MGHR Viewing your W2/1095C

EMPLOYEE SPACE

1) Log into GHR with at this address: https://mingle-
portal.inforcloudsuite.com/COUNTYOFROANOKE PRD.

2) Once you are in you can click on the Tic Tac Toe icon in the upper left of the screen.
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3) Then choose Infor Global HR.

Homepages Infor Global

4) From the Global HR Home screen, select My Tax Documents.

My Tax Documents

1 Reprint W2s and 1095Cs
E—

5) This will navigate you to the MHC website where you can view your W2 and 1095C. From
here click on My Documents and choose the appropriate form you would like to see.

My Documents My Delivery Settings

1095-C
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6) The first time you visit the site you must give Authorization for each document.
To do so, click on Authorization Required.
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7) Once you have click Authorization Required you need to click Print Test down
below.

- W2 the instructions to o

© Authorization Required NOTE: Each delivery optio

@ indicates no del
@ indicates you ar
€) indicates you ar

indicates you ha

Please choose your delivery settings for your W2 documents.
Authorization Required

| wish to have the ability to download a copy of my W-2 electronically via the
have the ability to use Adobe Reader (available at no charge) to print it. | wa
will be available by January 31st. You must successfully print a test page bef

You must successfully print a test page before you agree.
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8) On the next screen click on Tax Document in PDF Format

You must successfully print a test page before you agree.
View a sample Tax Document in PDF Format and print it.

Were you able to print it successfully?



9) This will open a test document.
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10) Assuming the test document opened and you could print it, you need to
close the test document and then click Yes where is says “"Were you able to print it
successfully?”.
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You must successfully print a test page before you agree.
View a sample Tax Document in PDF Format and print it.

Were you able to print it successfully?

You then need to click I Agree for the Authorization.
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| wish to have the ability to download a copy of my W-2 electronic:
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12) Choose Yes for Web Delivery (This does not mean that you have chosen
only Web Delivery. You will still receive a paper W2 and 1095C in the mail
in 2021) and click Submit.

Please choose your delivery settings for your W2 documents.

You will receive emails at your primary email address: apalazzola@rcps.us *

as well as your secondary email address:

Web Delivery

Authorization Started - clicking Submit completes your authorization

® Yes No

Settings controlled by your system administrator dictate whether you will receive an email notification w

13) At this point you need to choose the year that you would like to view, select
the document, and click View Selected. Your document will open in a separate
window.

Filter By Year: 12019 v

14) You will need to repeat this process for both your W2 and 1095C.



