HEALTH+

HOSPITALS
W-2 /W-2c Consent
TABLE OF CONTENTS
PAGES 2-3: W-2 /W-2c Consent for Electronic
PAGES 4-5: M-Z [W-2¢c Consent by Mail|

Human Resources Shared Services Page 1 of 5 Revised: October 28, 2021



HEALTH -+
HOSPITALS

W-2/W-2c Consent for Electronic
1. After successfully logging into PeopleSoft HR, click on the Payroll tile.
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2. Select the W-2 /W-2c¢ Consent from the menu on the left to consent to receive W-2 or
W-2c paper forms by mail or electronically.

£ Employee Self Service Payroll Q E @
& Paychecks W-2/W-2¢ Consent
B Tax Withholding DR You currently receive W-2 or W-2c paper forms by mail

Please check the box below to receive a 2020 electronic W-2/W-2c Federal tax form. After you submit your consent
form, it will remain valid until you submit a withdrawal of consent. All employees on active status can view their 2020
and future W-2/W-2¢ forms online. Employees who are terminated will not have the ability to view or print their forms
= Pay Advice Distribution Option and must contact Payroll Shared Services for assistance.

| Employment Verification Letter

If you elect not to check the box below you will receive a printed copy of your 2020 W-2/\W-2¢ form via U.S. Mail.

] W-4 Tax Information If you have any further questions or require W-2/W-2c forms prior to 2020, please contact Payroll Shared Services

(PRSS) at 646-694-7777 or email Payrollinquiries@nychhc.org. L\\,

5} Direct Deposit Upon clicking the Submit button, an immediate email confirmation will be sent informing you that your 2020 electronic

W-2/W-2c tax form request has been received and a subsequent email will be sent as soon as it is available to view
f) IT_2104 Tax Form and print

f— View W-2/W-2c Forms

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

— W-2/W-2c Consent °
X

3
] View Leave Balances

| View Unprocessed Timesheets
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3. If you wish to receive your W-2 or W-2c forms electronically, select the check box next
to ‘I consent to receive W-2 or W-2c forms electronically’. Then click Submit.

W-2/W-2c Consent

e You currently receive W-2 or W-2c paper forms by mail

Please check the box below to receive a 2020 electronic W-2/W-2c Federal tax form. After you submit your consent
form, it will remain valid until you submit a withdrawal of consent. All employees on active status can view their 2020
and future W-2/W-2c forms online. Employees who are terminated will not have the ability to view or print their forms
and must contact Payroll Shared Services for assistance.

If you elect not to check the box below you will receive a printed copy of your 2020 W-2/\W-2¢ form via U.S. Mail.

If you have any further questions or require W-2/W-2c forms prior to 2020, please contact Payroll Shared Services
(PRSS) at 646-694-7777 or emaiiPayrolIlnquiries@nychhc.org_

Upon clicking the Submit button, an immediate email confirmation will be sent informing you that your 2020 electronic

W-2/W-2c tax form request has been received and a subsequent email will be sent as soon as it is available to view
and print.

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

LY

4. A Verify Identity window populates. Enter your password and click Continue to
consent. Your changes should save successfully.

. . 2
'('F."g’é's' Verify ldentity x [U20 pleaseco
Upor To protect your privacy, verify your identity by typing be sent informl
WF-,ZM your password. If you are not this user, click Cancel. il will be sent a

and pr UseriD EMPLOYEET
1 Password l T \ 1
|
i A I Conﬂwue ‘ [ Cancel ‘ L
k

Payroll

Submitted Successfully

a You will receive W-2 or W-2c forms electronically
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W-2/W-2c Consent by Mail

1. After successfully logging into PeopleSoft HR, click on the Payroll tile.
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2. Select the W-2 /W-2c¢ Consent from the menu on the left to consent to receive W-2 or
W-2c paper forms by mail or electronically.

& Employee Self Service

E5 Paychecks

% Tax Withholding
E— Employment Veerification Letter
E= Pay Advice Distribution Option
F— W-4 Tax Information
F— Direct Deposit
f— 1T_2104 Tax Form

f View W-2/W-2¢c Forms

W-2/W-2c Consent

llh_— W-2/W-2¢ Consent 'k

F View Leave Balances

F— View Unprocessed Timesheets

Payroll

P You currently receive W-2 or W-2c forms electronically

Please check the box below to receive a printed 2020 W-2/W-2c Federal tax form via U.S. Mail. After you submit your
withdrawal form, it will remain valid until you consent to an electronic W-2 or W-2¢ form

Please verify your mailing address on file is correct k{ive employees can update their address on ess nychhc org.

If you have any questions, please contact Payroll Shared Services (PRSS) at 646-694-7777 or email at
Payrollinquiries@nychhc.org.

[ 1 withdraw my consent to receive W-2 or W-2c forms electronically

R i @
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3. If you wish to receive your W-2 or W-2c forms by mail, select the check box next to ‘1
withdraw my consent to receive W-2 or W-2c forms electronically. Then click
Submit.

W-2/W-2¢ Consent

a You currently receive W-2 or W-2c forms electronically

Please check the box below to receive a printed 2020 W-2/W-2c Federal tax form via U.S. Mail. After you submit your
withdrawal form, it will remain valid until you consent to an electronic W-2 or W-2¢ form.

Please verify your mailing address on file is correct. Active employees can update their address on ess. nychhc.org.

If you have any questions, please contact Payroll Shared Services (PRSS) at 646-694-7777 or email at
Payrollinquines@nychhc.org.

withdraw my consent to receive W-2 or W-2c forms electronically

K

4. A Verify Identity window populates. Enter your password and click Continue to
withdraw your consent. Your changes should save successfully.
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WF-:ZM your password. If you are not this user, click Cancel. il will be sent a
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Payroll

Submitted Successfully

e You will receive W-2 or W-2c paper forms by mail
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