SAP Portal Employee Self-Serve Electronic W-2 Instructions

1) Go to the SAP logon screen at: https://ibis.sap.txstate.edu:50001/irj/portal
2) Log-in using your SAP User ID and Password.
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3) Click on the Employee Self-Serve tab.

Welcome

Elg | Notices _!-
‘Welcome to the SAP Netweaver Portal

| Pertal Faverites

Electronic form W-2's will be available for the 2008 tax filing season in January, 2009. Enroll now in “Employee Self-Service''.

Call the Office of Payroll & Tax Compliance with questions.

| General i

 Passwords: Length is  to 12 characters and must include at least 1 numeric digit. Passwords are case sensitive.

« Notice to MAC Users: For SAP Portal use, Firefox 2.0 (or above) is the supported browser. Firefox can be downloaded from the web at www getfirefox. com. For support installing or configuring
Firefox, please conatct 245ITAC(4822).

« The system may be unavailable from midnight Saturday to Noon on Sunday for weekly maintenance.

4) Click on W-2 Menu

Employee Self-Sel

| History, Back Forward

|
| Portal Favorit o) || ESS Menu ]
Important! Please click the "Exit’ link

in the upper-left corner of the page that launches. Otherwise your account may become locked.

Paycheck Inquiry

Benefits Overview
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5) Click on W-2 Agreement
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6) Read the W-H
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By clicking onthe "l Agree” button below, | agree to the following:

1. Texas State Universityv-San Marcos will no longer print and mail my W-2

2. | will receive an e-mail notifying me when my Electronic W-2 is availahle.

3. My agreementwill rernain in effect until ['withdraw my consent by contacting
the Office of Payroll and Tax Compliance.

4. | will use the SAP Portal to review and print my Electranic W-2.

4. My Electronic W-2 will be available through ©ctober 1 5th of each year.

6. Access to my Electronic ¥W-2 will cease upon my termination of employment.

To EXIT without accepting these terms, navigate ta another portal tab ar log off.

By not agreeing, you will continue to receive a paper copy of yourW-2 printed
by the Office of Payrall and Tax Compliance.

*Mote to PC Users =
The Adobe Reader is required to access your Electranic W-2. The Adobe Reader
wersion ¥ or higher is recommended.
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7) Message will appear confirming that your personnel record has been updated
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Thank Youl
Your persannel record has been updated to include your agreement to receive your -2 Electranicaly.
fouwill receive an email as a confirmation within a business day.

If s have any questions or concerns aboutthis process, please tontactthe Ofce of
Payroll & Tax Compliance a1 513-245-2543 or email payrali@istate edu

8) An e-mail confirmation will also be sent to your university e-mail account.

Subject: Electronici-2 Agreement confirmation

Thank you for agreeing to access your W-2 electronically.

¥ou have agreed to the following:
1. Texas State Unlversity-San Marcos will no longer print and mail your W-2.
2. ¥ou will receive an e-mail notifylng you when your Electronic W-2 is awailable.

3. Your agreement will remain in effect until you withdraw wour consent by contacting the Office of Payroll and Tax
Compliance.

4. Y¥ou will use the SAP Portal to review and print your Electronic w-2.
t. ¥our Electronic W-2 will be awallable through October 15th of each year.
6. Access to wyour Electronic W-2 will cease upon your termination of employment.

** Note to PC Users *¥
The Adobe Reader is reqguired to access your Electronic W-2. The Adobe Reader version 7 or higher is recommended.

Please do not respond to this email. Please direct wour questions or comments to the Office of Payroll & Tax Compliance
(phone 512-245-2543 / 1C Kellam Bldg, room 582). Emails may be sent to address: payrolltxstate.edu
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January following the calendar year processed. An e-mail will be sent notifying campus
community when Electronic W-2 will become available for viewing.)
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1 Wages, tips, other compensafion

2 Federal Income tax withheld

1 Wages, tips, other compensafion

2 Federal Income tax withheld

0.00 0.00 0.00
3 Social securty wages 4 Social security tax withheld 3 Social securty wages 4 Social secunity fax withheld
0.00 0.00 0.00 0.00
5 Medicare wages and tips € Medicare fax withheld 5 Medicare wages and tips 6 Medicare fax withheld
0.00 0.00 0.00 0.00
a Employee’s SSA number Employer use only a Emplovee's SSA number Employer use only

b Employer's FED 1D number
746003048

d Control number - ggggogon

b Employer's FED'ID number
746602248

d Confrol nunber — ggagpgon

¢ Employer's name, address, and ZIP code

Texas State University-San Marcos

601 University Drive

San Marcos TX 78666-4615

¢ Employer’s name, address, and ZIP code

Texas State University-San Marcos

601 University Drive

San Marcos TX 78666-4615

7 Social securtty fips

8 Allocated tips

T Social security fips

B Allocated tips

9 Advance EIC payment

10 Dependent care benefits

9 Advance EIC payment

10 Dependent care benefits.

1T Nonqualffied plans

12a See mstruTtinns forbox 12

1T Nonqualffied plans

12a See \nstmjtmns farbox 12
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10) Click on the W-2 Instructions for the normal W-2 information that was printed on the back

of the official mail out W-2 form.
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Notice to Employee

Refund. Even if you do not have fo file a tax return, you
should file to get a refund if box 2 show federal income tax
withheld or it you can take the earned income credit.

Earned income credit (EIC). You must file a tax retum if any
amount is shown in box 9.

‘You may be able to take the EIC for 2008 if (a) you do not
have a qualifying child and you eamed less than $12,880
(§15,880 if married filing jointly), (b) you have one qualifying
child and you eamed less than $33,995 ($36,995 if married
filing jointly), or (c) you have mare than one qualifying child
and you earned less than #38 646 (341,648 if married filing
Jointly). You and any qualifying children must have valid social
security numbers (SSNs). You cannot take the EIC if your
investment income is more than $2,950. Any EIC that is more
than your tax liability is refunded to you, but only if you
file a tax return. If you have at least one qualifying child, you
may get as much as §1,750 of the EIG in advance by
completing Form W-5. Eamed Income Credit Advance
Payment Certificate, and giving it to your employer.

Clergy and religious workers. Ifyou are not subject to social
security and Medicare taxes, see Publication 517, Social
Security and Other Information for Members of the Clergy and
Religious Waorkers.

Corrections. If your name, SSN, or address is incorrect,
correct Copies B, C, and 2 and ask your employer to correct
your employment record. Be sure fo ask the employer to file
FormW-2c, Corrected Wage and Tax Statement, with the
Social Security Administration ($SA) to correct any name,

limit must be included in income. See the “Wages, Salaries,
Tips; efc.” line instructions for Form 1040

Note. If a year follows cede D, E, F, G, H, or S, you made a
make-up pension contribution for a prior year(s) when you
Were in military service. To figure whether you made excess
deferrals, consider these amounts for the year shown, not the
current year. If no year is shown, the contribution are for the
current year.

A—Uncollected social security or RRTA tax on fips. Include this
tax on Form 1040. See “Total Tax" in the Form 1040 instructions.
B-=Uncollected Medicare tax on tips. Include this tax on Form
1040. See “Total Tax” in the Form 1040 instructions.
C-—Taxable cost of group-term life insurance over $50,000
(include in boxes 1, 3 (up to social security wage base), and 5)
D-—Elective deferrals to a secfion 401(K) cash or deferred
arrangement. Also includes deferrals under a SIMPLE
retirement account that is part of a section 401(k)

arrangement.

E—Elective deferrals under a section 403(b) salary reduction
agreement

F -Elective deferrals under a section 408(k)(6) salary

reduction SEP

G-—Elective deferrals and employer contributions (including
nonelective deferrals) to a section 457(b) deferred
compensation plan

H-=Elective deferrals to a section 501(c)(18)(D) tax-exempt
organization plan, See "Adjusted Gross income” in the Form
1040 instructions for how to deduct.




