STEP 1

Start by navigating to your hamburger menu on the left side of your screen
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STEP 2

A. Under My Info Tab » Click on My Pay
B. Click on Forms
C. Click on W2
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STEP 3

Click on Electronic Consent button.
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STEP 4

Once the Electronic Consent button has been selected the below pop-up will
appear, then checkbox for Receive Form W2/W2C Electronically . Click Save.

Electronic Consent X

@ By checking the box, you consent to electronic delivery of your W2 tax
documents. Such electronic delivery will be delivered through your
employee login, provided to you by your human resource manager or
direct manager. If you do not consent, a paper W2 will be provided.

I Receive Form W2/W2C Electronicatly"
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STEP 5

You will need to provide your password and select save.

Electronic Consent Confirm X
® Please type your (i ") password to confirm.
Password *
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STEP 6

You have now Opted to Receive your W2 electronically! Click on OK.
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