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 Step 1: Login to Workday 
 
 
 
 
Step 2: Navigate to the Home Page and select the ‘Pay’ worklet 
 
 
 
 
Step 3: In the ‘View’ column, select ‘My Tax Documents’ 
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Step 4: In the ‘Employee Copy’ column, select ’View/Print’ for the appropriate Tax Year. 

 
 

 

Step 5: Select ‘Notify Me Later’ 
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Step 6: In the top right-hand corner, select the ‘Notifications’ icon to obtain the 

completed action list.  

 

Note: May take a minute to load 

 
 
 
Step 7: Select the applicable ‘Document Available’ from the notifications list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 8: Lastly, print and/or save the document. 
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