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Follow the prompts below to consent or withdraw consent to receive year-end forms 
electronically (PDF version).  
 
Note: Employees who separate from county service at the time of W-2 processing will 
receive a paper W-2 form to their mailing address on file.  
  

W-2/W-2c Electronic Consent 

Consenting to receive year-end forms electronically means you will NOT receive a paper 
form in the mail. You will access your W-2, directly through Employee Self-Service, as a 
PDF document. 

Step Action 
1.  Login in to Employee Self Service, and click on the Payroll Tile. 

 

 
 
 

2.  Click on the W-2/W-2c panel to expand the drop down, and select W-2/W-2c Consent 
 

 
 
 

3.  The consent page opens up and you will see your current W-2/W-2c preferences.  
 
Read the instructions displayed on the page.  
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Step Action 
 

 
 
 

4.  Select the checkbox to indicate your consent to receive forms electronically, and click on Submit. 

 
 

5.  You will be prompted to enter your PeopleSoft credentials for verification. 
Enter your password and click Continue to proceed.   
 

 
 

6.  Once your submission is processed, you will receive a confirmation page that indicates your change 
was successful.  
 

7.  Your preference is now setup up to receive year-end forms electronically. Once year-end forms 
are completed, you will NOT receive a paper form in the mail. You will access your W-2 directly 
through Employee Self-Service, as a PDF document. 
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Step Action 

 
 

8.  If you are completed with your changes, log out of PeopleSoft, by clicking on the menu bar on the top 
right of page, and selecting Sign Out. 
 

 
 
 
 
 
 

 
 

Withdraw W-2/W-2c Electronic Consent  

Withdrawing your consent means you are opting to receive year-end forms by mail. 
However, as long as you are an active employee, you will also have access to your year-
end forms through Self-Service.  
Step Action 

1.  Login in to Employee Self Service, and click on the Payroll Tile. 
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Step Action 
2.  Click on the W-2/W-2c panel to expand the drop down, and select W-2/W-2c Consent 

 
 

 
  

3.  The consent page opens up and you will see your current W-2/W-2c preferences.  
 
Read the instructions displayed on the page.  
 

 
 

4.  Select the checkbox to withdraw consent to receive W-2/W-2c forms electronically, and click on 
Submit.  
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Step Action 
5.  You will be prompted to enter your PeopleSoft credentials for verification. 

Enter your password and click Continue to proceed.   
 

 
 

6.  Once your submission is processed, you will receive a confirmation page that indicates your change 
was successful.  
 

7.  Your preference is now setup up to receive year-end forms by mail. If you wish to change your consent 
to electronic, please refresh the page and navigate back to W-2/W-2c Consent. 
 

 
 

8.  If you are completed with your changes, log out of PeopleSoft, by clicking on the menu bar on the top 
right of page, and selecting Sign Out. 

 
 
 
 
 
 
 

 


	W-2/W-2c Electronic Consent
	Consenting to receive year-end forms electronically means you will NOT receive a paper form in the mail. You will access your W-2, directly through Employee Self-Service, as a PDF document.
	Withdraw W-2/W-2c Electronic Consent
	Withdrawing your consent means you are opting to receive year-end forms by mail. However, as long as you are an active employee, you will also have access to your year-end forms through Self-Service.

