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TeamWorks HCM Data Entry Process: 

W2 Reissuance 

 

Reissuance of W-2 is completed by each TeamWorks agency.  The following provides the steps to 
reissue a W-2. 

 

 
 

Log into PeopleSoft HCM and select Payroll for North America. 
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Step 1: 
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Step 2: Select US Annual Processing. 
 

 

 

 
 
 

 

Select W2 Reissue 
 

 

Step 3: 
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Step 4: Enter the complete Employee ID and click Search. 

 

 

Step 5: 

 

 
 
 
 

The User ID and the National ID (Social Security Number) will be populated. Enter the year for 

the W2 you are requesting in W2 Request for Year. 
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Step 6: Click Save. When the record is saved the white Saved button appears. 
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Step 9: 
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W2 delivered to Employee by Agency. 

Step 7: 

Step 8: 

Reissue requests are processed in batch on Tuesday and Friday nights. 
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W2 delivered by Print Facility to Agency the following business day. 
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IMPORTANT: 

 W2’s are printed on Tuesday or Friday night depending on when the request was received. 

 Delivery arrangements with the Print Facility are made with each agency. 

 W2’s are directed to the Agency Payroll Office of Record for the employee in the requested W2 

year. 

 It is the responsibility of the Agency of Record for the requested W2 year to distribute the W2 

directly to the employee. 


