(GRANDVALLEY
STATE UNIVERSITY
PAYROLL DEPARTMENT

Electronic W-2 & 1095-C Forms:
To receive your W-2 or 1095-C form electronically via your myBanner account please follow the steps
below to enroll:

1. Log into your myBanner account.
2. Click on the Employee Tab

3. Select Employee Self Service

Personal Information Student Financial Aid Faculty Services fE 00l io:k Finance Messages/Documents

Search Go RETURN TO MENU SITE MAP HELP EXIT

Employee

Employee Self Service

Diract daposit allocation, earnings and deductions history, pay stubs, W4 information or W2 Form.

e~Print Human Resource Reperts (PROD)

e~Print Human Rescurce Reports (PROD)

e~Print SIS Reports (PROD)

e~Print SIS Reports (PROD)

Effort Certification

Allows faculty and staff to certify their own effort and administrative staff to review and certify effort for others.

Account Information - Statement Summary and Detail, Online Payments

See your bill anline for non-tuition related items. If you are 2 student and wish to view/pay your student-related charges, please visit the "Student” tab.
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4. On the Employee Dashboard Select the drop down for Taxes
Employee Dashboard

Employee Name Leave Balances as of 01/16/2020

My Profile Vacation Leave -

Balance in hours

Pay Information v

Earnings v

Taxes o

5. Select Electronic Tax Forms Consent

Taxes ~

Federal Income Tax W-4 Employee's Wit

Filing Status: Single

Status: Active C

Number of Allowances: 0
Additional Withhold:

Michigan State Withholding

Tax

Status: Active
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6. Select the check boxes to receive your W2 & 1095C form in electronic form — then click on Submit.
Electronic Forms W-2 and 1095-C Consent

7 Select the check box to consent to receive your W-2 and/or 1095-C electronically, or uncheck to revoke consent.

By consenting to receive your W-2 and 1095-C electronically, you agree to return to this site between January 31 and
October 15 of the appropriate year to print your W-2 form and 1095-C (if applicable) 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 valid 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 or Form 1095-C by
accessing this site and unchecking the box to revoke consent, or providing written notification to the Payroll office.

A paper copy of your W-2 and 1095-C may be obtained by contacting the Payroll office. Updating of employee contact
information is the responsibility of the employee by providing correct up-to-date information to the Payroll office.

\Selection Criteria

My Choice
Consent to receive W-2 electronically:
Consent to receive 1095-C electronically:

I understand the instructions provided to me for accessing and printing my electronic tax forms.

Submit

*For instructions on how to print your W2 and 1095C when it becomes available please see the instructions
on the next page.
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To Access your electronic W-2 & 1095-C (in late January, early February):

Please follow the steps below to access your W-2:
Sign into MyBanner (follow procedure above)
Select the Employee Tab

Select Employee Self Service

Select the Taxes drop down menu

Select W-2 Wage and Tax Statement

Use drop down menu to get the correct year.

W-2 Wage and Tax Statement

You may adjust the display size by selecting View in the menu at the top of your browser.

Tax Year: 2016 +
Employer or Institution: Grand valley State University v

Display

e Click Display

e Scroll down to the bottom and click Printable W-2.
e Enteryour PIN

¢ A new screen will appear with your printable W-2.
e Do aFile, Print, and take it to your Accountant!

If you have any questions, please do not hesitate to contact the payroll department at 616-331-2237.

Please follow the steps below to access your 1095-C:

Sign into MyBanner (follow procedure above)

Select the Employee Tab

Select Employee Self Service

Select Taxes

Select 1095-C Employer-Provided Health Insurance Offer and Coverage Statement
Use drop down menu to get the correct year.

1095-C Employer-Provided Health Insurance Offer and Coverage Statement

7 Select the Tax Year and Employer or Institution. Click on Display button.

Tax Year: 016 v

Employer or Institution: Grand Valley State University v

Display
e Click Display
e Scroll down to the bottom and click Printable 1095-C.
e Enteryour PIN
e A new screen will appear with your printable 1095-C.
e Do aFile, Print, and take it to your Accountant!

If you have any questions, please do not hesitate to contact the payroll department at 616-331-2237.
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