EQUIFAX

Client Training HQ

WebManager: How to Reprint Forms in Tax
Form Management

This document overviews how to reprint employee tax forms in Tax Form Management.

Access Tax Form Management
1. Login to mytaxform.com.

2. Then, utilizing the left navigation menu, click the Employee Search page.

Select Employee
3. Search for the employee by name, employee ID, or Social Security Number.

4, Select the appropriate employee from the list.
5. Click Tax Forms.

From this point you have the option to (1) mail the form to the employee, or (2) download a copy of
the tax form to send to the employee in a secure email.

A Please note - You will be logged out if you refresh the browser
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Option 1: Select Postal Mail Form
1. From the Tax Forms drop-down, select Postal Mail Form.
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2. Select the form you wish to mail.
Note: You may filter by year and type of form at the top of the page.

3. Select Continue.

Mail Tax Document

Select the form(s) you want to mail.
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4. Confirm the mailing address the form should be sent to.

5. If the address needs to be edited, select the pencil icon on the right.
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6. Select Confirm and Continue.

Mail Tax Document

Confirm that the mailing address below is correct

#ADDRESS

123 Example Street
Example City, EX, 55555

CONFIRM AND CONTINUE >

7. A summary page will appear displaying a summary of the form(s) to be mailed.

8. Select Submit to complete the order.
Mail Tax Document

Selected form(s) to be mailed.

SUBMIT

You have now successfully ordered a form for reprint.
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Option 2: Download Form
1.

From the Tax Forms drop-down menu, select Download Tax Form.
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2. Check the box next to the form(s) you wish to download.

Note: You may filter by year and type of form at the top of the page.

3. Select Download Form.

Download Tax Form

Select the form(s) you want to download.
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CANCEL & DOWNLOAD FORM

You have successfully downloaded a form. You may now send it to the employee via your company’s
secure email software.

More Training Available!
Check out additional training resources available on our site, Connections.

The information provided is intended as general guidance and is not intended to convey any tax, benefits, or legal advice. For
information pertaining to your company and its specific facts and needs, please consult your own tax advisor or legal counsel.
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