I Employee Self Service
n Electronic W-2

Instructions on how to add the “W-2” electronic option and turn off the paper option in INSITE
Employee Self Service.

(=)

.J-f‘"’% 7
’ Type in user name
4 : v { le: michael, .smith
B A and password, then |=——P spassword )
select Login.

(example: 4u59v23)

| ogin I Cancel

Login Assistance

Accessibility None v

Select a Language:
English

Q E-Business Suite

BE Favorites Logout Prefer

Enterprise Search Al - IE' Search Results Display Preference  Standard =

Logged In As
Oracle Applications Home Page

View Discoverer Reports

Click here to view report login instructions

i e

- e subject sent oue
There are no notifications in this view.
E3 cove central PAY Super User ¥TIP Vacation Rules - Redirect or auto-respond to notifications.
LOVB Central PAY Super User

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

& (3 cove central PAY View-Only

5 3 cove employee self senice
BOH R i
g Dp:r:” e Select COVB Employee Self Service

Payslip

5l Manage Pa}gro\l Payments Select Payroll
Tax Form

8 Emoloyee vi2 4_____._—-—-—" Select Print Preference
Bt preference

3 (3 genefits
3 cove Financials City Global Inquiry
3 cove HR PAL Seff Service
£ cove Manager seff service
£ cove 011 super Timekeeper
P cove Pavyroll Professional
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Q Payroll

™ Mavigator ¥ B Favori

Print Preference: Extra Information

Employee Name Employee, Sample1 Employee Number 01234
Organization Email Address SEmployee@vbgov.com

Self Service Preference for Person

/ Select Add

Select Status Document Type Online Paper
No results found.

Payroll

Home Logout Pr

Self Service Preference for Person

Employee. Sample1 Employee Number 01234
Business Group Setup Business Group

Employee Name

Organization Email Address SEmployee@vbgov.com

Enter any changes below. Click Apply to continue this action, click Cancel to cancel this action and return to the previous page.

domenttype || A
Online  Yes =
Paper Yes =

Home Logout Prefarences Help

elect search icon
(magnifying glass)

Privacy Statement Copy de. All rights reserved
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& Search and Select List of Values - Windows Internet Explorer [ = =)

Search and Select: Document Type

|Cance!| |Select|

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Document Type - |W-2 Go
Results
Select Quick Select Document Type
© B W-2

Quick Select

Cancel | | Select |

Select Quick Select icon

1

Payroll

Home Logout Pre
Self Service Preference for Person

Ermployes Name Employee, Sample1 Ernployes Mumber 01234

Organization Email Address SEmployee @vbgov.com Business Group  Setup Business Group

Enter any changes below, Click Apply to continue this action, clidk Cancel to cancel this action and return to the previous page,

online  Yes - - Ensure Online is Yes Select Apply
Faper |IER ~ < Change Paper from
Yes to No \

Home Logout Pref
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Q Payroll

m Navigator » B Favorites + Home Logout Prefere

Print Preference: Extra Information

Employee Name Employee, Sample1 Employee Number 01234
Organization Email Address SEmployee@vbgav.com
Self Service Preference for Person
Select Object: 1
Select Status Document Type online Paper Select Next
@ |New W-2 Yes No

Home Logout Prefe

Payroll

igator v B Favorites v Home Logout Preferenc

Print Preference: Review

| Cancel ‘ | Printable Page ‘ | Save For Later | ‘ Back | | Submit
Employee Name Employee, Sample1 Employee Humber 01234

Organization Email Address SEmployee@vbgov.com
Network (Active Directory) ID

Review your changes and, if needed, attach supporting decuments.
@ Indicates Changed Items.

Extra Information Type

Self Service Preference for Person
Print a copy of this page for your records,

Proposed

Document Type W-2 then select Submit
Online Yes

Paper No

~N

| Cancel ‘ | Printable Page ‘ | Save For Later | ‘ Back | | Submit |

Payroll

™ Navigator v B Favorites ¥ Home Logout Preferences Help

Your changes have been applied. g———— | YOU Will receive this confirmation that
the changes have been applied.

Home Logout Preferences Help
Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.
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