Access to W2 and W2 Electronic
Consent Instructions

@ Finalized W2s can be accessed and downloaded using the folowwing instructions:

* Hovering over the My Taxes or Pay Information buttons (depending on your dashboard) and
clicking W2.

+ Using the hamburger on the top left

* My Info -> My Pay -> Forms -> W2
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5  Click "Download PDF" at the bottom of the preview page.

Downjoad PDF|



Consenting to receive an electronic W2 is in the same location.

* Hovering over the My Taxes or Pay Information buttons (depending on your dashboard) and
clicking W2.

+ Using the hamburger on the top left

* My Info -> My Pay -> Forms -> W2
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Previous employees and members can find the direct link on the "My Info" tab
dashboard, "Consent for Electronic W2" in blue.
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The HR Actions button gives you the
ability to update items on your profile,
such as your address, cell phone,
direct deposit, and email.

Please don't use the "My pay"” widget
link that says Update Direct Deposit to
make any changes to your direct
deposit setup. This will only show you
your current direct deposit setup. To
update your direct deposit, click on
the HR Actions button.

@

o
Fi= )

HR Actions My Profile My Taxes

Electronic W2 Consent

Receive your W2 faster!

Click on the link below, click on the button on the top right-hand side "Electronic Consent’, check off the box and click save.
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Click "Receive Form W2/W2C Electronically"

Electronic Consent

Form W2/W2C Electronically

Click "Save"
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10 Click the "Full Name" field.

Electronic Consent Confirm

(i) Please type your full name to confirm: Yatziri De La Mora

Confirm

11  Type "Full Name"

Electronic Consent Confirm

() Please type your full name to confirm: Yatziri De La Mora
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Click "Confirm"

Click "OK"

©

Electronic Consent Confirm

() Please type your full name to confirm: Yatziri De La Mora

Full Name *

[ Yatziri De La Mora

Completed

System was updated to indicate that you want to receive Form
W2/W2C/1098 electronically.




14  Click "Save"
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