MAKE SURE YOUR W-2 GETS TO YOU AT THE CORRECT
ADDRESS!

e Go into Banner Self-Service area of URSA to View Addresses and Phone number (Figure
1 below).

e If your local mailing address is not where you want your W-2 mailed go to Update
Addresses, scroll to field shown below and select Local Mailing:

Type of Address to Insert: | | gcal Mailing v

Select

Local Mailing

e Click the Current link and enter the local mailing address that is accurate for the W-2

address.

OR

ELECTRONIC RECEIPT OF W-2 IS NOW AVAILABLE.

e If you would like to get your W-2 on the web, see Figure 2 below about Electronic W-2
consent.

Either option must be completed by January 10" to be effective. W-

2s will be available by January 31, 2012.

Figure 1. Address Change
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Figure 2. Choosing Electronic Receipt of W-2
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If you have questions, call the Payroll Office at 970-351-2700.



