W-2 Electronic Consent and Retrieval

Step by Step instructions for How to Consent

1. Go to www.w2express.com

2. Find Employer login box and type in either
a. Employer name = Indiana University

W-2 eXpress Login

Enter your employer's name or code
ruriber below bo access your

emploves or webManager account.
Employer Mame or Code:
Indiana University
Rernernber myy 10 on this Computer
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b. Employer code = 11768

W-2 eXpress Login

Enter your employer's name or code
rumber below ko access your

employes or webManager account.

Employer Mame or Code:
11768
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3. Enter your SSN and PIN (See Security Statements)

a. Type in your 9 digit Social Security Number without hyphens

b. A default PIN scheme has been created as the month and day of your birthday
(MMDD) and the last four digits of your SSN (xxx-xx-ssss) entered as
MMDDssss

c. If you are unable to login using this SSN/PIN scheme, please contact the
Financial Management Services Customer Service office at 812-855-0375 for



assistance. If the SSN or birth date is incorrect in the university records, please
complete the appropriate personal data form with the acceptable documentation. It
may take a few weeks for this corrected information to be updated at W-2 eXpress
in order for you to attempt a 2nd login
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. After your initial login, you will be required to change your PIN. The new PIN
must be between 4 and 8 numbers. If you have future problems logging in with
this PIN, please call 1-877-325-9239 to have your PIN number reset

* For security reasons, wour new PIN has to be 4 to 8 digits (numeric) in length.

old PIN: ||
MNew PIN:

Re-Enter New PIN:
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You will be asked whether you are interested in PIN Reset Enrollment. If you
forget your PIN and you have provided an email in this step, your PIN can be
emailed to you. If you forget your PIN and you did not register your email
address, you will need to call 1-877-325-9239 for assistance.



Enter ane or more email addresses where you can send your PIM in case
you farget it.

You can skip this step if you would rather not provide your email, but it will
significantly limit aur ahility to help you.

Email Address 1

Email Address 2

Email Address 3

Email Address 4

Email Address 5

Email Address 6
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6. Click on Consent for Online Delivery and follow the instructions.
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7. You will be asked to provide the following information:
a. Mailing address
b. Primary Email address (secondary email available)

c. Daytime phone number
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A confirmation email will be sent to you after you have completed the consent
process

Once W-2 data is available in January, you will receive an email with instructions
for how to access this information at www.w2express.com




