
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. 

 

 

 

 

 

 

https://ibis.sap.txstate.edu:50001/irj/portal


3)  Click on the Employee Self-Serve tab. 

 

 

 

4)  Click on W-2 Menu 

 

 

 



 

5)  Click on W-2 Agreement 

 

 

 

6)  Read the W-н /ƻƴǎŜƴǘ !ƎǊŜŜƳŜƴǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ άL !ƎǊŜŜέ 

 

 



 

7)  Message will appear confirming that your personnel record has been updated 

 

 

 

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

 

 

 

 



9)  /ƭƛŎƪ ƻƴ ά9ƭŜŎǘǊƻƴƛŎ ²-нέ ǘƻ ǎŜŜ ȅƻǳǊ ŦƻǊƳΦ  ό¢Ƙƛǎ ŦƻǊƳ ǿƛƭƭ ŀǇǇŜŀǊ ōŜƎƛƴƴƛƴƎ ǎƻƳŜǘƛƳŜ ƛƴ 

January following the calendar year processed.  An e-mail will be sent notifying campus 

community when Electronic W-2 will become available for viewing.) 

 

 

 

 

 

 

 

 

 

 

 



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.   

 


