Instructions to consent to receive Forms W-2 and 1095 electronically

1. Select the Penguin Portal Link
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2. Select the Login button
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‘Mote: Your Penguin Portal Lisername & found on your
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4. Select Banner Self Service under e-Services Faculty & Staff
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5. Select the Employee menu option
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Main Menu

Persenal Information

Wiew addresses, phones and e-mail address; Change your PIN and/or your security question; Purchase Parking.
Alumni and Friends

Wisw giving history.

Student and Financial Aid

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

Enter Grades and Registration Overrides, View Class Lists and Student Information
Employee

Time sheets, time off, benefits, leave or job data, paystubs, W2 form, W4 data.

Finance

Create or review financial documents, budgst information, approvals.

6. Select the Tax Forms menu option
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Tax Forms

Electronic Tax Form Consent

W-4 Tax Exemptions or Allowances

W-2 Wage and Tax Statement

W-2c Corrected Wage and Tax Statement

1095-C Employer-Provided Health Insurance Offer and Coverage Statement



8. Check either or both boxes then click Submit
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Electronic Regulatory Consent

¥ Salact the check box bo Consen 10 rece vaur tax stabement eleciranically. or urcheck 1 revoie conssnt.
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Selection Criteria

"W
Comsent to receive W-2 electronically: -

Coeant to receive 1095-C alctronicalby
1 understand the instructions provided 1o me for accessing and printing my electronic tax forms.
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9. Your electronic selection is complete once the screen below is received.
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RETURN TO TAX MENU SITE MAP HELP EXIT

Electronic Tax Form Consent

' Elactronic Statement consent was submitted successfully.
P Select the check box to consent to recelve your tax statement electronically, or uncheck to revoke consent.

By consenting to recelve your tax statement(s) electronically, you agree to return to this site between January 31 and October 1S of the appropriate year to print each of your
tax farms on-ling. ¥ou may ba required to print and attach your tax forms to Fedaral, State, or lacal incoma tax return and it is your responsibility to review the instructions

for each statement as provided in the Help an the specific statement page.

Your consent for each electronic statement will be valid for all subseguent tax years unless revoked by you, upon termination, ar this service Is not supportad in a future given
tax year. You may revoke your consent and receive paper forms by accessing this site and unchecking the, My Choice consent box, or providing written notification to the

Human Resources or Fayroll office.

A paper copy of your Lax statement{s) may be oblained by contacting the Human Resources or Payroll office. Updating of employee contact information is the responsibility of
the employee by providing correct up-to-date information to the Human Resources or Fayroll office.

Selection Criterla

My Cholce
Consent to recelve W-2 electronically: o
Consent to recelve 1095 -C alectronically: o

T understand the Instructions provided to me for accessing and printing my electronic tax forms.

Submit

NOTE: If there is already a check mark in the box, you have previously given consent. No
further action required to electronically consent.



