1. Open the Saints Connect dashboard [available through the university homepage by selecting
Menu > Faculty & Staff > Saints Connect or visit saintsconnect.ollusa.edu]
2. Inthe “Employee Self-Service” card, click on the link “Tax Info”
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3. If you have provided an electronic consent for W-2s you will see all W-2s for the years of your
employment.
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‘You have opted to receive your W-2 in electronic format.
.

Receive my W-2 only in electronic format

By selecting this option, | agree to receive/my official W-2 only in electronic format. Disclosure Notice: IRS regulations require that employees must
affirmatively consent to receiving their form W-2 electronically. An employee who consents to receiving his/her Form W-2 online will not receive a
paper copy. If an employee does not gonsent to electronic delivery. he/she will continue to receive a paper copy of Form W-2. An employee who elects
to receive his/her Form W-2 online Zan also receive a paper copy of Form W-2 by contacting the Payroll Office at 210-434-6571. Request for a paper
copy does not withdraw the Empjbyee's consent for electronic delivery of future Form W-2s. An employee's consent to receive Form W-2 by electronic
@ format will remain in effect unjfl they remove consent on the portal. When consent is withdrawn., it will be effective only for those Form W-2s not yet
issued. All employees shouldfe aware that the Form W-2, even when provided electronically, may need to be attached to their annual tax return(s).
Employees may print as mgfy copies as needed from the Portal. Employees will be notified via an email when the W-2 forms are available online. The
electronic version will be/available online through the duration of their employment. If an employee terminates employment with OLLU, the
employee's consent tofeceive an electronic W-2 will be considered revoked and their final W-2 will be mailed to their address on file no later than
January 31st. followifg the relevant tax year. It is the employee’s responsibility to notify Human Resources of any changes to their personal
information by emfiling hrteam@ollusa.edu or by submitting a request in person to the Human Resources Department.
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