
  Online W-2 & 1095-C Forms Instructions 

Below are the step-by-step instructions to access your W-2 and 1095-C forms online. 

After logging into HR Self-Service follow the below path on the left side of your screen:  

➢ Click on Bookmarks > Employee Self-Service > Pay > Online W-2 & 1095-C. 
 

 

 

➢ Click on ‘My Delivery Settings’ in the Menu to Opt In. 
 

 

 

  

https://hrselfserv.michigan.gov/lawson/portal


o To opt in for your W-2 and 1095-C, click on ‘Authorization Required or Web 
Delivery’. 

        or  

    or  

o Read attestation statement and if you agree, Select ‘Print Test’. 

 

o Click on ‘Tax Document in PDF Format’ to view the requested document. If you can 
view, click Yes. If not, you will need to install Adobe Reader app to view your tax 
form.  You do not need to print the test document to confirm this step was 
successful. 

 

  



 

o Once you can View, click on ‘I Agree’ to document your consent to the attestation 
statement. 

 
 

o At a minimum, enter the required primary email address (if email is pre-populated, 
please verify that it is still valid).  Make sure that email addresses are valid so that 
you don’t miss out on any communications in the future.  We highly recommend 
you enter your work email address and a secondary personal email address.   
 

o Choose ‘Yes’ and ‘Submit’. 
 

 
 
o Repeat above steps to opt into the other tax documents (i.e. 1095-C or W-2).  Even if 

tax forms are not yet available, you can still opt in now. 
 

o Your setting should now indicate you have opted in . 
 

 
 



➢ Select the State of Michigan logo at top left of page to return to the Welcome Page to 
view available ‘W2’ or ‘1095C’ forms.  Note: 1095-Cs are not available to MEDC Corporate, Senate and 

House employees. 
 

  
o Select available year(s) you want to view. 

 
o You should now be able to see your selected form.  Save or print your document(s) 

by choosing the required icon in the upper right of the form. 

 
 

➢ Log out of employee HR Self-Service and close your browser.  Please note: if you are using a 

shared computer and you do not log out and fully close your browser you risk other individuals accessing your 
information until you are systematically logged out.   

Please note we do not recommend you email your sensitive information to anyone, including yourself as it may be vulnerable to cyber 

interception. Please also note you may opt in and out anytime. Once you have opted in you will have the benefit of being opted in for all years 

(no need to do again) and your W-2/1095-C will not be mailed. However, if you are not opted in before W-2 and 1095-C forms are scheduled to 

be mailed, they will be sent by USPS delivery. We recommend you remain opted in to receive your W-2 and 1095-C electronically and to receive 

email notifications when forms are available each January.  

For navigation assistance, please contact MI HR Service Center at 877-766-6447. 
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