\W-2 Consent for Electronic W-2s

**Please note: If no action is taken, the system will default to the paper option. This results
in a printed copy of your W-2; your W-2 will not be available online.**

Go to the Wooster home page (www.wooster.edu). Click on the ScotWeb link located at the
lower right side of the web page.
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Not Logged In

WebAdvisor gives students, staff, and the community access
toour databases.

Please click the Log In tab
to proceed.
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Enter your User ID and Password. This is your Novell user name and password, the same one
that you use for email and pay advices (without the @wooster.edu).

Then, click on the Submit button.
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Click on the Employees tab to access the Employees menu.

3 Webadvisor Main Menu - Mozilla Firefox
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Webadvisor gives statt, and the access
to our databases. i

#Click on the menu bar to
the right.
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Click on the W-2 Electronic Consent link.
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Click on the ELECTRONIC option to receive your W-2 electronically. This provides immediate
access to W-2s once they have been processed. Note: the online W-2 will not be any different
from the paper copy that you will receive from the College by U.S. mail.

Then, click on the Submit button.
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Logged In As: Kimberly

2 Electronic Consent

() | ELECTROMIC - Byselecting this optian, | agree to receive my official W-2 only in electinic format. | understand that by consenting to recéive my W2 in electronic.
format, | will not receive a paper W-2 statement. | understand that by consenting | will have access to view and print all of my prior, current and future W-2 statements
until | remove my consent | understand that | have the ability ot any time to return to this form and remove my consent.

O PAPER - | ¢hoose to withhold my corsent and understand by doing so that | will not receive my official W-2 in electronic format. | also undsrstand that by withholding
my consent | will not hawve access to prior or future W-2 statements electronically. | undeestand that | have the ability at any time to return to this form and consent to
wiew my W-2 statements electronically.

Electronic W-2 Consent History
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Click on the PAPER option to decline viewing and printing your W-2 electronically. By
selecting this option, you will receive your W-2 by U.S. mail to your home address. The W-2
will not be available for viewing or printing online.

Note: The IRS requires employers to have paper copies postmarked no later than January 31.

Then, click on the Submit button.
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until | remove my consent. | understand that | have the ability 2t any time to utum to this form and remove my consent.

@ PAPER - | choose to withhold my consent and understand by doing so thatlullnoinmt my official W-2 in electronic format. | also understand that by withholding
- miy consent, | will not have access to prior of future W-2 stat ks elech Ity. | undestand that | have the ability at any time to retum to this form and consent to
view my W-2 statements electronically,

Electronic W-2 Consent History
[ 01114112 10:51:184M - Consent Given |
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After clicking on the Submit button, click on the W-2 Electronic Consent link at the Employee
Menu to verify the option you selected.
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Logged In As: Kimberly

2 Electronic |

@ ELECTRONIC - By selecting this option, | lgmto recaive my cfficial W2 only in electronic format. | understand that by wmwnn to receive my W-2 in mmlo
format, | will not receive a paper -2 statement. | understand that by consenting | will have access to view and print all of my prior, current and future W2 statements
until | tiemove my consent. | undenstand that | have the ability at any time to return to this form and remove my consent.

O PAPER - | choose to withhold my consent and understand by deing so that | will not receive my official W-2 in electronic format. | also understand that by withholding
miy consent, | will not hawe access to prior or future W2 stat ts elect lly, | undestand that | hawe the ability at any time to retum to this form and consent to

Wnicalr,.
Electronic W-2 Consent History
| 01714112 10:51:18M - Consent Given |

Once you submit your election, you can change it at any time by repeating the above steps.



