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Year-end Electronic Tax Form Consent

Introduction

Employers can offer theiremployees the choice of either paper or electronic Year-End forms. The advantages of
electronic Year-End forms are:

Fewer W-2s to distribute

TheElectronic consentis forall Year-End forms, including W-2s, 1099sand ACAforms

No paper form (s) will be sent for the employees who accept the Termsof Use and Consent of Electronic
Delivery of Year-End Tax Forms.

Automated emailto alert the employee when the electronic tax form isavailable

Automated consent withdrawn date willpopulate for any employees terminated iniSolved prior to orwiththe
last payroll of the year and willreceive a printed W2 for that tax year

Terminated employeeswho Accept the Terms of Use and Consent of Electronic Delivery of Year End Formsin
Employee Self-Service after their termination will not receive a printed W2

Dueto IRS guidelines, the employee will need to signanelectronicconsent.

Employee Self-Service

Uponinitial Employee Self-Service login (after your Service Bureau turns onthe Year-End Tax Forms Electronic
Signature Consent), all employees will be presented with the following “Terms of Use and Consent of Electronic
Delivery of Year-End Tax Forms.”

Terms of Use and Consent to Electronic Delivery of Tax Forms

1. Electronic Delivery of Tax Forms

By selecting the "l Accept” button, you are signifying your intent to sign this
Agreement electronically. You agree your electronic signature is the legal
equivalent of your manual signature on this Agreement and any associated
documents. By selecting "l Accept” you consent to be legally bound by this
Agreement's terms and conditions. You further agree that your use of a key
pad, mouse or other device to select an item, button, icon or similar
act/action, or in accessing or making any transaction regarding any
agreement, acknowledgement, consent terms, disclosures or conditions
constitutes your signature (hereafter referred to as "E-Signature”),
acceptance and agreement as if actually signed by you in writing. You also
agree that no certification authority or other third party verification is
necessary to validate your E-Signature and that the lack of such certification
or third party verification will not in any way affect the enforceability of your
E-Signature or any resulting contract between you and Sheila's Benefits -

| Accept | Decline
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Thewindow willopenas a pop-up, allowing your employees the following options:

e | Accept: Ifaccepted, aPDF copy of this acceptance titled “Electronic Delivery - TaxForms - Accepted” willbe
available under Employee Documents.

Ifaccepted, no Year-End formswill be printed, but willbe available under the W2/ ACA/1099 Forms section of
Employee Self-Service. The employee will receive anemailwhenthey are available for viewing/printing.

Documents

Document Type:| & | Upiosd Date: =

Persomnel  Payrol 19 Confidentisl PHI  Confidential-Other  Signeo Acknowleogements  Otner €€ Uploans

+ Document Type + Document Description + Document Name + Document Upload Date View Document

Acceptes Elex

Accepted ElectronicTa

e | Decline: If selected, theemployee willreceive the following pop-up:

training.myisalved.com says

You have chosen to decline the Terms of Use and Consent to Electronic
Signature. By selecting OK, your choice to decline will be confirmed
and you acknowledge that employment documents, enrollments, and
other notices will not be available for electronic signature. By selecting
Cancel, you will be given the opportunity to view and accept or decline
the Terms of Use and Electronic Consent again.

o Ifthe employeeclicksCancel, they will be takentothe *Electronic Delivery of Communicationand Use
ofElectronic Signatures” toaccept.

o Ifthe employeeclicksonOK aPDF copy ofthedecline titled “Electronic Delivery - TaxForms -
Declined” will be available under Employee Documents.

o Ifdeclined, apapercopyofallYear-End forms willbe sent to the employer and willalsobe available
under W2/ACA 10939 Forms inEmployee Self-Service. However, the employee willnot receive anemail
whenitisavailable.

Ifan employee changes theirmind after theirinitial decline, orif they had withdrawn their acceptance, they areableto
changetheir decision by clicking onthe arrow next to their name in Employee Self-Service.
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[ [3] Electronic Delivery-Tax Forms ]

? University

® Logout

Oncethey clickonElectronic Delivery - Tax Forms, the pop-up with the “TermsofUse and Consent to Electronic
Delivery of Year-End Forms™ will appear again. The employee canthenclick on| Accept.

If they click onElectronic Delivery - Tax Formsonce they have accepted the Electronic Delivery of TaxForms, apop up
willappear indicating they have already accepted.

training.myisolved.com says

You have already agreed to the Terms of Use and Consent to Electronic
Delivery of Year End Tax Forms. A copy of your agreement is available in

Employee Documents

General Screen

Once "Electronic Consent” and “ElectronicConsent for Tax Forms™ are activatedby your Service Bureau, amenuitem
titled Electronic Consent will appear on the employee's General Screen. Navigate to Employee Management >
Employee Maintenance > General.

Electronic Consent
Electronic Consent Date: | 5/24/2021 10:18:50 AM

Consent Withdrawn: 'ﬁ
YE Delivery Consent Date:| 5/24/2021 10:41:19 AM
P YE Consent Withdrawn: 'ﬁ

If the employee changes their mind after consenting and wants to withdraw thiselection, they must notify their
employerinwriting, per the agreement they signed.

4. Withdrawal of Consent to Electronic Delivery

You may withdraw your consent to receive electronic delivery of year end tax forms at any time, by
submitting a request in writing to the Company Address. Any withdrawal of your consent will be
effective after a reasonable period of time for processing your request and confirmed by Company in
writing or via email. Withdrawal does not apply to previously issued year end tax forms.
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Theemployer willenter the date under Y E Consent Withdrawn on the General screen for the employee. Thiswill stop
any future electronic W2, ACA and 1099 Year-End forms.

Email Notification

Any employees that have accepted electronic Year-End forms consent willreceive anemail whenthe forms are
available. Please check with your Service Bureau for the availability date.

Theemployer may use the systemdefaulted email fornotification. Hereis anexample:

From: no-reply@infinisource.com | mailtomo-reply@infinisource.cam]
Senl: Wednesday, Octaber 25, 20017 6204 A6

T Banrstt, Nancy <MBannettBisokedhom coms

Suhﬂl‘t IMPFORTANT TaX RETURN DOCUMENT AVAILABLE

Carley Broan

The most recent copy of vour year end tax form(s) from Mystery, Inc are now availzble in Emploves Self Service. You may access your acooumnt using
the followmg lmk hetps: | infinsscurce com. O the logm page vou will enter vour tsername and password.

Omee logged in to vour account, navigate to Employes Self Service>W 2L ACA ] 099 Forms, To wiew or prant your document, select the appropriace
document from the lest and click “View Document ' The document wall open m pdf format. Cmce 5t opens, you can save or print your docuoment

To view ar print a copy of the comesponding mstructioms, select the appropriate document from the list 2nd click “View Instructions.” The instoctions
will open in pdf format. Once it opens, You cam 3ave of priot vour document

Theemployer may also createanEmail Templateintheir ownwording to be sent to employees who have accepted
electronic delivery whenthe Year-End forms are available. Use the following instructions to customize the email:

1. Navigateto Client Management > Workflow > Email Templatesand enter the following.

2. Email Subject Line: Must read "IMPORTANT TAXDOCUMENT AVAILABLE" (inall caps).

3. Email Text: Theemployer cancustomize, but should containinformationonhowto access and print Year-End
tax documents. Refer to the email Text Placeholders.

4. Email Type: Select "YE TaxFormNotification.”

Inactive approval

Email Type
*Email Type: | Benefits v

Email Text Placeholder| 5"
Certifications

Es

vee Massages Mobile Push Notifications
yee Self Service Activation

ass Email
] Paystub Alerts
n{ Performance Reviews

Tax Form Notfication ]

M.LLe

Employee Year-End formswill appear inEmployee Self-Service under W2/ACA/1099 Forms. The employee will be able
to view or print the Year-End form by clickingon “View Document.” They are also able to seeinstructions by clicking on
View Instructions.”

W2/ACA/1099 Forms

% Tax Year % Document Description % Document Type % Document Name View Document View Instructions

2017 W-2 YE Tax Form View Document View Instructions.

2017 ACA-1095 YE Tax Form View Document View Instructions
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Year-End Report Archive

Anemployer cannavigate to Reporting > Year-End Report Archive to see copies of theiremployees' Year-End forms.
Employees that are notreceivinga printed W-2 will notappear inthe "W-2Pressure Sealed” report inthe Y ear-End
Report Archive. The employer will only see W-2s for the employees receiving printed W-2s.

Theemployer “W-2Copy D" willinclude allW-2s. However, for those employeesthat have consented to electronic
delivery, the W-2 copy will have a watermark identifying itas anESS (Employee Self-Service) copy.

. ¥ vt B B R
veld [ | az.43-2301 OB Ko 14450008
T T =
471 TAPESE 1515.50 156.15
= — —— Y S ey g T el ey o il
W, I5C T85.70 2308
100 5 ey
Wirgion Sakee, HC 37104 T g ol s T el
1515.50 2187
[T B wort i T e
T40.80
[Tt T W Dmnerica
aevMP - 55
¥ Tl s o Pl TaFrane L~ R 7 15 T e W B 1T
5
Abbis Asstor E o I 43500
121EIm mn il E .
I BE1S '
- T
=]
]
|
i
1 enplopee's miirens aru T8 coste
Wi Trclowers sisie T nanbar ER T v N CoTmges, T e T ol T T T ol s
IL |5|550l_ EZ'I'Id L
Dasparyrant of e T) - Imtamal Asveris Sanas
L i 1 — 2017 S p———
Copy D - For Employer [ BRI VR TT) Teh

The ACA form for those employees that have consented to electronicdelivery willalso have a watermark that will
appearintheupperleft corner.
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