

	
	Quick Reference Guide
Access Tax Statement W-2
ADP via SuccessFactors



This Quick Reference outlines how to access your Tax Statement (W-2) and select Paperless Tax Statements.

	[bookmark: _Toc531687]Accessing SuccessFactors

	Click Employee Launchpad (SAP SuccessFactors) from https://www.purdue.edu/hr/global/index.php
· Log in using Purdue Career Account ID and password.
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	Locate and click the ADP tile
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	[bookmark: _Heading_2][bookmark: _Mass_Change_in]Access Tax Statements 

	Click Myself

	 [image: ]

	Click Pay & Tax Statements
· Select the correct Tax Year under Tax Statements
· Click View Statement
· Select Go Paperless to start the paperless process
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	· Select Receive paperless statements under Tax Statements
· Select I agree to the Paperless Tax Statement Consent
[image: ]          [image: ]
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Paperless Tax Statements Consent 2

Review and select "l agree” to turn on paperless settings.

This notice is intended to provide you with important information required by the Electronic
Signatures in Global and National Commerce Act (E-Sign Act). Clicking "I Agree” will consti

te your

Purpose of Consent: You can choose to stop receiving paper copies of the statements and access such
statements (and related notices) online only.

Right to Withdraw your Consent: You have right, at any time, to withdraw your consent to
electronically receive statements (and related notices) selected below. The consent below indicates
how to withdraw your consent and when it will be effective. If you no longer have access to the
Internet, you must contact your employer to withdraw your consent and to request a paper copy of
your statement.

Technical Requirements: To use this online process and to access and retain electronic records, you
willneed Adobe Reader and one of the most commonly supported web browser versions of Google
Chrome, Microsoft Edge, Mozilla Firefox, or Apple Safari. You must also have access to a printer
and/or the abilty to download information to keep copies of the electronic statements for your
records.

Paperless Copies of Electronic Records: If you wish to obtain a free copy of your electronic consent,
90 to the Go Paperless section on the Settings page to view and print your electronic consent.

Updating Contact Information: It is your responsibility to update your employer regarding any changes

t0vvenr a-mail addracs ar other infarmation





