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Setting document delivery preferences for Payslips and W-2 forms 

 
This guide describes how to change your document 
delivery preferences.  This process can be used for both 
Payslips and W-2 statements.  This enables you to print 
your own documents instead of receiving a copy in the 
mail. 
 

 
Audience: All 
 
Walkthroughs: 

● 1.0 Navigation Path 
● 2.0 Change Delivery Preference 

 

Process Step 
& Description Action 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.0 
Navigation 
Path 

 
Getting Started 
 

⮚ Navigation path 
Me > Pay > Document Delivery Preferences 

 
From the home screen:  
 

● Click on the “Me” table to see all Employee Self-Service applications. 
 

● Click on the “Pay” icon 

 

  

 
● Click on “Document Delivery Preferences” 
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2.0  
Change 
Delivery 
Preference 

 
Change Delivery Preference 
 

● Select W-2 or Payslip 
● Change the Delivery Method to Online 
● Press the Save button 

 

 
 

 

 

NOTE: In order to reduce paper and associated postage/paper costs you need to select online only. 


