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VIEW AND CHANGE YOUR W-2 DOCUMENT PRINTING ELECTIONS 

You can easily edit your W-2 printing elections in Workday by following the steps below.  

To review and update your W-2 printing elections: 

1. Click the Pay application on your Home page  

 

2. Select My Tax Documents under the View column. 

 

3. View your Tax Forms Printing Elections for all companies you worked in within the current year in the table provided. 

a. You will need to edit your printing election for every company you worked in. 

 

4. Click the Edit button in the Printing Election column to change your printing election. 
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5. Select whether you wish to receive just an electronic copy or both a printed and electronic copy.

 

6. Click OK. 

 

7. Repeat the process for every company you worked in if applicable. 


