To:                   Faculty and Staff

From:               Debbie W. Jones 
Director, Office of Payroll & Tax Compliance

Subject:           ADP Website is now Available for Election of Electronic  W-2 forms 


Attachment:	

All Employees may now begin to register at the ADP website:      https://w2.adp.com

Please follow the attached instructions for registration.  You will also need to provide the following information for completion of your W2 registration:
1. Texas State Registration Pass Code – TXSTSM-W2 
1. Social Security Number (e.g. 999-99-9999)
1. Texas State Bobcat ID Card – the 9 digit number (A0xxxxxxx) listed to the right of your name should be entered as your “Employee ID ”
1. Texas State Company Code – V9Q
1. Employee’s home address zip code (e.g. 78666)
1. Business/Personal  E-Mail (e.g. bc01@txstate.edu)
1. Phone Number – either business or personal is optional (e.g. 512-555-1212)
1. City/Town of Birth (e.g. San Marcos)
1. Birth Month and Day (e.g. Month -January and Day – 01)
1. Selection of 2 different security questions from the drop down box which then you, the employee will need to provide your own unique answers (Please remember to select an answer you will remember or write down and keep for future reference)
1. Selection of your unique password (Please remember to select a password you will remember or write down and keep for future reference)

You will then receive an email from ADP as ADP_Netsecure@adp.com  containing your User ID.

You will then need to logon to the ADP website using the email address provided in the registration completion email (e.g. BBobcat@TXSTSM with the password you selected) and on the web page titled “Your W-2 Summary” , click on “Change Your Paperless Options” under Things You Can Do.  Once this is selected, please remember to log out.

You will then receive an email thanking you for electing to use ADP’s W2 services for electronic delivery of your year-end tax documents from w2Services_feedback@adp.com.

Thank you, at this point you will have successfully completed your registration with ADP and hopefully, selected the paperless option!

A notification will be sent in January 2012 automatically to the email address you provided when the 2011 W-2 form is available.

For any questions or concerns, please contact the Office of Payroll & Tax Compliance at 245-2543 or payroll@txstate.edu


Go Green! Print this email only when necessary. Thank you for helping Texas State be environmentally responsible.

This message was sent to all members of a conscribed mailing list established and maintained by Texas State University-San Marcos. Your inclusion in this list results from your relationship and status with the University and is not optional

Texas State University-San Marcos is a member of The Texas State University System.
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Login Screen/ Home Page


Note1
First time users will click on 


the “Register Now” link.  All 


others who have already 


registered will click on the 


“Login” button.


On the Web Address of  Windows Internet Explorer  - TYPE 


W2.ADP.COM
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Registration


Note1Click on “Register Now” button to start 


the one-time registration process
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Self Service Registration Pass Code


Note1Registration Pass Code is 


TXSTSM-W2                                                                                 


Click on NEXT
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Verify Your Identity


Note1This is the Employee’s Home 


Address  Zip Code


Note1Select “W2 Services” 


Enter your 


Information


2011


Company Code is 


V9Q


Employee’s 


Picture ID Card
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Personal Information Page


Enter your 


information







6©2007. ADP. Confidential Material.


Security Information Page


Select your security questions, enter your answers, 


and then click NEXT.


Important: The security questions and answers are 


used if you forget your logon credentials so be sure to 


choose information that you can remember.


Your 


Information
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User ID / Setup Password Page


Note1
Note:  User Id provided will be required 


to access the W-2 Services site.  After 


registration, only the User Id and


Password will be required to logon 


to the W-2 Service web site.


Create your password and click 


Submit.               


Note1
A confirmation e-mail 


containing your user id will be 


sent to the address you 


provided.
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Confirmation Page


Employee can now Log On to the 


W-2 Service Website to elect the 


option of a paperless W-2. 


Click Log On
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Confirmation Email


Employee User will also receive an email 


confirmation message once the 


registration process is complete. 


Employee will need the USER ID and the 


password to log on to the W-2 Service 


website.
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Home Page – Post Login


Note1
For the Paperless option. 


Employee must click on the 


following link: 


(Change Your Paperless Option) 
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Resource Center - Change Your Paperless Options


Note1Click in the box to select the option to access your W-2 Form online 


only.  After the selection click NEXT.
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Go Paperless – Step 1


Note1Click on the Accept button to 


agree to the terms listed in the 


agreement box.







13©2007. ADP. Confidential Material.


Go Paperless  – Step 2


Enter the confirmation number displayed above to 


make sure that you will be able to view your W-2 Form 


Online. 


Then Click SAVE
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Go Paperless  – Step 3


Click DONE. A notification will be sent 


automatically to the e-mail address that 


you provided when the W-2 Form is 


available. 


Please Do Not Forget To Log Out.






