Electronic Consent User Instructions

It is time to sign up for electronic consent for both your W2’s and your 1095-C forms! It's easy and it's
convenient. Our estimated timeline is mid-January for release online! If you choose to not enroll
online Payroll will mail your paper tax forms to you by the last week of January. Please note that only
benefits eligible employees will receive a 1095-C form.

You may revoke your consent and receive a paper copy form W2 or 1 095-C by accessing BannerWeb
and unchecking the consent box. Unless revoked by you, your consent stays valid for all subsequent
tax years. Upon Termination you will not have access to self-service and paper copies of your W-2
and/or- 1095-C form will be mailed to your last known address on file.

The Payroll Office thanks you for going green!

Please follow the instructions below to enroll. If you have any questions, contact the Payroll Office at
uiwpayroll@uiwtx.edu or 805-5860.

1. From the UIW Website (http://www.uiw.edu/), click on
menu

2. Navigate to Cardinal Apps
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3. After signing on to Cardinal Apps/ Select Banner 8/Self Service App and sign on to Banner Web
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Your dashboard has been updated

Your organization's administrator has recently customized your dashboard based on what apps your company uses most. Feel free to ad
of these apps if needed.

Quick Access
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If you need assistance with resetting your password please contact the Help Desk



4. Under Employee Services Tab, select Tax forms then select Electronic Regulatory Consent.

BannerWeb

Personal Information

Search e

Employee

Electranic Time Keeping
Benefits and Deductions
Retirement, health, Aexibée spending, miscallznen
Pay Infermation
Direct depasit sllocation,
Tax Forms
W4 information, W2 Form and 10935-C Farm,
Jobs Summary
Leave Balances
UIW ePaymeant Center
Make 3 paymant, make a housing deposit, purchase commuter meal points, pay for testing fees, pay for yearbooks,
ehicle Registration
Lirk to Carginal Cars and Payroll Deduction Form.
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Tax Forms

W-4 Empleyee's Withholding Allewance Ticate

Electronic Requlatory Consent

W-2 Wage and Tax Statement

W-2c Corrected Wage and Tax Statement

1095 Employer-Provided Health Insurance Offer and Coverage Statement
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5. Check the box under “My Choice” to consent to electronic W-2 and/or 1095-C (if applicable) and

click Submit to save your consent.
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Electronic W-2 Consent

7 Select the check box to consent to receive your W-2 electronically, or uncheck to revoke consent.

By consenting to receive your W-2 electronically, you agree to returp to this site between January 31 and October 15 of the appropriata year to print your W-2 form on-line. You may be required to

print and attach your W-2 form to a Federal, State, or local income fax return.

d by you, upon termination, or this service is not supperted in a future given tax year. You may revoke your consent and receive a

Your consent will be valid for all subsequent tax years unless revokj
voke consent, or providing written notification to the Fayroll office,

paper Form W-2 by accessing this site and unchecking the box to r|

& paper copy of your W-2 may be obtained by contacting the Payr§ll office. Updating of employee contact information is the respensibility of the employee by providing correct up-to-date information

to the Payroll office.
v
Selection Criteria
My Choice
Consent to receive W-2 electronically: 7]

Consent to receive 1095-C electronically: &
I understand the instructions provided to me for for accessing and printing my electronic tax forms.

Submit




Follow the steps below to access your W-2 and/or 1095-C when it becomes available online.

1. Access BannerWeb through Cardinals App/Banner Self Service, select Employee Services Tab, then select Tax
Forms
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Your dashboard has been updated

Your organization's administrator has recently customized your dashboard based on what apps your company uses most. Feel free to ad
of these apps if needed.

Quick Access
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2. Select “W-2 Wage and Tax Statement” to access your W-2 and “1095 Employer-Provided Health
Insurance Offer and Coverage Statement” to access you 1095-C (if applicable).

BannerWeb

Personal Development Student Faculty Employee
Information Officers Services Services Services

search [ |[eo] RETURN TO MENU SITE MAP HELP EXIT
Tax Forms
W-4 Employee's Withholding Allowance Certificate W-2
W-2 Wage and Tax Statement <
W-2c Corrected Wage and Tax Statement
J 1095-C

1095 Employer-Provided Health Insurance Offer and Coverage Statement <

RELEASE: 8.12.1
© 2016 Ellucian Company L.P. and its affiliates.

3. Select the tax year that you wish to view for your W-2 and 1095-C (if applicable)
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You may adjust the display size by selecting View in the menu at the 7 Select the Tax Year and Employer or Institution. Click on Display
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4. Click on the button at the bottom of the screen to open the printable version.
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Printable W-2 Printable 1095-C

5. Click on Help Text for information on how to print an approved format for different web
browsers and additional information on the tax form.
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Example:

W-2 Wage and Tax Statement

The W-2 Wage and Tax Statement page provides an
electronic copy of your W-2 for the tax year and
Employer or Institution selected. You may need to print
multiple copies for submission to federal, state and
local entities.

Browser printing instructions:

Internet Explorer on Windows set all Margins to .5 and
remove Page Setup for Headers & Footers

Chrome on Windows set Left and Right Margins to .2
and remove Page Setup for Headers & Footers



