To Opt In for Electronic W2 ONLY

Will not receive a paper copy going forward

Log onto Workday
From your Home Page
Click Menu (top left hand corner of page)
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Benefits and Pay
Tax Documents
In the top section under Tax Forms Printing Elections, click the Edit button

Current Year End Tax Document Printing Election Printing Election

You are currently receiving both electronic and paper copies of your Year End Tax Documents.

Click the top radial button below if you no longer want to receive a paper copy

Current Year End Form Printing Election  You are currently receiving both electronic and paper copies of your Year End Tax Documents.

New Election * Receive electronic copy of my Year End Tax Documents

(O Receive both electronic and paper copies of my Year End Tax Documents

Click OK



