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ePrintview QuickSteps

The information below provides instructions on consenting to ePRINTVIEW service for retrieval of 2011 Form W-2’s.
Consent Deadline: Tuesday, January 17, 2012 at 11:59 pm

1. Login to the Work tab at NYUHome: home.nyu.edu/work
2. Locate the NYU Online W-2 channel (you may need to scroll down the page).
3. Click on the Online W-2 button to enter ePRINTVIEW.

ePass Employee Self-Service

ePASS, the Employee Self-Service application,
currently supports updates to Home, Worle,
Demographic and Emergency Contact
informatien, and displays Work Authorization

data.

Updates/Alerts

+ Itis best to use Internet Explorer (IE)
version 6.0 or better for ePASS. Other
browsers are not supported, and the results
can be unpredictable.

* You will be notified via email when your
request is submitted and when it posts to
HRIS. If you need to cancel a request before
it posts to HRIS, go to "Active Requests"
listing and click on the appropriate "Cancel”
button.

WYL myTime is 8 new NYU-wide, web-based
timekeeping system that provides NYU with a
system for tracking time worked and time off
balances. It provides administrators, staff and
hourly student employees with online access to
vacation, sick and perzonal time balances.

Flease be aware that in order to access NYU

NYU myTime +

ePRINTWIEW is an opt-in v employee =elf-service tool that allows active NYU Employees
and Retirees to retrieve their W-2 Forms online. Employees and Retirees can conveniently import
their W-2 information directly into some of the popular tax preparation software applications like
Turbo Tax or H&R Block (requires a separate, independent purchase; not supported by NYU).

To access ePRINTVIEW:

1. Click the Online W-2 button below.

2. Click on the Consent / Withdraw Consent text link.

3. Read the Recipient Consent statement.

4. Check the W-2 box located under the Recipient Consent statement.

5. Retrieve and enter the consent code found under your NYU ID number (N#) by clicking on the

link Click here for your consent code.
6. Click the Consent button

Please note the following important details:

Employees and Retirees must consent to receive their Form W-2's online from ePRINTWVIEW.
Consenting employess will not receive a mailed paper Form W-2.

+ Upon opt-in, consent confirmation will be sent to your NYU email.

* NYU does not provide or support tax preparaticn software applications.

.

Contacts & Support

For questions related to NYU Online W-2 use, contact the Payroll Service Center:
By phone: {212) 443-8463 (3-TIME)

By email: W2 Y@nyu.edu
Thank you for using this green technology system to reduce paper use and conserw ural
resources.

_——— —
Online W-2

4. Click on the Consent / Withdraw Consent text link.

i@l NYU

My Account

W-2

Online Tax Forms

Securely delivering online forms and additional year-end services

NEW YORK UNIVERSITY is enrcolled in the online tax form service for the below form(s):

Jnline Tax Form Consent
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5. Read the Recipient Consent statement.
6. Check the W-2 box located under the Recipient Consent statement.

”

7. Retrieve your consent code by clicking “Click Here for Your Consent Code”.

'('ﬁ NYU Home

Online Tax Forms
Securely delivering online forms and additional year-end services

Recipient Consent
Important Recipient Consent Information Please Read

IRS Regulations state that recipients must consent in order to receive their -
Original tax form electronically. By censenting, you agree to return to this

web site in late January, of the appropriate year {e.g., Tax form for 2011 will

be availakle in January 2012)tc access yvour tax form cnline or email the

form to yourself by following the below instructions.

SYSTEM REQUIREMENTS:

1. Adcbe Acrcbat Reader 4.0 or higher.

2. Supported Internet Browsers: Windows Internet Explorer TM, Mozilla e
FireFow TM. Ganale Chrome TM and Annle Safari TM alona with the

o @tax form(s) you would like to consent or withdraw consent for:
O w-z

Legin ID: OOCOOO0L

* Consent Code: | Click here for vour consent

Primary Email Address: METID @NYU.EDU

[[consent | [ withdraw Consent |

Please note that your employer has selected Jan 17, 2012 as the expiration date for recipient consent. This will
be the last day you can give consent to retrieve your 2011 tax form online.

* = required

8. A new window opens that contains your consent code.

Consent Code:

Regulations state that recipients must reasonably demonstrate the ability to
receive their Online tax form. To satisfy this requirement, please enter the below
consent code where indicated on the consent page. If you are able to view this
page, you meet the necessary requirements to receive your Online tax form.

@nter this consent cod@ 0

e —
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9. Enter the consent code.
10. Click the Consent button

i NYU Home

Online Tax Forms

Securely delivening online forms and additional year-end services

Recipient Consent

Important Recipient Consent Information Please Read
WITAODURAVWAL Ur WUNSCNTS

You may revoke your consent and receive yvour tax form in a paper format
delivered by vour employer. To revoke vour consent, return to the consent
secticn and select the Withdraw Consent button.

WITHCORAWAL OF CONSENT CONTACT:

Name / Department: DAN KWEDERIS

Address: 726 BROADWAY NEW YORK NY 10003
FPhone: 212-443-8463 Ext.:

Email: ASKPAYROLLENYU.EDU hdl

Select the tax form(s) you would like to consent or withdraw consent for:
I\'\!I_z

Login ID:

* Consent Code: x| Click here for vour consent code

Primary Email Address: METID@NYU.EDU

@ q Consent [)'u‘a'ithdra'fw Consent ]

Please note that your employer has selected Jan 17, 2012 as the expiration date for recipient consent. This will
be the last day you can give consent to retrieve your 2011 tax form online.

=

= required

Upon completion of these 10 steps, a confirmation email will be sent to your NYUHome account.

Online retrieval of your Form W-2 will be available by January 31, 2012.

Employees who have consented to electronic Form W-2 retrieval will receive an email when their electronic
Form W-2’s are available in ePRINTVIEW. This notification will provide instructions on how to view and print
electronic Form W-2’s.

PLEASE NOTE:

o Employees who do not opt-in to ePRINTVIEW service by the consent deadline will receive mailed paper copies of
the 2011 Form W-2 to the home address on file.

e The Internal Revenue Service (IRS) requires that Form W-2’s are post-marked and mailed to employees by
January 31stof each calendar year. This date also applies to electronic Form W-2 availability.
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