
Self Service – Viewing/Printing My Year End Forms 

  
Introduction This guide provides the procedures for viewing/printing year end forms in 

Direct Access. 

  
Procedures See below. 

 

Step Action 

1 Select the 5 More… link from the View column of the Employee pagelet. 

 
 

2 Select the View/Print My Year End Forms link. 

 
 

  

 Continued on next page 

  



Self Service – Viewing/Printing My Year End Forms, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The Tax Document Consent Form page will display. This page offers members 

the opportunity to consent to accessing 2016 tax forms online. If the members 

consent to accessing them online, they will not be mailed next year. This will 

reduce printing and mailing costs and help keep personal information safe. Check 

the box and click Submit to consent. 

 
  

4 Enter the Password to verify identity. Then click Continue. 

 
 

  

 Continued on next page 

  



Self Service – Viewing/Printing My Year End Forms, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 The updated Consent Status will display. Click the View/Print W2 or 

View/Print ACA Forms to view/print the appropriate tax forms.  

 
 

6 Depending on the link selected, the list of available W2s or ACA forms will 

display. Click on the appropriate button. 

W2: 

 
ACA: 

 
 

7 The forms will open in a new window where they will be available for 

printing/saving. 

  

  


