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Instructions to access and print your electronic Form W-2 

1. Select the Penguin Portal Link 

2. Select the Login button 

3. Sign into the Penguin Portal using your Username and Password 

4. Select Banner Self Service under e-Services Faculty & Staff 
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Main Menu 

Persona l Information 
View add resses, phonies and e-mail address; Change your PIN and/or y ou r security question; Pu rchase Parking. 

A lumni and Friends 
V iew g iving h istory, 

Student and Financial A id 

'

Register, view academic records, Financial Aid, Student Account, and Admission information, 

Facu lty and Advisor s 
EnU'.r Grades and Regis tration Overrides, V iew Class Lists and Student Information 

Employee 
Time sheets, time off, benefits, lea'Ye o r job data , paystubs, W2 form, W4 data, 

Finance 
Create or review financial documents, budget information, approvals , 

Ernployl!l! 

Finance 
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Personal Information AJumni a nd Friends Volunteer Student Financia l Aid Faculty Services 

~ .t.. _: Elect..-onic Tax Form Consent 

~ W -4 Tax Exemptions or Allowances 

W-2 Wage and Tax Statement 

Tax Forms 

W -2c Conected Wage and Tax Statement 

1095-C Employer-Pr ovided Health Insurance Offer and Coverage S t atement 

Finance 

5. Select the Employee menu option 

6. Select the Tax Forms menu option 

7. Select the W-2 Wage and Tax Statement menu option 
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Personilll Informilltion Alumni and Friends Volunteer St:udent Flnzancial Aid Faculty Services Finance 

You may adj ust the display size by selecti 

Tax Year: 
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Personal Information Alumni and Friends Volunteer Student Financial Aid Faculty Services Finance 

'-._ • Print W-2 Verification 

' ~ Enter your PI N and se lect S u bmit to obtain a p ri n t able form W-2. 

PIN: 

8. Using the drop down menu, select the desired tax year then click display 

9. Your W-2 will be displayed at this time.  In this example, the W-2 was omitted for privacy 
purposes. At the bottom of this page, select Printable W-2 to print your W-2. 

NOTE: Actual W-2 omitted for privacy purposes 

10. For security purposes, enter your PIN and select submit.  Your W-2 will be displayed and 
available to print. 




