How to access your
W-2 via ADP Online

When Shared Services has all W-2s prepared, you will be
able to print them out by entering your account on the ADP
website.

From the VSU Homepage
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« Move your cursor over the Faculty and Staff entry
in the left menu of the VSU Home Page (do not click).

. Move cursor over the Shared Services/ADP option

and click.
—

« Click on the ADP Login menu option listed in the
Main Menu on the left of the Shared Services/ADP web

page.
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. Click on the User Login button on the ADP web site.
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The server agateway.adp.com at Employee Access

[16:13:09:7155] reguires a username and password,
username: ([ v i « Enter your ADP User Name and Password in the
e | e login box and click OK to enter your ADP account.

[]remember my password

\ [ Ok H Cancel ]

]

Welcome

Todayis Jan 14, 2010

e e e e e o « Click on the Money link listed at the top of your ADP
it o account page.

Your onei

# Toaccess the eTime system, go to the "Time" tab a.
* Toaccess your benefits, select the "Benefits” tab ahg,
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Welcome
Today is Jan 14, 2010

Home Time Myself Money
Welcome

Direct Deposit Welcome « Click on the Annual Statements link listed in the

Tax Withholding

Voluntary Deductions T Il menu at the left of your ADP account page.

Pav Statement= Thiz section of the site iz designed to pro

Annual Statements
- _ « Alink to your 2009 W-2 will appear in the area shown.
‘ Click on the link to view your W-2 and choose print to

This page displays the annual tax forms avaiable for viewing. Click the tax year to view uetag

create a copy or copies of your document.
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Note: If no link appears, your W-2
is not ready for downloading.



