Show Me How

to Change My Year-End Tax Preferences

PAYROLL

Navigate to Payroll > Year-End Tax Forms.
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From the Year-End Tax Forms screen, click the blue hyperlinked "here."
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EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide. n payCO m
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Read the disclosure, then select the check boxes for the
forms you want to receive electronically, such as the W-2 and
1095. Click "Save."

EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide.

= Youwll cease recelving statements in elsctronic farmat

upan teminatian of yaur emaloyment, ar f yau lose
access to Employee Sell-Serace® for any reason.

« Inform the Payroll'HR depanment promglly of any

perscnal address of contact information changes elther
by updating your infeemation in Emplopee Seif Serace,
©f by cantacting your Payrall or HR department directly.

= Imceder U access, pricd, and retain the electronically

provided Year-End Farmis) you will nesd an intemet
connection and a FDF Viewor ANl of yaur Year End
Fremis) will be avadable fo you slectranically as iong as
you have access ta Employee Self-Service®. The Year-End
Foem may be required 1o be printed and atlached o 8
Fedessl, State, of kocal income tax returm,

Please select how you would like to receive each Year-End
Farm listed belaw:

Paperless Form Selection

" | efect to receive cnly an electronic copy of my W2

Farms

A 1eliec to receive only an electronic eopy of my Fom

1083

< Ielectto receive only an electroniz capy of my Form

1055
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