
Electronic W-2 Consent AND Viewing/Printing Instructions 

 

You must give CONSENT in Self-Service 

 Log in to myUCA: https://my.uca.edu/ 

 Select SELF-SERVICE and go to the EMPLOYEE section 

 

 

 

 

 

 

 

 

  

 Select TAX FORMS and then go to the ELECTRONIC REGULATORY CONSENT 

 

  

https://my.uca.edu/
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 Read the ELECTRONIC W-2 AND 1095-C CONSENT AGREEMENT 

 Click the box under MY CHOICE on the CONSENT TO RECEIVE W-2 ELECTRONICALLY line  
If this box is already checked that means you have already consented and you do not need to do anything further 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Select SUBMIT button. 

 An automatic confirmation email is then sent the next day to the employee any time electronic 

consent is given. 

 

In late January 20**, you will receive an email with the subject line stating IMPORTANT TAX DOCUMENT AVAILABLE 

announcing the availability of the 20** W-2 online for viewing and printing. 

 

The online W-2 will display the same information in the same format as the current paper statement. This will 

allow you to print and attach to your federal, state, or local income tax returns as many copies as required. 

 

The electronic version will remain available online to all active employees until consent is withdrawn. 

 
IMPORTANT:  An employee who chooses to receive their W-2 electronically can change their mind and 

withdraw consent at any time. Once consent is withdrawn all prior electronic W-2s and future electronic W-2’s 

will no longer be accessible through self-service.  
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How to Withdraw Consent through Self-Service 

 To withdraw consent through self-service, simply uncheck the MY CHOICE on the  

CONSENT TO RECEIVE W-2 ELECTRONICALLY line and select SUBMIT. 

 An automatic confirmation email is then sent the next day to the employee any time electronic 

consent is withdrawn. 
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How to View/Print the Electronic W-2 through Self-Service 

 Go back to the TAX FORMS section under the EMPLOYEE tab of Self-Service and this time select 

W-2 WAGE AND TAX STATEMENT 

 

 Select the correct year and then click DISPLAY 

NOTE: You will be notified when the current year W-2 becomes available. 

 

 The W-2 will then display. Scroll to the bottom of the screen and click the PRINTABLE W-2 button 

 A printable version will display. Right-click anywhere and select PRINT… 

 Print as many copies as you need. 

 


