
Accessing your W-2 
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Tools/Systems Ultipro 

Notes: Steps on how to access your W-2 in Ultipro. 

 

1. Login into your Ultipro account. Select the pay menu > U.S. Wages and Tax Statements 

 
2. Select U.S. Wage and Tax Statements. Your W-2 statement will load. Additionally, you can filter by the 

year. 

 

 

 

 



3. Click on the “Year” to open your W-2. Select the print icon. 

 

 

4. To download or print your W-2, please select the print icon. The print preview of your W-2 will open. Select the 

print button in the top right corner when in the print preview. 

 
5. You can now print your W-2. Select the destination accordingly, then select print. 

 
 

 

 

 

 



6. If you would like to download your W-2, please adjust the destination to “Save as PDF”. 

 
7. Select save. 

 
8. Save your W-2 to your downloads or your preferred folder. File name will default to “Print Preview”, you can 

adjust the file name accordingly. You now have your W-2 downloaded.  
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