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Log in to WORKDAY 

Step 1 

1.Go into your employee profile

2.From the Workday home page, go to the left hand 
side and drop down to PAY

 

Step 2
1. Locate the section labeled Tax Documents on the top of the screen 

Step 3
1.Select edit option 

Step 4
1. Make your preferred W-2 delivery selection and click OK

This job aid provides step-by-step 
instructions for employees on how to access, 
review, and update their tax document 
delivery preferences in Workday.
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