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View/Print My Year End Forms Overview

This guide provides the procedures for Retirees, Annuitants, or Former
Spouses to view, print, and/or save Year End tax forms in Direct Access
(DA).

Payslips, 1099R, and ACA forms will open in a new window. Itis
important to turn off the pop-up blocker in your web browser to view
them. If you are using a MAC, you may need to download another
browser such as Chrome or Internet Explorer. For more information on
how to turn off the pop-up blocker, see the Direct Access Compatible
Browsers user guide.

You will also need Adobe Acrobat reader installed. An Adobe Acrobat
link is provided upon opening the 1099R and ACA forms pages.

You will notice a change in how Direct Access displays upon login.
There is a new “hover” feature that shows what is covered under a
articular tile as your mouse moves over the tile as shown below.
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Tax Consent Form

Introduction

tax documents in DA.

This section provides the procedures for consenting to receive electronic

Procedures See below.
Step Action
1 | Log into DA Self Service at Direct Access Self Service.

Select the Retired Pay Details tile from the Retiree Self Service homepage.

Retired Pay Details

‘m

Select the Year End Form Delivery Consent option.

< Retired Self Service

EZ' Retired Payslip

&> 1099R - View/Print

¥ ACA Forms - View/Print

ﬂ-. EFT/Direct Deposit - Change
b‘ Federal and State Tax - Change
@ Verification of Pay Award Ltr

‘= Open Debts - View

ER voluntary Deductions - Change

A° Year End Form Delivery Consent

Continued on next page
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Tax Consent Form, Continued

Procedures,
continued

Step Action
3 | The Tax Document Consent Form will display.

Tax Document Consent Form

AXEL FOLEY

Submit or withdraw your consent to receive ALL electronic tax forms, including w2, w2PR, ACA 1085, 1099R, and all
comrected versions of these forms.

IT your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

If your current status is "No Consent Received” or "Consent Withdrawn" you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U_S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity theft. These forms all contain information
highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall into the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive electronic tax forms” and click
the Submit button to update your status.

Your Current Status: Consent received.

[ check here to withdraw your consent to receive electronic W-2 and W-2Zc forms.
View/Print 1099R

Submit View(Print ACA Forms

Continued on next page
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Tax Consent Form, Continued

Procedures,
continued
Step Action
4 If Your Current Status indicates No Consent Received or Consent Withdrawn

and you wish to receive these forms electronically, click “Check here to indicate
your consent to receive electronic W-2 and W-2c forms”. Click Submit.

Or

If Your Current Status indicates Consent Received and you wish to receive
paper copies of these forms, click “Check here to withdraw your consent to
receive electronic W-2 and W-2c forms”. Click Submit.

Tax Document Consent Form

AXEL FOLEY

Submit or withdraw your consent to receive ALL electronic tax forms, including w2, w2PR, ACA 1085, 1098R, and all
corrected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

IT your current status is "No Consent Received” or "Consent Withdrawn" you will receive these forms by mai

By withdrawing your consent you indicate that wish to receive future tax forms via U.S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity theft. These forms all contain information
highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall into the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive electronic tax forms” and click
the Submit button to update your status.

=

Your Current Status: Consent received

Check here to withdraw your consent to receive electronic W-2 and W-2c forms.

View/Print 1099R

Submit View/Print ACA Forms

Continued on next page
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Tax Consent Form, Continued

Procedures,
continued

Step

Action

5

If you elected to change your consent status, the Verify Identity message will
display. Enter your Direct Access Password and click Continue.

Help

Verify Identity
To protect your privacy, verify your identity by typing your password. If you are not this user, click Cancel.

User ID: 1234567

Password:l [ —— I

Continue Cancel

Your Current Status will update based on the selection made in Step 4. Click
Return to CG Retired Pay Self Service to return to the home page.

Tax Document Consent Form

AXEL FOLEY

Submit or withdraw your consent to receive ALL electronic tax forms, including w2, w2PR, ACA 1095, 109%R, and all
corrected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

If your current status is "No Consent Received” or "Consent Withdrawn" you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U.S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity thefi. These forms all contain information

highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall into the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive electronic tax forms" and click
the Submit button to update your status.

Your Current Status: Consent withdrawn

[ Check here to withdraw your consent to receive electronic W-2 and W-2c forms.
View/Print 1099R
Submit View/Print ACA Forms

To return to the main homepage, click the Retired Self Service back arrow or the
House icon.

Refired Self Service Retired Personal Details N O
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View/Print 1099R

Introduction This section provides the procedures to view, print, and/or save a 1099R
in DA.

Procedures See below.

Step Action
1 | Select the Retired Pay Details tile from the Retiree Self Service homepage.
Retired Pay Details

&

2 | There are two ways to access the 1099R forms. 1) Select Year End Form

Deliveri Consent or 2i Select 1099R — View/Print and skip to Step 4.
< Retired Self Service

EZ Retired Payslip

é= 1099R - View/Print

@ ACA Forms - View/Print

Eﬁ-. EFT/Direct Deposit - Change
(5 Federal and State Tax - Change
[Z] Verification of Pay Award Ltr

‘= Open Debts - View

E3 voluntary Deductions - Change

A2 Year End Form Delivery Consent

Continued on next page
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View/Print 1099R, continued

Procedures,
continued
Step Action
3 | The Tax Document Consent Form will display. To access the 1099R forms, click
View/Print 1099R.
Tax Document Consent Form
AXEL FOLEY

Submit or withdraw your consent to receive ALL electronic tax forms, including w2, w2PR, ACA 1095, 1098R, and all
corrected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

If your current status is "No Consent Received” or "Consent Withdrawn" you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U.S. Postal Service mail. If this is
your wish it is extremely imporiant that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity theft. These forms all contain information

highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall into the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive elecironic tax forms" and click
the Submit bution to update your status.

A
Ed]
Your Current Status: Consent received.
[ Check here to withdraw your consent to receive electronic W-2 and W-2c forms.
View/Print 1099R
Submit View/Print ACA Forms

Continued on next page
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View/Print 1099R, continued

Procedures,
continued

Step

Action

3

A list of the available 1099Rs will display. Click on the appropriate 1099R by
year link.

NOTE: You will need Adobe Reader to view the 1099R. If you do not currently
have Adobe Reader, you will need to download it by clicking on the Get Adobe
Reader link and follow the instructions provided by Adobe.

Remember: You will need to turn off pop-up blockers in your web browser to
view the 1099R.

fetired Pay Details Dir¢

View My 1099Rs
AXEL FOLEY
Ll orts v
1099R by Year Pay Group Form Type
RETIREE Printed at Year End
2021 RETIREE Printed at Year End
2020 RETIREE Printed at Year End
2019 RETIREE Printed at Year End
Has your mailing address changed? If so, please update your address via View/Change My Address. Otherwise 1099Rs, year-end
Payslips, and other administrative material from PPC Topeka (RAS) will continue to go to your old address.

The selected 1099R will open in a new tab.

AXEL FOLEY
1582 E ERIE ST
SANTA CRUZKS 66614-2743

IMPORTANT TAX DOCUMENT ENCLOSED

Instructions for Recipient Box 4. -This is the amount of Federal income tax
withheld on the distribution. Include this on your
This Farm 1099-R reports payment of one of the income tax retum as tax withheld, and attach Copy
following: military retircd pay: survivor benefit B to your retun. If you will receive payments next
annuity; death benefit payment; or court-erdered year and you want to increas or decreasc your
division of retircd pay to a former spouse. This withholding or you want to clect not to have income
1099-R daes not report distribution from a profit- tax withheld, you must submit a new Form W4,
sharing plan, IRA, or insurance contract.
Box 1. -Shows the total amount you received this
year. For military retired benefits, this amount is the
gross benefit, minus non-taxable items such as VA
compensation, disability retirement, SBP/RSFPP
premiums, ete. For annuity recipients, this amount is
the gross annuity minus DIC. For bencficiarics, this
amount is the unpaid retirement or annuity benefit
as described abeve. For former spouscs, this is the
distribution of court ordered division of property.

Box 7. -The code listed identifics the distributions
you received: 3 -Disability (you need not file Form
5329.): 4 -Death (You need not file Form 5329.); ar,
7 -Normal Distribution. Those with multiple
distribution codes (One who is both a Retiree and an
Annuitant, for example) will receive a separate
1099R for cach distribution code.

Box 14, 15, and 16. -If statc income tax was
withheld from the distribution, these may be
completed. Up to two state tax withholdings will be
reported on an individual 1099R. If you have tax
withheld from more than two states, you will
receive an additional 1099R with the additional
state withholding information.

Report the amount printed in Box 1 of the Form
1099-R on your Form 1040 or 1040A.

Box 2a -Same as Box | above.

Account Nbr. -IRS requires a unique account
number in addition to SSN assigned by payer. Your
account number is your EMPLID plus an [D
number. The IRS will use this identifier in the event
a payee has multiple 1099R returns. Example:
Reftiree is also an Annuitant

Note: Boxes 3.5, 6, 8.9, 10, 11, 12,13, 17. 18, and

19 have been deleted from the form.

Continued on next page
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View/Print 1099R, continued

Procedures,

continued

Step

Action

5 | The 1099R may be printed and/or saved to your personal files.

To print: Click the printer icon located on the document’s tool bar.

Copies: |1 =

Pages to Print
® Al
() Current page

The Erinter dialo% will oEen. Ensure the Erinter name is correct and click Print.

Al W PPCMS-APPOT\PPCMP-PDDELDT ~

Properties

[1Print in grayscale (black and white)

[]5ave ink/toner

() Pages 1=%
» More Options
Page Sizing & Handling (1)

Size Poster Multiple

(JFit
() Actual size
(®) Shrink oversized pages

() Custom Scale: 100 %

[[] Choose paper source by PDF page size
[] Print on both sides of paper

Orientation:

(®) Auto portrait/landscape
() Portrait

(O Landscape

Page Setup...

Booklet

Help (D
Comments & Forms
Document and Markups ~
Scale: 75%
8.5x 11 Inches
[ | >
Page 1 of 2

Continued on next page
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View/Print 1099R, continued

Procedures,
continued
Step Action
7 | To save the document to your computer, click the disk icon located on the

document’s tool bar.

©

To exit out of the 1099R, you will need to close the tab. To view another 1099R,
select another year from the list of available 1099Rs. Close the 1099R browser
window when finished.

To return to the main homepage, click the Retired Self Service back arrow or the
House icon.

Refired Self Service Retired Personal Details N A

10
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View/Print Affordable Care Act (ACA) Forms

Introduction This section provides the procedures to view, print, and/or save
Affordable Care Act (ACA) forms in DA.

Procedures See below.

Step Action
1 | Select the Retired Pay Details tile from the Retiree Self Service homepage.
Retired Pay Details

2

2 | There are two ways to access the 1099R forms. 1) Select Year End Form

Deliveri Consent or Zi Select ACA Forms — View/Print and skip to Step 4.
< Retired Self Service

EZ Retired Payslip

é= 1099R - View/Print

@ ACA Forms - View/Print

Eﬁ-. EFT/Direct Deposit - Change
(5 Federal and State Tax - Change
E_{] Werification of Pay Award Ltr

=] Open Debts - View

E3 voluntary Deductions - Change

A2 Year End Form Delivery Consent

Continued on next page

11



26 September 2023

View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,
continued
Step Action
3 | The Tax Document Consent Form will display. To access the ACA forms, click
View/Print ACA Forms.
Tax Document Consent Form
AXEL FOLEY

Submit or withdraw your consent to receive ALL electronic tax forms, including w2, w2PR, ACA 1095, 1099R, and all
corrected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

IT your current status is "No Consent Received” or "Consent Withdrawn" you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U.S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity thefi. These forms all contain information

highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall into the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive elecironic tax forms” and click
the Submit button to update your status.

Your Current Status: Consent received.

Check here to withdraw your consent to receive electronic W-2 and W-2c forms.
View/Print 1099R
Submit View/Print ACA Forms

Continued on next page
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View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,
continued
Step Action
4 | Alist of available ACA forms will display from oldest to newest. Locate the year
of the form you want to open, click 1095-B for that year.
NOTE: You will need Adobe Reader to view the 1095-B. If you do not currently
have Adobe Reader, you will need to download it by clicking on the Get Adobe
Reader link and follow the instructions provided by Adobe.
Remember: You will need to turn off pop-up blockers in your web browser to
view the 1095-B.
View My Affordable Care Act Forms
AXEL FOLEY
EmplID  Year  OriginalVoided/Corrected? View Affordable Care
1 1234567 2020 Original 1095'8
2 1234567 2021  Original 1095-B
3 1234567 2022 Qriginal 1095-B
4 1234567 2023 original 1095-B
5 | The 1095-B will open in a new tab.

(RAS) IMPORTANT TAX DOCUMENT 2022

Axel Foley
1234 North Crescent Drive
Beverly Hills, CA 90210

. . e
Instructions for Recipient

I you or another family memiber received health insurance coverage th

& Health Issarm
115,
dhu

Markerplace
Fom,

s 28-28. This part reports the name, 553
idhual. A date of birth will be entered in cal

Limes 2 and 3. Lise 2 reports your social security number (85N or other txpayer identification samber

{TIN wur is Forms mry show caly the last four digits. However, the

vur omplets 55N or other TIN, if applicable, 1o the IRS. Your dse ™
nk

applic:

Lime 8. This is the code fior the type

g im which you o other covered individuals were enrolled.
Oaly ane letter will be entered on thi

A Small Business Heath Optioss Program | SHOP)

pmEERE

e HELA

Continued on next page
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View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,
continued
Step Action
6 | The 1095-B may be printed and/or saved to your personal files.

To print: Click the printer icon located on the document’s tool bar.

The Erinter dialo% will oEen. Ensure the Erinter name is correct and click Print.

» More Options
Page Sizing & Handling (1)

Size Poster Multiple Booklet
(O Fit

() Actual size
(®) Shrink oversized pages

() Custom Scale: 100 %

[[] Choose paper source by PDF page size
[] Print on both sides of paper

Orientation:

(®) Auto portrait/landscape
() Portrait

(O Landscape

Page Setup...

Al \PPCMS-APPOTPPCMP-PDDELODT w Properties Advanced Help (&)
Copies: |1 = [1Print in grayscale (black and white)
[]5ave ink/toner ®

Pages to Print Comments & Forms
® Al Document and Markups ~
() Current page
() Pages 1-2

Scale: 75%

8.5x 11 Inches

Page 1 of 2

14

Continued on next page
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View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,
continued

Step Action
8 | To save the document to your computer, click the disk icon located on the
document’s tool bar.

©

9 | Toexit out of the 1095-B, you will need to close the tab. To view another 1095-B,

select another year from the list of available 1095-Bs.
To return to the main homepage, click the Retired Self Service back arrow or the

House icon.

Retired Self Service Retired Personal Details PATIA
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