Workday Time Tracking Job Aid 2025R2- 02/05/2026

Audience: Employees

" Accessing W2

@  This job aid explains how to view, download, and print your annual W-2 tax statement in Workday.

Access W-2

Workday e Employee, Former Employee
Role(s)

Steps e Allow employees to access, review, download, and print their W-2 tax statement from
Workday for tax filing and personal reference.
Prerequisites

e W-2 has been issued for the tax year
e You have Workday access (active or former employee)

e Pop-ups are enabled in your browser

Step 1: Access Tax Documents

1. From the Home page, select the Personal Profile icon 8

2. Select View Profile
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Accessing W2

3.

In your profile menu, select Pay
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Results Input Tax Elections Payment Elections

Tax Forms Printing Elections

Tax Forms Printing Elections 1item

Company

MKE City of Milwaukee
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Tax Year Company Name

2025 City of Milwaukee

Withholding Orders

Tax Form
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Current Year End Tax Document Printing Election

Costing Allocations Pay Group Payslips Arrears

You are currently receiving both electronic and paper copies of your Year End Tax Documents.

Issued Date Employee Copy

10/23/2025
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Step 2: View W-2
1.

2. Under the tax year list, locate the W-2 for the required year.

3. Click View/Print in the Employee Copy column.

In the Tax Documents tab, review the Tax Forms Printing Elections section.
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You are currently receiving both electronic and paper copies of your Year End Tax Documents.

Issued Date
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Accessing W2

Step 3: Process W-2 Request

1. A message appears: “Your request is being processed.”
2. Click Notify Me Later to receive a notification when the W-2 is ready.

Your request is being processed

You can continue to wait or choose to be notified later.
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Step 4: Open W-2 from Notifications

1. Click the Notifications (bell) icon.
2. Select Document Available.
3. Click the PDF link to open the W-2 document.
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Notifications
e e : Document Available EH om0
1 minute(s) ago
Document Available W-2_Form_2025_ _2026_02_04_18_25_47_-0800_W-2_ESS.pdf is now available in My Reports
W2 Form 2025 _2026.02.04_18_25 470800 M-
2_ESS pdf is niow available In My Reports -
1 minute(s) ago Details -, W-2 Form 20251 _2026_02_04_18_25_47_-0800_W-2_ESS pdf

Step 5: Download or Print W-2

1. Use the Download or Print icons in the PDF viewer.

2. Save or print the document for your records.
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