W-2 Consent Job Aid
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1. Log into UTShare/FLUID

e Gotowww.utsa.edu
e From the UTSA home page, click on myUTSA

myUTSA UTSA Today Visit Directary Search

The University of Texas
at San Antonio™ About Admissions Academics Research Campuslife Giving Athletics Alumni  News

N
’ ‘

e Click on UTShare/PeopleSoft

myl TSA UTSA Today

STUDENT FACULTY/STAFF
RESOURCES RESOURCES

See Changes to F WebMail
Spring Registration
¢ OneDrive for Business

¢ UTSA SharePoint

ASAP

F Faculty Center

Blackboard Learn
F Human Besources

¥ Printspot

k UTShare/Paoplesoft
 myUTSA Apps )

FInierim Workfow
¥ DegreeWorks Solutions
¥ OneDrive for Business k Account Passphrase Reser
b myUITSA mall F DigitalMeasures
 Class schedules F Academic Calendar

-

Academic Calendar ¥ ANTi-3pam Email Setmings



http://www.utsa.edu/
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e Select The University of Texas at San Antonio from the drop down list

Select your home institution

UT Share requires that you authenticate with your home institution. Please either select it from the list below,
then click 'Select’, or you may use the search-as-you-type feature by typing a partial name into the search box
below, then clicking 'Search'.

Please do not create a bookmark or favorite in your web browser on this page. This page is not part of
the application you are accessing. You may create a bookmark/favorite after you complete the authentication
process.

Enter organization name (partials ok):
Search

Or choose from a list:

The University of Texas at San Antonio ¥ || Select || Remember for session ¥

Need assistance?
Send email to your local help desk with a description of the problem:
University of Texas at Arlington ¥ || Select

e Enter your login credentials with your network ID and passphrase

UTSA

The University of Texas at San Antonio™

Login to
my.utshare.utsystem.edu

» Forgot y assword?
myUTSA 1D ‘mllbonll :

Need Help

Password

For security reasons, please exit your Web browser and/or log out completely when you
are done accessing services that require authentication, especially if you are using a

public computer or kiosk.

This is a Ingon server for multiple wab services, please do not boskmark this page

t San Antonio. Improper or
nauthorized use of this application ma | prosecution or other disciplinary

pplication o monitoring of the syster

and the user's acknowledgement o
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2. Online W-2/W-2c Consent

Upon entering PeopleSoft/UTShare, the home page is your Employee Self Service page.

e Select Payroll and Compensation Tile

= Employes Sef Service
UTEA Anncunsements

Fee IMBCRTANT - Pay Asvice ESS Insnictions

REMINDER: Motkc 10 all benefits sligink: employees regar
Carks Gonaakcs

>
Personal Decails Takent Profile

«

Time and Artendance UTSA Business Solutions Center

«©

You are taken by default to the Pay check section.

e Select View W-2/W-2c Consent navigation collection

@ Employee Self Service Payroll and Compensation
=i Pay W-2/W-2c Consent
T~ Direct Deposit !TE| You currently receive W-2 or W-2c paper forms by mail

Complete this section to give your consent by using the check box below and dick submit. Your consent will remain in effect until you submit a
withdrawal request or are na longer employed

If no consent is received, W-2 and W-2c forms will be mailed to the address on your employee record. See Employee Self Service in UT Share to
confirm or change your mailing address.

If you have any gquestions, please contact your Payroll Office.

i W-4 Tax Infarmation

i View W-2\W-2c Forms

| W-2/W-2c Consent

| consent to receive W-2 or W-2c forms electronically

| Submit |
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e Select the box which indicates, | consent to receive W-2 or W-2c forms electronically.
e Click the Submit button.

(@ Employee Self Service Payroll and Compensation
i Pay W-2/W-2c Consent
i Direct Deposit el You currently receive W-2 or W-2¢ paper forms by mail
E= \W_4 Tax Information Complete this section to give your consent by using the check box below and click submit. Your consent will remain in effect until you submit a

withdrawal request or are no longer employed
If no consent is received, W-2 and W-2c forms will be mailed to the address on your employes record. See Employes Self Service in UT Share io
confirm or change your mailing address.

i View W-2/W-2¢ Farms If you have any questions, please contact your Payroll Office

| W-2/W-2c Consent
| consent to receive W-2 or W-2c forms electronically

Submit

e Verify Identity by entering your passphrase

Il and Compensation

= Far W22 Consent
] Diract Dpazt B You currenily receve Wot or W-2c paper foems by mal
T W-4 Tan Informabion Complaie this maction d pive your cormend by uzing the chack Bos Below and click submit Your consent will ramain in efed unil you submita withdr vl request orare no kngersmploysd

Hne conzsent is receved, W-2 and W-2c formez wil 2 maledio e address an yaur empicyee record See Emplopee Self Servics in UT Share fa confirm or chanpe your mailing address.
Hyou hava any quasions, pleasa contad your Paproll Ofica.
Viaw W-2-2c Forms

Sl B felaie W3 o VW2 forms alecorenically

= WD Comnl Bl

F—=~

Verify |dentity w

To pwciec youwr privacy, wernilp your i deniity oy ping sour
pasmwnm. Fpou are nodthis user ciick Cancel

User |l GEZBESID

0 s
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e Select the check box “ I consent to receive W-2 or W-2c forms electronically “

be malled to the address on Your 2mployee record.  a
See Emplorae Sell Sandce in UT Share 1o confirm

or change your mailing address.

If youhave any questions, please contact your

Fayrall Omee.

| consent to receive W-2 or W-2c forms

H electronically

e You have now completed the process to elect to receive an electronic W-2.
e You will receive a confirmation email.

|mem:2mm
‘Wednesday, October 5, 2006 MELT &M

[Subject; Conmmnt: Confirmmation

This emal = to confirm that the Payroll Offs YOur consent W2 and W by, The Fayrol Office will stop masng paper W-2 snd W-2c forms to you. f you prefer to recenve paper forms, you
st submPR a withdrawal of consent form,

End of W-2/W-2c Consent Job Aid




