TAX FORM USER GUIDE

Mountain View School District

Welcome to the 2016 Tax Form Employee Site!

In order for us to meet the new Affordable Care guidelines, an
additional annual statement (1095-C form) will need to be provided
to employees during the same timeframe as the annual form W-2.
Please use the following instructions to request reissued copies of
form 1095-C and to opt-in for an electronic delivery.

Lisa S. Loop
lloop@mtview.k12.ca.us




Employee Tax Form Site Setup

Create an Account
1. From your employer’s main site, navigate to the Create an Account section.

www.paperlessemployee.com/mvsd

User ID: If this is your first visit to the site, you must
create an account to access your employer's

] corvices
Password:

This site is an employee self-service
portal for:

Forgot User ID or Password

2. Enter your personal information
e Verification of identity is needed

Create a New Account

Account Authentication

Your Social Security Number and the First 3 letters of your Social Security Number

last name are required to validate your secure account access. m

Your $5M should be in the format of 123-45-6789 (and cannot begin with 000" or '666")

First 3 letters of your last name

Authenticate & Create Account

e C(Create login information
o Astrong password will require using letters and/or numbers

Create a New Account
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3. Choose three security questions to answer. The answers to the questions will be used to assist you in resetting a
forgotten password.

ate a New Accoul

Security Questions

The answers to the below guestions will be used to assist you in resetting a forgotten password. Your answers must match the original text and formatting used when
you initially provided these answers.

Question 1 *
What was your childhood nickname?
Answer Question 1 *

Janie

Question 2 *
In what town was your first job?
Answer Question 2 *

England
Question 3 *
Where did you spend your honeymoon?

Answer Question 3 *

| The Jungle |

Save Security Questions Reset Questions

4. Provide accurate contact information. This information will be used for resetting your password and

notifications you opt in to receive.
a. This information may be shared with your employer

eate a New Account

Contact Information

The information you provide below is used for resetting your password and any notifications you opt to receive. This information may be shared with your employer.
Please see the Privacy Statement for details.

Primary Email Address

Jtarzan@gmail.com

Retype Primary Email Address

Jtarzan@gmail.com

Alternate Email Address
Jtarzan1@gmail.com
Retype Alternate Email Address

Jtarzan1@gmail com

Text Message
R — Please use a phone number capable of receiving SMS. Your carrier may charge fees for this service for
(555) 211-5555 Nextel i which we are not responsible.

5. Optin for electronic notification options
a. If you wish to access the 1095-C electronically, you MUST provide accurate contact information

Notification Options

It you are eligible for a 2015 Atfordable Care Yes f"""‘" ARermate
Act (ACA) Form 1095, would you like to access " Emal
od Address Address

this statement electronically?

Form 1095 is an annua provided 1o ncividuals deemed eigibie for health insurance through their employer Your employer

determine by the end tax year If you meet the requirements to receive this form. For more information on this new form

s.gov/aca

please visit
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a pat fie and print
copy
over from year 10 year unless y

You will not receive a paper

hoose to withdraw your consent

4. This registration will be carrh

5. You may opt out at any time by r

t0 this site and sel g the "Account Settings” menu option

documents, you can downioad the free Adot

If you do no fMware instalied on your computer for viewing

Save Notification Option Settings



Accessing Statements
1. From your dashboard, select the appropriate statements

Welcome

Account Name: Jane Tarzan ~
E— What would you like to do today?

Year-End Tax Statements

Access Current Year-End Statements

Please contact your administrator for additional assistance



