EMPLOYEE REVIEW FOR ITEMS THAT AFFECT THE W-2

Employee review of items affecting year-end processing is very important. It allows for the correct
reporting of year-end forms, it prevents the employee from needing and waiting on a W-2C, it prevents
possible fines from the IRS for missing information, and it prevents incorrect state taxation due to a wrong
address.

Employees should periodically review the information below in Workday and make changes any time
before the last payroll calculation in December (12/17/25):

Social Security Number (SSN):

Please verify that your Social Security Number (SSN) in Workday matches exactly the number shown on
your SSN card.

For step-by-step instructions, refer to the Workday Job Aid or,
1. Go to **View Profile** — **Personal** — **|Ds**.
2. Under **National IDs**, select **Verify National ID**.
3. Enter your SSN as it appears on your card.

If the SSN is entered incorrectly, you will receive an error message prompting you to contact your
campus HR office for assistance.

Workday Job Aid location: SSO — Workday Help — Training — Job Aids — Staffing — Manage Your
SSN and Other Government IDs

Why is having the correct SSN important?
e The Social Security Administration (SSA) will not be able to post your W-2 earnings to your SSA
account if an SSN is not included on your W-2 or the SSN on the W-2 is incorrect.
o TRS will not post the employees’ earnings and contributions to their retirement account.
e The Internal Revenue Service (IRS) can fine you (the employee) for not having an SSN listed on
the W-2.

State/Local Income Tax:

State and local income tax withholding is determined by your residency and work location address listed
in Workday. If you have either a residence or work location outside of Texas in a state that imposes an
income tax, please review your pay slips to confirm that the correct state tax has been withheld.

If you believe the withholding is inaccurate, complete and submit the Employee State Income Tax (SIT)
Verification Form. for review.

Both state and local income tax amounts are reported on your Form W-2 and cannot be corrected once
we send the W-2 file to the state. Therefore, it's important to verify your deductions regularly to ensure
accurate reporting at year-end.

Address:

Please review your mailing address in Workday. This is the address your paper W-2 will be mailed to if
you did not elect to receive it electronically. A corrected W-2 cannot be provided for an incorrect address.
W-2 Delivery Format:

Consider choosing to receive your W-2 in the electronic format. By electing to receive an electronic W-2,
you gain the AGS ADVANTAGES.



https://it.tamus.edu/workdayservices/training/job_aid/manage-your-ssn-and-other-government-ids/
https://uas.tamu.edu/tax/resources/state-local-income-tax.html
https://uas.tamu.edu/tax/resources/state-local-income-tax.html

Why Choose the Electronic W-2!

Did you know an Electronic W-2 is an IRS approved document?
We strongly encourage selecting the electronic format to get the AGS advantages:

ACCESS: Quicker Access!
View your W-2 online as early as mid-January—weeks before printed copies arrive by mail.
Download or print your W-2 anytime and as many times as you need.

GREEN: Go Green!
Natural resources are saved by not printing & mailing W-2 forms.

Security: Increased Security!
Mail delivery allows access to your personal sensitive information.
Your electronic W-2 remains safely stored and accessible for future reference.

Savings: There’s Cost Savings for each form not printed and mailed.

Make the switch today for a faster, greener, and more secure W-2 experience.
Here's How You Sign Up:
e Click on the Pay worklet on your Workday Home page
e Click on the My Tax Documents link.
o Click the Edit button in the Printing Election column (right side of the top box).
e Select the radio button for "Receive electronic copy of my Year End Tax Documents."
e Click OK

That's all there is to it. You will begin receiving your W-2 electronically instead of a paper form when
available in the new year.

SSO Access Issues:

If you experience difficulty logging into SSO please contact one of the service areas below:

e Active Employees:

Contact Phone Email

IT Help Desk Central (979) 845-8300 helpdesk@tamu.edu

¢ Inactive or Retired Employees — contact one of the following:

Contact Phone Email

Benefits and Retirement Services (979) 862-1718 benefits@tamu.edu

Payroll Services (979) 845-2711 payroll@tamu.edu

Continuous Improvement Services (979) 862-3845 HRnetwork@tamu.edu
Questions

o Email Tax Compliance & Reporting at tax@tamu.edu for questions about your taxes.
o Email the Payroll Office at payroll@tamu.edu for other payroll questions.

e Email Human Resources at benefits@tamu.edu for questions about benefit issues.



mailto:HRnetwork@tamu.edu
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