Accessing your 2015 U. T. System W-2 Tax Form (for Paychecks Dated January 2015 to December 2015)

(1) Register for Two-Factor Authentication with Duo (Please refer to instructions from OTIS)
(2) Login to UTShare / PeopleSoft:

https://my.shared.utsystem.edu/

£ UT Share: Home Institution Selection - Windows Internet Explorer

e [ @ https: idm. utsystem. edu/DiscoveryService {UTShare. dsenticy ID=https 34,274, 2Fzap shared utsystem.edu2Fshib O || G || B3| [#4]| % @ U shart
Ele  Edit Miew Favorites Tools  Help

UT ZX SHARE

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 I
Or choose from a list:
I(The University of Texas System Administration T sokiHRamenbact ~en=] Click here to select[UT System Administration from pick list.

Need assistance? Send email to the UTShare Help Desk with a description of the problem

(3) Enter your network username and password on the next screen:
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(4) Authenticate with Duo:

12 Dus Welority Template - Windows Internet Explorer

Gﬁvmh&w utsyshem.edy
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UT System Administration

2FA"

two-factor auvthentication

Device:

Choose an authentication method

=

If you have any questions, please contact Office of Employee Services: 512-499-4587 or Shared Business Operations: 512-499-4700.
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Accessing your 2015 U. T. System W-2 Tax Form (for Paychecks Dated January 2015 to December 2015)

(5) Provide Consent: Once you are logged into UTShare / PeopleSoft, you should see an Employee Self
Service section. Click the Online W-2 Consent link:

gé' Employee-facing registry content - Windows Internet Explorer

\ ") [= . =
@T—_; hd I@ https: jimy.shared.utsystem, edu/psp ZaPPROEMPLOYEESEMPL by ?tab=1UTZ_AP_MWT_ESS ,Oj 3 @ * | K @ Employee-Facing registry con... X

File Edit Wiew Favorites Tools Help

THE UNIVERSITY of TEXAS SYSTEM

Favorites = Main Menu

Personalize: Content Layout
Time Reporting Task(s) sorted by Due Date
Absence Balances, Monthly Schedule, My Time Summary Task Due
Payroll & Compensation = Approval Workflow
View Paychaskmsastilaposit, W-4 Tax Information, View W-2/\W-2¢ & App
Forms€QQpline W-2 Consep) * roval Workflow
My C % Approval Workflow
y Career
UTSYS Careers % Approval Workflow

Ix Approval Workflow
Personal Information
My Current Profile, Personal Information Summary Add a Task

More...

Benefits

My UT Benefits, Teachers Retirement System, UT OEB, UT Retirement
Manager UTSYS Announcements

(6) Select the checkbox to provide (or withdraw) consent on the next screen and click the submit button.
(Note: If you provided consent previously, the “Your Current Status” field will show “Consent
received.” There is no need to provide consent again.)

You will receive a confirmation screen and e-mail confirming your choice:
W-2/W-2¢c Consent Form

Submit or withdraw your consent to receive electronic W-2 or W-2c forms

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 employee record. See

Employee Self Service in UT Share to confirm or change your mailing address.

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

Your Current Status:

v Check here to indicate your consent 1o receive eiectronic W-2 and W-s¢ forms.

Submit |

Return to UTZ Employee S5

HA00% - v

i"start| m o o L 0] |2 wez/wezcconsent- .. &;.fj W) 08:53 AM

If you have any questions, please contact Office of Employee Services: 512-499-4587 or Shared Business Operations: 512-499-4700.
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Accessing your 2015 U. T. System W-2 Tax Form (for Paychecks Dated January 2015 to December 2015)

(7) In Employee Self Service, click the View W-2/W-2c Forms link:

gé! Employee-facing registry content - Windows Internet Explorer
@?: hd I@ https: jimy.shared.utsystem, edu/psp ZaPPROEMPLOYEESEMPL by ?tab=1UTZ_AP_MWT_ESS ,Oj 3 @ * | K @ Employee-Facing registry con... X

File Edit Wiew Favorites Tools Help

THE UNIVERSITY of TEXAS SYSTEM

Favorites = Main Menu

Employee Self-Service Reporting

Personalize: Content Layout
Employee Self Service xa % Tasks

Time Reporting Task(s) sorted by Due Date
Absence Balances, Monthly Schedule, My Time Summary Task Due

Payroll & Compensation = Approval Workflow

View Paycheck, Direct Deposit, W-4 Tax Informatio . App

Forms, Online W-2 Consent * roval Workflow
= Approval Workflow

My Career

UTSYS Careers = Approval Workflow
= Approval Workflow
Personal Information

My Current Profile, Personal Information Summary Add a Task

More...

Benefits

My UT Benefits, Teachers Refirement System, UT OEB, UT Retirement
Manager UTSYS Announcements

(8) Click the Year End Form link to view, print and download your W-2 form in PDF format:
My Links Select e =

2 New Window ? Help DfPersnnalizeF‘agE n@,hﬂp

View W-2/W-2c Forms

Review your available W-2 and W-2c forms below. Selectthe year end form that you would like to review.

Mew a Different Tax Year

W-2
Reporting Tax Form ID Issue Date Year End Form Filing Instructions Final Print

Company
AD w-2 01/19/2016 Filing Instructions r

£\ Return to Search |

(9) If you do not have a W-2 form in UTShare / PeopleSoft and received a paycheck from U. T. System
(dated January 2015 to December 2015), please contact the Shared Business Operations payroll team
immediately by phone at 512-499-4700 or e-mail at Payroll.SBO@utsystem.edu.

(Note: If you started as a new employee in December 2015 and your first paycheck from U. T. System

was dated January 4, 2016 or later, you will not receive a W-2 for tax year 2015. Your first W-2 will be
for tax year 2016.)

If you have any questions, please contact Office of Employee Services: 512-499-4587 or Shared Business Operations: 512-499-4700.
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