How-To Download W2s — (Manager Profiles)

1. Login to profile at www.mcigo.net

Management Control, Inc.

Help Desk: 256-234-6299

Ciient & Emplioyee Sign In
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Q/ Lsername
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2. Select Employee Profile from the menu

MCIAPPS

Payroll Entry | Employee Profile | Reports | Client Profile | Search | Documents | Resel§
Welcome to MCIAPPS - MCIPay




3. Select an employee from the drop-down menu

MCIAPPS
Payroll Entry | Employee Profile | Reports | Client Profile | Search | Documents | Rese
_ <Select Employee> s _'Sor‘l by Name %) 2013 v | <All Locations>
Profile _
First Name Address 1 SSN
Mid. Init. Address 2 Driver's Licence #
Last Name | _ City _ Phone
Gender M W State Alaska L% Emergency Phone
Race M ZIP Code . _ Ernail
Birthdate . D|

4. (A) Click the History tab - (B)Select the desired W2 year - (C) Click View W2s

MCIAPPS
Payroll Entry | Employee Profile | Reports | Client Profile | Search | Documents | Rese
v Sort by Name | 2013 &! | <All Locations>
J-\ c
| Profile | Default Rates | Documents | Notes | History/ /
View History Year-to-Date ‘ View Check History | View W2s ‘
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