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W-2 ELECTIONS 
 

(1) Log in to Workday 
 

(2) Navigate to the 
Home Page and 
select the Pay 
worklet 

          
(3) In the View 

column, select 
My Tax 
Documents 

 

 
 

(4) Select Edit 
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(5) Select OK 
 

 
 

(6) Choose a New Election 
 

(A) Receive electronic copy of my Year End Tax Documents 
Recommended option. Employees are able to print W-2 statements directly from 
Workday mid-January. Filing electronically reduces the wait time to receive a W-2 
statement and minimizes the possibility of becoming a victim of tax-related identify 
theft when sending W-2 statements through the mail.  
 

Refer to the Print Online W-2 job aid for step-by-step instructions. 
 

(B) Receive both electronic and paper copies of my Year End Tax Documents 
Not recommended. This option forces the Payroll Office to mail W-2 statements 
through the mail by January 31st even if the employee has printed the statement in 
Workday. Employees should keep their personal information safe and avoid receiving 
personal and sensitive information through the mail.  

 

 



3 
 

 

(7) Select OK  
 

 
 

         End of Transaction  
 


