
 

Options for Requesting/Producing Duplicate Form W-2s 

Once the Form W-2s are distributed, there is an immediate need to generate a replacement copy for employees.  

There are at least four different procedures that exist to assist employees in meeting this need. 

Employee reprints from HRConnect 

Starting with tax year 2001, procedures allow for immediate printing of W-2s via HRConnect by either the 

employee or a HRConnect administrator.  It is planned that there will be a maximum of five tax years of 

information kept on the file servers.  The address for the web site for employees is 

https://sso.tamus.edu/logon.aspx The W-2 information has been added to the payroll information page for 

employees accessed on this website.  The site is secure and employees may only access those records for which 

they know the password (which should just be their own).  This site is available to employees almost all the 

time allowing them to access and print a personal copy, using their own UIN and password.  Employees who 

pay State Income Tax (SIT) or who received Qualified Moving Expense Reimbursements will not have copies 

of their Form W-2s available from this site for tax years prior to 2004, as the information is not available from 

the files being used.  Please caution your employees that they should not share their password with anyone. 

Administrator reprints from HRConnect 

HRConnect also allows for a similar process to be used by payroll and/or human resource offices to print a copy 

for any employee, by using an administrative access ID and password.  The address for the administrative web 

site is https://sso.tamus.edu/logon.aspx.  An individual’s Form W-2 may be accessed from the payroll 

information screen (like above) for benefit eligible employees or the form may be displayed for all employees 

by using the W2 Records section of the administrator access screen.  This process allows for an immediate 

production of the replacement Form W-2 for employees within the work station code assigned to the 

administrative user-id. 

 

 CAUTION: The data transmitted to the Social Security Administration (SSA) is the only data stored on 

HRConnect.  The data stored in HRConnect MUST be kept in sync with the data sent to the Social Security 

Administration.  Be aware of the following: 

 

 Changes made to employee's data made after the file has been transmitted to HRConnect WILL 

NOT BE reflected in HRConnect unless you inform the B/P/P Operations Center that a change has 

been made.  The B/P/P Operations Center will then build a new file and transmit the information to 

update the HRConnect data. 

 Employees with Qualified Moving Expenses and/or State Income Tax Withholdings may not request 

a duplicate Form W-2 through HRConnect for tax years prior to 2004. This information is not passed 

on the file sent to the SSA; therefore, it was not available for the re-print program in HRConnect.  

Requests for Form W-2s for these employees will result in a message indicating that the information 

is not found.   

 

Both of the HRConnect options above will generate a Form W-2 image copy on a local printer using Adobe. 

 

BPP Operations Center reprints 

The third option to generate a replacement Form W-2 utilizes the same method used to produce the original 

document – through the mainframe computer system by the B/P/P Operations Center.  This form would be an 

exact duplicate of the mailing document originally produced.  Contact BPP Operations Center Manager with the 

SSNs for the W2s that need to be reprinted. 

https://sso.tamus.edu/logon.aspx
https://sso.tamus.edu/logon.aspx


 

Manually type information  

Finally, the fourth option to generate a replacement Form W-2 is to re-type the form on the blank stock 

distributed to your office when the original forms were produced (assuming that you can find a typewriter).  All 

of the information needed is on the final copy of the W-2 Prooflist report.  This is a good source, assuming that 

no additional changes in the employees' earnings have been discovered and made since the original W-2 was 

produced for the employee. 

 

If you need assistance, please contact BCSSupport@tamus.edu. 
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