PAYROLL

Navigate to Payroll > Year-End Tax Forms.

From the Year-End Tax Forms screen, click the blue hyperlinked "here."
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Read the disclosure, then select the check hoxes for the
forms you want to receive electronically, such as the W-2 and
1095. Click "Save."
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+ Youwill cease receving statements in electronic format
upon termination of your employment, o if you kose
access to Employee Self-Service® for any resson.

+ Inform the Payrol/HR department promptly of any
personal sddress or contact information changes either
by updating your Information in Employee Self-Service®,
or by contacting your Peyrall or HR department directly.

+ In order to access, print, and retain the electronically
provided Year€nd Formi(s) you will nesd an internet
connection and 3 POF Viewer. All of your Year-£nd
Formi(s) will be available to you electronically as long as
you have access to Employes Self-Service®. The Year£nd
Form may be required to be printed and attached toa
Federal, State, of local Income tax retum.

Please select how you would lixe to recelve each Vear-End
Form listed below:

Paperless Form Selection

W/ elect 1o receive only an electronic copy of my W2
Forms

W/ leieet o receive cnly an electronic copy of my Form
1009

/I electto receive only an electronic copy of my Form
1095

REMIND SAVE
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