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	Date Created
	1/5/2022

	Version
	1.0

	System
	Employee Self-Service

	[bookmark: _Hlk92351727]Description
	Completing these steps will allow you to receive your W2, electronically, through Employee Self-Service (ESS).  Once consent has been completed, that consent will remain in effect until one of the following events have occurred:
· Consent is Withdrawn
· Retirement
· Termination of Employment
· Death


	Navigation

	https//sharp.sok.ks.gov/sokhrprdess/signon.html

	[bookmark: _Hlk87965373][bookmark: _Hlk87968847][bookmark: _Hlk88038460]1.
	Enter your Employee ID and Password.  Select Sign In.

If you do not remember your password, click on the Forgot Your Password? link.
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	[bookmark: _Hlk90018527]2.
	Select the W-2 Consent, Reissue, Forms tile.
(The tile will note the most recent year available.)
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	Select the I consent to receive W-2 or W-2c forms electronically box


















Select Submit





Enter your Employee ID as the User ID and enter your Password.

Continue
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	 W-2 will be delivered electronically.
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	Additional Information
	Consent can be withdrawn by following the process above.  The statement in Step 3 will now show I withdraw my consent   
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Follow Steps 3 and 4 above to withdraw consent.
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	END OF PROCESS
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W-2: Consent, Reissue, Forms A

W-2/W-2¢ Consent

ﬁ You currently receive W-2 or W-2c paper forms by mail

To consent to receive electronic W-2/W-2c forms, review this disclosure statement, then check the box next to the statement ‘I consent to receive W-2 or W-2c forms electronically’ and click submit.

Your consent indicates agreement with the terms and conditions in this statement and authorizes electronic distribution of ll available W-2/W-2c forms via Employee Seif-Service (ESS). W-2/W-2¢ forms are

available on ESS for the current year and the previous 4 years, for a total of 5 years. The Form W-2 may be required to be printed and attached to a Federal, State, or local income tax retum. The consent
remains valid until a withdrawal or termination of consent is received per the conditions specified below.

Each year when electronic W-2/W-2c forms are made available, an email notification will be sent to the email account specified as the primary email account in ESS under the tile titled My System Profile’. Itis
the responsibility of the employee to maintain an active, updated email address in their ESS "My System Profile’

For employees who do NOT consent to receive their W-2/W-2c form electronically, paper forms will be mailed in accordance with IRS deadlines to the address located under the tile titled View Personal

Information’. If your mailing address is not correct, contact your Human Resources department to update the information. Requests for  printed W-2 form can be made using the ‘W-2 Reissue Request link
in ESS. Submitting a reissue request does not update the individual's W-2W-2c Consent Status.

WithdrawalTermination of Consent will occur as noted below under the following conditions:

1) Employee withdrawal of consent — Withdrawal of consent may be made electronically in ESS or via employee request to the address below. Withdrawal is effective upon entry into the SHARP system and
applies to all future W-2/W-2c forms issued. Confirnation of the effective date of withdrawal wil be communicated in writing (either electronically or on paper) to any requestor submiting a written request for
withdrawal to the Kansas Dept. of Administration

2) Employee separation due to retirement, termination of employment, or death — Consent will be systematically withdrawn upon separation from employment and a paper W-2/W-2c form will be mailed unless
the individual accesses Employee Self Service to consent to receive an electronic W-2. Access to electronic W-2 information is available for 18 months following the date of separation. Employees are
reminded to update the primary email address in their ESS "My System Profile' ile to a personal email address at the time of separation from employment.

3) Employer Termination of consent - Termination of consent may occur if the State of Kansas elects to discontinue providing electronic W-2W-2c forms in the future or if, for security purposes, a statewide
reset of consent status is completed.

Thank you,

Kansas Department of Administration
Attn: W-2/W-2c

700 SW Harrison St, Suite 300
Topeka, KS 66603-3740

E-mail - DA W2Info@ks.gov

Phone — 785-296-7059

D1 consent to receive W-2 or W-2c forms electronically
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W-2: Consent, Reissue, Forms A

W-2/W-2¢ Consent

% You currently receive W-2 or W-2c paper forms by mail

To consent to receive electronic W-2/W-2c forms, review this disclosure statement, then check the box next to the statement ‘I consent to receive W-2 or W-2c forms electronically’ and click submit.

Your consent indicates agreement with the terms and conditions in this statement and authorizes electronic distribution of all available W-2/W-2c forms via Employee Self-Service (ESS). W-2/W-2c forms are
available on ESS for the current year and the previous 4 years, for a total of 5 years. The Form W-2 may be required to be printed and attached to a Federal, State, or local income tax retum. The consent
remains valid until a withdrawal or termination of consent is received per the conditions specified below.

Each year when electronic W-2/W-2c forms are made available, an email notification will be sent to the email account specified as the primary email account in ESS under the tile titled My System Profile’. Itis
the responsibility of the employee to maintain an active, updated email address in their ESS "My System Profile’

For employees who do NOT consent to receive their W-2/W-2c form electronically, paper forms will be mailed in accordance with IRS deadines to the address located under the tile titied ‘View Personal
Information’. If your mailing address is not correct, contact your Human Resources department to update the information. Requests for  printed W-2 form can be made using the ‘W-2 Reissue Request link
in ESS. Submitting a reissue request does not update the individual's W-2W-2c Consent Status.

WithdrawalTermination of Consent will occur as noted below under the following conditions:
1) Employee withdrawal of consent — Withdrawal of consent may be made electronically in ESS or via employee request to the address below. Withdrawal is effective upon entry into the SHARP system and
applies to all future W-2/W-2c forms issued. Confirnation of the effective date of withdrawal wil be communicated in writing (either electronically or on paper) to any requestor submiting a written request for
withdrawal to the Kansas Dept. of Administration
2) Employee separation due to retirement, termination of employment, or death — Consent will be systematically withdrawn upon separation from employment and a paper W-2/W-2c form will be mailed unless
the individual accesses Employee Self Service to consent to receive an electronic W-2. Access to electronic W-2 information is available for 18 months following the date of separation. Employees are
reminded to update the primary email address in their ESS "My System Profile' ile to a personal email address at the time of separation from employment.
3) Employer Termination of consent - Termination of consent may occur if the State of Kansas elects to discontinue providing electronic W-2W-2c forms in the future or if, for security purposes, a statewide
reset of consent status is completed.

Thank you,

Kansas Department of Administration
Attn: W-2/W-2c

700 SW Harrison St, Suite 300
Topeka, KS 66603-3740

E-mail - DA W2Info@ks.gov

Phone — 785-296-7059

I consent to receive W-2 or W-2c forms electronically





image7.png
Verify Identity x

To protect your privacy, verify your identity by typing your
password. If you are not this user, click Cancel

UserlD

Y = —





image8.png
O | BB Fluid W-2/W-2c Consent x |+

<~ C () httpsy//sharp.sokks.gov/psc/sokhrprdess/KS/HRMS/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUL.GBL?CONTEXTIDPARAMS =TEMPLATE_ID%3aPTPPNAVCOL&iscname=ADMN_KS_ESS_W2&PanelCollapsibl... Y§ T

W-2: Consent, Reissue, Forms

7 W-2/W-2c Consent W-2/W-2¢ Consent
5 View W-2W-2¢ Forms £ You will receive W-2 or W-2c forms electronically
5 W2 Reissue Request Check the box next to the statement | withdraw my consent to receive W-2 or W-2c forms electronically’ and click submit. This withdrawal of consent is valid until you submit a new consent form.

As a result of withdrawing consent, you will be unable to access electronic W-2/W-2¢ forms and paper W-2/W-2c forms will be mailed in accordance with IRS deadlines to the address located under the tile
titled *View Personal Information’. If your mailing address is not correct, contact your Human Resources department to update the information.

Ifyou have any questions, please contact your Human Resources department
Thank you,

Kansas Department of Administration
Attn: W-2/W-2c

700 SW Harrison St, Suite 300
Topeka, KS 66603-3740

Email - DAW2Info@ks gov

Phone — 785-296-7059
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5 W2 Reissue Request Check the box next to the statement | withdraw my consent to receive W-2 or W-2c forms electronically’ and click submit. This withdrawal of consent is valid until you submit a new consent form.

As a result of withdrawing consent, you will be unable to access electronic W-2/W-2¢ forms and paper W-2/W-2c forms will be mailed in accordance with IRS deadlines to the address located under the tile
titled *View Personal Information’. If your mailing address is not correct, contact your Human Resources department to update the information.

Ifyou have any questidns, please contact your Human Resources department.
Thank you,

Kansas Department of Administration
Attn: W-2/W-2c

700 SW Harrison St, Suite 300
Topeka, KS 66603-3740

Email - DAW2Info@ks gov

Phone — 785-296-7059
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