
Instructions to Access W-2s 

Due to the WebAdvisor upgrade, the way you access your electronic W-2 has changed. 

Please follow the instructions below to access your electronic 2015 W-2 form. 

1. Log into your SU WebAdvisor account like normal. 

                                        

 

2. Select the Employee Tab 

 

 

  



3. Click on the “Tax Information” link under the “Employee Profile” 

section. 

 

                                      

CLOSE  

UP VIEW 



 

 

4. Click on the “W-2 Information” Tab.  

 NOTE – The 1095-C is a new IRS informational form called the 

“Employer-Provided Health Insurance Offer and Coverage” and 

is related to your health benefits for calendar year 2015. It will 

be available by the March 31, 2016 deadline. More information 

from Human Resources will be forth coming related to the 

1095-C form at a later time. 

 

 

  



5. If you have already agreed to receive your W-2 electronically, the 

following screen will appear (NOTE – If you are not seeing this 

screen go to Step 6 below.) 

 Click on the link “2015 W-2 Statement” to access your 2015 

W-2 Form. 
 Note that prior year W-2 statements are also available. 

 You can also select to receive or change your electronic format preferences. 

 

 

  



6. If you have NOT agreed to receive your W-2 electronically, the 

following screen will appear because you do not have access. 

 

TO CHANGE YOUR PREFERENCE - 

 Click on the circle in front of the first statement in green, 

“Receive my W-2 only in electronic format”  

 Click on the “Save” Button  

 
 


