Instructions to Opt-In for electronic W2 delivery

Step 1: Log in to Employee Self-Service

Step 2: Click on the Payroll box

EMPLOYEE v Employee Self Service

Leave & Comp Balances OnBoarding Company Directory
Descr End Bal

Birthday Leave 4 LR E
0

City Floated Holiday

City Managerial Leave 0 = EBE

Excess Vacation 2342
Sick 7206

Personnel Election Ballot Company Property Personal Details

r’—" A ORACLE ORACLE
m PEOPLESOFT PEOPLESOFT

Last Pay Date 11/25/2020

Talent Profile Benefit Details Performance

« +h =}

Next Due Date 10/18/2017

Open Enroliment

No Enroliment Available At This Time

Step 3: Click on the drop-down option on the W-2/W-2c line



< Employee Self Service Payroll

5 Paychecks Paycheck
[ W-4 Tax Information
Company Pay Begin Date / Pay End [
] W-2/W-2c : 11/07/2020
e 11/25/2020 City of Albugquerque 112012020
2 Direct Deposit
Gty of Al 10/24/2020
11/13/2020 ity of Albuquerque
,2 Voluntary Deductions 11es0ze
ity o Alb 10/10/2020
2 Paycheck Modeler 1013012020 Hy obraneate 10/23/2020
= ity of Alb 09/26/2020
ity of Albuguerque
& 3rd Party Pay Inquiry 10/16/2020 ¥ Auerd 10/09/2020
City of Alb 09/12/2020
10/02/2020 1ty of Albuguerque 09/25/2020
ity of Alb 08/29/2020
ity of Albuguerque
09/18/2020 Yy iquerg 09/11/2020
Gty of Alb 08/15/2020
ity of Albuguerque
09/04/2020 Y querg 08/28/2020

Step 4: Select W-2/W-2c Consent

< Employee Self Service

ET Paychecks Paychecks

-

W-4 Tax Information

Check Date Company
W-2/W-2¢c A

E
:

11/25/2020 City of Albuguerque

View W-2/W-2c Forms

11/13/2020 City of Albuquerque

E® Direct Deposit 10/30/2020 City of Albuguerque

.2 Woluntary Deductions 10/16/2020 City of Albuguerque

"= Paycheck Modeler
L= Pay 10/02/2020 City of Albuguerque

ES 3rd Party Pay Inquiry
09/18/2020 City of Albuguergue

09/04/2020 City of Albuguergue




Step 5: Click in the box to consent

{ Employee Self Service Payroll

EQ Paychecks W-2/W-2c Consent

1 W-4 Tax Information
il W-2/W-2¢ ~

View W-2/W-2c Forms [ | consent to receive W-2 or W-2c¢ forms electronically '

W-2/W-2¢ Censent
9 Direct Deposit
,9_ Voluntary Deductions
[ Paycheck Modeler

EZ 3rd Party Pay Inquiry

Step 6: Press the Submit button.

You have completed the consent process. Thank you.



