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What if I decide to change my selection? 
 
If employees decide to change their selection, they must do so before December 30th.  This can 
be accomplished from Employee Access: 
 

 Select Employee Information, Payroll, W2 Information 
 Click “Options for Receiving My W2 Electronically.” 
 The W2 option selections are displayed.  
 Select your new option.  Click Save to keep the change.  


