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My Year End Forms 
 

Introduction This guide provides the procedures for viewing, downloading, and/or 
printing your year-end forms in Direct Access (DA). 

 
Procedures See below. 
 

Step Action 
1 Click on Member Self Service from the My Homepage drop-down. 

 
   

2 Select the View/Print My Year End Forms option. 

 
 

 

Continued on next page 
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My Year End Forms, Continued 

 

Procedures, 
continued 

 

 
Step Action 

3 The Tax Document Consent Form page will display.  
• This page offers you the opportunity to consent to accessing tax forms online. 

If you consent to accessing them online, they will not be mailed. Check the 
box and click Submit to consent.  

• In this example, the member has previously consented to receive their year-end 
tax forms electronically. To withdraw the consent, check the box and click 
Submit.   

 
 

 

Continued on next page 
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My Year End Forms, Continued 

 

Procedures, 
continued 

 

 
Step Action 

4 Whether giving or withdrawing consent to receive year end forms electronically, 
DA will require you to verify your identity before processing your request.  
Enter your DA Password and click Continue.   

 
 

5 To view and/or print your year-end forms, click View/Print W2 or View/Print 
ACA Forms to open a list of the appropriate tax forms.  

 
 

 

Continued on next page 
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My Year End Forms, Continued 

 

Procedures, 
continued 

 

 
Step Action 

6 Depending on the link selected, a list of available forms will display. Click on 
the appropriate button to open the form. 
 
View/Print W-2 link: 

 
View/Print ACA Forms link: 

 
 

7 The selected form will open in a new window. They may be printed and/or saved 
to a personal file.    
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