sargeant Reynolds Cmnty Coll
BW3  Bweekly Wage (FRITHUO?)
65426006

Name

Business Unit 23300

Original Period End Date  02/06/2025 Reversed on Pay End Date  02/20/2025
Original Check Date  02/21/2025

ESS - Paycheck Reversals

Paycheck Totals
Original Reversed
338.83
26.14
0.00
31249

-338.83
-26.14
0.00
-312.49

Earnings
Taxes
Deductions
Net Pay

Deductions

Help

@ 11071 v I View Al El 110f1 v I View Al
Description Original Hours Reversed Hours Original Eamings Reversed Eamings Deduction Type Description Original Deductions Reversed Deductions

Adjunct Py 33863 -338.63

Taxes

@ 12005 %] > 31 ViewAl
Description Original Taxes Reversed Taxes

Fed OASDIEE 21.00 -21.00

Fed OASDIER 21.00 21.00

C o]

Review the information in the following sections as needed:

Dates
o Displays the date of the original pay period end date, original check date and the
pay period end date when the check was reversed in Cardinal.
Paycheck Totals
o Displays the original and reversed amounts for Earnings, Taxes, Deductions, and
Net Pay as applicable.
Hours and Earnings
o Displays the specific earnings as well as the original and reversed amounts for each
earning listed in this section.
Deductions
o Displays the specific deduction(s) type, description as well as the original and
reversed amount for each deduction listed in this section.
Taxes
o Displays the description of the tax, along with the original amount and reversed
amount listed in this section.

@

Reach out to your agency Payroll Administrator if you have questions about reversals.
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Viewing and Printing W-2 Documents
W-2 Documents can be viewed, saved, or printed using the same steps used to view and print
paychecks.

Step | Action

1. Click the W-2/W-2c menu item.

Payroll

ET! Paychecks

1 Paycheck Reversals

w2l \W-2/W-2c ~

2. Follow the steps provided in the Viewing and Printing Paychecks section of this Job Aid.
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Viewing and Printing Prior Year W-2 Documents
To view a prior year W-2 you, navigate to the View W-2/W-2c Forms page.

Step | Action

1. Click the W-2/W-2c menu item.

Payroll

E Paychecks

] Paycheck Reversals

el \W-2MW-2¢ ~

2. Click the Tax Year dropdown menu.

Tax Year | 2023 ™

2023
0

2021

3. Select the Year for the prior W-2 that you want to view/print.

Tax Year | 2023 .
2023

2021

4. Click the View Form button.

View Form |‘

The selected prior year W-2 form displays.

2 7 Social security tips 1 Wages, tips, other comp. 2 Federal income tax withheld
roem W-2 Wage and Tax S ent 2022 |
© Employer's name, address, and ZIP code 8 Allocated tips. 3 Social security wages 4 Social security tax withheld
9 5 Medicare wages and tips 6 Medicare tax withheld
10 Dependent care benefits 11 Nongualified plans | 12a See instructions for box 12
:C
e Employee's name, address, and ZIP code 13 o nant e fety 14 Other 12b
| x| fe | W
b Employer identification number (EIN) 12¢
iDD
a Employee's social security no. 12d
15 State Employer's state ID no. 16 State vages, tips, etc. 17 State income tax 18 Local vages, tips, etc. 19 Local income tax 20 Locaiity name
VA ]
Copy B To Be Filed With Employee's FEDERAL Tax Return This information is being fumished to the Intemal Revenue Service. Dept. of the Treasury - IRS.
OME No. 15450008 Visit the IRS Wieb Site 3t www.rz.goviefile

i nformation i being fumished to the Intemal Revenus Service. f you are required (o fle  tax retum. a

Rev 4/21/2025 Page 11 of 11



