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Online W-2 Form

A Guide to Receiving and Viewing your
Online W-2 Form




Why Consent for an Online W-2 Form?

An easily accessible ADVANCED copy of your W-2
Secure access to W-2 earlier than traditional Mailing

Access from any Web-enabled computer any time of
the day.

Access to current and past W-2's
Delivery delay eliminated
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Additional Benefits

« Improved Security and Protection from Identity Theft.
No risk of paper being lost or stolen

 Reduces cost of Printing and Postage

 Reduces the amount of paper used, allowing us to
GO GREEN!!
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User Login

zin - Microsoft et Explorer provided by 5t. Joh

@l—@v (& 149.68.26.193 ~| (=] [#2]| [ x| &=

File Edit Wiew Favorites Tools Help

5 Faworites &8 User Login

HELP EXIT

User Login

St. John's Information System

(_'% Please enter your user Identification Mumber (ID) and your Personal Identification NMumber (PIMN). When finished, click Login. Your ID must

be nine digits and your PIN must be six digits (no hyphens or spaces).
If vou are a new Freshmen or Transfer, please refer to your acceptance letter and deposit confirmation form which contains your

student identification number (X number) and instructions.
If vour ID begins with X make sure you type a capital X.

When you are finished, please Exit and close your browser to protect your privacy.

If yvou hawve forgotten your pin, please type in your User Id, then click the Forgot PIN? button.

If yvou are still having problems with your pin Click Here to reset your pin.

User ID: |:| - EFnter vour X nummber or Social Security &

PIN: |:| <« Funter yvour Pin # (Yowr Pin # is the samme Pin # as when you login to SJU Central)
After vou have entered the above information, hit the Login Button
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Employee Tab

Microsoft Internet Explorer provided by S5t. John's U

=y - |£, https://apollo.stjohns.edu,/sjusis /twbkwbis.P_GenMenu?name =pmenu.P_MainkMnu V| % * || = | | -
File Edit Wiew Favorites Tools Help Links **
—_— = — >
ﬁ Eﬂ? [@Employee Main Mernu I l @ = E:a - - lﬁfpage - -'__(ji Tools -~
e
Personal Information gEL010 Gk « Click On Employee Tab
Search | | RETURM TO MEMLU  SITE MAP HELP EXIT
Employee Web Profile
Wiewupdate employee information as you want published in the official SIU web site.
Benefits and Deductions
Update or wiew your retirement plans, Health insurance information, Flex spending accounts, Miscellaneous deductions: Change your beneficiary information: Update/Wview
tuition remission
Pay Information
Wiew your Direct Deposit breakdown: View your Earnings and Deductions History: Wiew yvour Pay Stubs.
Tax Forms = Click On Tax Formns
Change W-4 information: VWiew your W-2 Form or T4 Form.
Time Off Current Balances and History
Wiew time off balances and history
Time Sheet
Enter/fupdate time sheeat
Employee Events
Fegister for Employee Events
PFP Summary for Supervisors
Marketing & Communication Job Tracking
[(for use of the Offices of Marketing and Communication, and Printing and Distribution)
P & D Online
(Enter and track Waork Orders with Printing and D ribution Services Department) T
Customer Service Menu
EPCF Main Menu ==
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Applying for Online Consent

rosaft Internet Explorer prowvi by St. John's University
\\—_/Jr - |£, https://apollo.stjohns.edu/sjusis twbkwbis.P_GenMenu?name =pmenu.P_TaxMMenu V| % * || = | | -
File Edit Wiew Favorites Tools Help Links **
ﬁ Eﬂ? [ @ SCT WYY Information Syskem I—l @ = E:a Qé.: - Ij’ Page - __(’ji Tools ~ =

Personal Information Employee

Search | | (=] RETURM TO MEMU SITE MAP HELP EXIT

WW-4 Tax Exemptions/allowances

W2 On-line Consent-- Click onn W2 On-line Consent
WW-2 Year End Earnings Statement
RELEASE: 7.3.3 Powered by: Vé'i.‘*iign'
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Giving Consent

Electronic W-2 Caonsen rosaft Internet Explorer prowvi by St. John's UJ
\\—_/Jr - |E, https://apollo.stjohns.edu,/sjusis /bwpkxtxs.P_W2ZConsenkt V| % * || = | | -
File Edit Wiew Favorites Tools Help Links **
ﬁ Eﬂ? [ @Electronic W2 Consent I—l @ - E.-_a Qé-! - ﬁ Page - -fii Tools ~ =
Personal Information —
search | | RETURMN TO TAX MEMLU SITE MAP HELF EXIT

Electronic W-2 Consent

WP sSclect 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 return to this site between January 21 and October 15 of the appropriate 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 tax return.

Your consent will be walid for all subsequent tax years unless revoked by you, upon termination, or this service is not supported in a future given
tax year. You may revoke your consent and receive a paper Form W-2 by accessing this site and unchecking the box to revoke consent, or
prowviding written notification to 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 Payroll office.
Click On Consent to
Selection Criteria Receive W-2 Electronically
My Choice
Consent to receive W-2 electronically: -
I understand the instructions provided to[{me for accessing and printing my electronic W-2 form.
Be Sure that the Green Box

‘ has a « in it before Clicking Subinit

Wihen Finished Click Subanit

[ Return To Tax Forms Menu ]
RELEASE: 7.3.2 Powered by: Vgri.‘*iign'
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W2 Consent

Electronic W-2 Caonsen rosaft Internet Explorer prowvi by St. John's UJ
\\—_/Jr - |E, https://apollo.stjohns.edu,/sjusis /bwpkxtxs.P_W2ZConsenkt V| % * || = | | -
File Edit Wiew Favorites Tools Help Links **
ﬁ Eﬂ? [ @Electronic W2 Consent I—l @ - E.-_a Qé-! - ﬁ Page - -fii Tools ~ =
Personal Information —
search | | RETURMN TO TAX MEMLU SITE MAP HELF EXIT

Electronic W-2 Consent

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

By consenting to receive your W-2 electronically, you agree to return to this site between January 21 and October 15 of the appropriate 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 tax return.

Your consent will be walid for all subsequent tax years unless revoked by you, upon termination, or this service is not supported in a future given
tax year. You may revoke your consent and receive a paper Form W-2 by accessing this site and unchecking the box to revoke consent, or
prowviding written notification to 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 Payroll office.
ﬁ There will not be a change in the page indicating that your w-2

Selection Criteria consent has been received.

My Choice
Consent to receive W-2 electronically:
I understand the instructions provided to me for accessing and printing my electronic W-2 form.

when lll‘llShEd, click on Return to
Retu o] ax Fo S Mienu ‘71_ E el
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Viewing Your W-2 Form

rosaft Internet Explorer prowvi by St. John's University
\\—_/Jr - |£, https://apollo.stjohns.edu/sjusis twbkwbis.P_GenMenu?name =pmenu.P_TaxMMenu V| % * || = | | -
File Edit Wiew Favorites Tools Help Links **
ﬁ Eﬂ? [ @ SCT WYY Information Syskem I—l @ = E:a Qé.: - Ij’ Page - __(’ji Tools ~ =

Personal Information Employee

Search | | (=] RETURM TO MEMU SITE MAP HELP EXIT

WW-4 Tax Exemptions/allowances
W2 On-line Consent

WW-2 Year End Earnings Statement - Click On W-2 Year End Farnings Statement
RELEASE: 7.3.3 Powered by: Vé'i.‘*iign'
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Choosing The Appropriate Tax Year and Institution

Select W-2 - Microsoft Internet Explorer provided by St. John's Uiniver:
@:—_—/J; - |ﬁ, https://apollo.stjohns.edu/sjusis /bwpkxtxs.P_ChooseWZKey V| ﬁ *y || > |
File Edit Wiew Favorites Tools Help

Y b [ &S Select w-z

>

Personal Information Employee

Search | | [Ga] RETURM TO MEMU  SITE MAP  HELP  EXIT

Select W-2

(_'% Please choose the Tax Year and Employer/Institution for the W-2 you wish to wview and click the View W-2 button.

Tax Year: - Select The Appropriate Tax Year

Employer or Institution: |5t, John's University vl

«—————— Then Click Display Select St. Johm's University as the Institution

[ W-4 Tax Exemptions/Allowances ]
RELEASE: 7.3.2 Powered by: VériSig‘n:
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An Online W-2 Form

= Wiew W-2Z - Microsoft Internet Explorer provided by 5t. John's
@@ - |_g,hI:l:ps:,.-",.-"apoIIu.sl:iohns.edu,.-"siusis,-"bwpk:-:l::-:s.P_Uiewwz V| ﬁ *y || > | | -

File Edit Wiew Favorites Tools Help

W <hr [@View -z I l = - B f=h ~ |2k Page - {f Tools ~ >
FOFITT W—2 Wage anda §ax Staterrient -
a Employee's OMB NMo. 0000-0000 This information is being furnished to the Internal Revenue B
social security Service. If you are required to file a tax return, a negligence
number penalty or other sanction may be imposed on you if this
123-45-6729 income is taxable and you fail to report it.
b Employer identification number (EIMN) 1 Wages, tips, other compensation 2 Federal income tax withheld
12-Z456729 0,00 0,00
c Employer's name, address, and ZIP code 3 Social security wages 4 Social security tax withheld
St. John's University o.00 .00

S000 UTOPIA PARKWAY

5 Medicare wages and tips 6 Medicare tax withheld
JAMAICA NY 11439 .00 .00
7 Social security tips g Allocated tips
d Control number 9 Advance EIC payment 10 Dependent care benefits
o000
e Employee’s first name and initial Last name Suff. 11 Nonqualified plans 12 See Instructions for box 12
Jdohn M. Coe
12-34 Somewhere Avenue ézti?;it:::gaim[pl]ovee L]
Mowhere Willage MNY 12345 Third-party sick pay [ ]
f Employee’'s address and ZIP code 14 Other
15 Employer's state ID 16 State wages, tips, 17 State income 18 Local wages, tips, 19 Local income 20 Locality
State number etc. tax etc. tax name
N™Y 123456789 0,00 .00 0,00 0,00 NYC Res

<« F o1 a Printable Version., Click Print

[ Select the tax year and employer/institution for W-2 ]

RELEASE: 7.3.2 Powered by: Vgri.‘*iign'
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Print Using Web Browser for Official Copy

= Microsoft Internet Explorer provided by St. John's
@ Lo |_g, https://apollo.stjohns.edu/sjusis ‘bwpkxtxs.P_Print_Preview hal | ﬁ *y || > | | -
File Edit Wiew Favorites Tools Help
— - >
[ I l f: - B =T - Page ~ Tools -~
In order to print this version, click the print button.
a Employee's social security number This infermaticn is being furnished to the Internzal Revenue Service, If you
123-4E5-5780 are required to file 2 ta= return, 2 negligence penalty or sther sanction
OMEBE Mo, may be impesed on you ifthis incoeme is taxable and you fail to report it
b Empleyer identification number [EIMN] 1 Wages. tips. other compensation 2 Federal income tax withheld
c Empleyer's name, address, and ZIF code 2 Social security wages 4 Social security tax withheld
St. John's Universi
85000 UTOPLA PARKWAY : = s :
JAMAICA NY 11439 5 Medicare wages and tips 6 Medicare tax withheld
¥ Sccial security tips 8 ~llecczted tips
d Control number 9 Adwance EIC payment 10 Dependent care benefits
aooao
first marmve s initis Last mame o 11 Menguzlified plans 12 Ses Instructions for box 12
Doe
14 Other
f Employee's address and ZIP code
15 State |Employer's state ID number 16 Stzte wages, Eips, stc, 17 Stzte income tax 18 Leocazl wages, tips, =stc. 19 Leczl income tax 20 Leczlity name
MY MY C Res
Form W2 wage ams T Smsas s B —
Ge Back
&P Internet # 100% -
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