Johns Hopkins employees to plan ahead for tax season by signing up to receive an
electronic W-2 form, which many people find to be more convenient, secure, and
timely than receiving a paper W-2 in the mail. It takes only a few simple steps to
provide your permission now, and your form will be available for you to access online
starting in mid-January.

If you consented via the Employee Self-Service (ESS) system to receive an
electronic W-2 in 2017 or later, you will continue to receive your form
electronically without taking any additional action. If you have not consented to
electronic delivery since 2016, you can select your W-2 delivery preferences before Dec.
31.

Steps to Select Electronic W-2 Delivery

o Access the ESS website through my.jh.edu.

o Open the HR section and select the Employee Self Service (ESS) icon.

» Click on the blue Login to ESS button at the top of the page.

« Note that this page requires an additional login step using Azure MFA. If you
have not yet signed up for Azure MFA, more information and a sign-up link are
on the MFA Resource Center website.

o Click the W-2 Information link.

o On the next screen, click the Online W-2 Election link.

« On the following screen, next to the Overview of Elections header, click the New
Election button.


https://s2.bl-1.com/h/i/dvtpZmNB/7Kr7Zj8?url=https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flivejohnshopkins.sharepoint.com%2Fsites%2FOffice365Hub%2FSitePages%2FMulti-Factor-Authentication.aspx%3FCT%3D1670423583889%26OR%3DOWA-NT%26CID%3D607ead6e-1b64-b701-3bb8-e703e3f698bd&data=05%7C02%7Crachel.fontana%40jhu.edu%7C5659f7895e234f4291f408dbfa8ae892%7C9fa4f438b1e6473b803f86f8aedf0dec%7C0%7C0%7C638379246739907842%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=KNXj17l0ctOfAiH52CDz%2FrP%2FDqBoYNLszFUhnP2XR9w%3D&reserved=0

« Under the Overview of Elections section, click on the row that states current
Election Period Open. This will open the Election Details section at the bottom of
the page.

o Click on Receive W-2 Online to initiate the consent to receive your W-2
electronically.

o You will be presented with a confirmation pop-up box asking you to confirm your
election. If you wish to proceed, click OK to confirm your consent. A message
reading “Data Saved Successfully” will appear at the top of the page just below
the Election for Online W-2/W-2c title. Be sure to note that there is more
information on the page under Additional Information.

o When your W-2 is available in January, you will receive an email that will direct
you to sign into ESS to view and print the form.

Important Information Regarding Your Permanent Mailing Address

If you prefer to receive your W-2 by mail, please help us ensure safe delivery by
confirming your mailing address in ESS. On the ESS overview page, click the Personal
Information link followed by the Permanent Address link. Update your information if
necessary.

It is also important to note that if you leave Johns Hopkins before W-2s are issued in
January, you will get a paper copy even if you asked for an electronic one. Be sure to
check your mailing address before you leave to ensure safe and timely delivery of your
W-2.

For more information and step-by-step instructions, go to the W-2 Forms page of
the HR/Payroll Shared Services website.

Please take action now so that we can make delivery of your tax information easy and
efficient in the new year.


https://s2.bl-1.com/h/i/dvtpZrnD/7Kr7Zj8?url=https://hrpayroll.ssc.jhu.edu/employee-self-service/w2-information/

