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State of Kansas
Electronic W2 Consent

Statewide Human Resource and Payroll System

Date Created 1/5/2022
Version 1.0
System Employee Self-Service
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:
e Consent is Withdrawn
e Retirement
e Termination of Employment
e Death
Navigation https://sharp.sok.ks.gov/psp/sokhrprdess/?cmd=login
1. Enter your Employee ID
and Password. Select Sign

In.

If you do not remember
your password, click on
the Forgot Your Password?
link.

Employee Self-Service

Kansas

State of Kansas Employee Self-Service Center Com ibility Document

&7

After signing in you can:

Sign In View Update/Request
General Profile
Information

Direct Deposit Form

W4 Fed Tax Information
K4 State Tax Information
Time Sheet

W-2 Reissue

Personal Data
Training Summary
Leave Balances
Paycheck Information
Total Compensation
W-2/W-2C Forms

Problems signing in?
Call the Help Desk at 286-1900 (Topeka) or toll-free 1-866-999-3001 (outside Topeka).
Help Desk hours are from 8:00 a.m. to 4:30 p.m. Monday through Friday.

Select Forgot Your
m Password? if you have
forgotten your password
—

ForaotXour Pass:ord? e

Select the W-2 Consent,
Reissue, Forms tile.

(The tile will note the most
recent year available.)

v Employee Self Service

[y Mess: >

Welcome to Employee Self-Service
al dots (Actions List) In the upper right
o log out

My System Profile

MAINTAN EMAIL PASSWORDAND SECRET QUESTION & ANSWER

Primary Emall: heather debusk@ks gov

View Paycheck

View Leave Balances W4, K4 & Direct Deposit Forms Total Compensation Statement

2020 Total Compensation Statement

~
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https://sharp.sok.ks.gov/psp/sokhrprdess/?cmd=login

Select the | 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

< Employee Self Serv W-2: Consent, Reissue, Forms
7 W-2/W-2c Consent W-2/W-2c Consent
I View WOML2c Forms B2 You currently receive W-2 or W-2¢ paper forms by mail

] W-2 Reissue Request To consent to receive electronic W-2/W-2¢ forms, review this disclosure statement, then check the box next to the statement ' consent to receive W-2 or W-2c forms electronically' and click submit

of all available W-2/W-2c forms via Employee Self-Service (ESS). W-2/W-2c forms are
A o RS ot e Lrent ot a1 o revous Yo o 1o 1 5 yeirs The oty 3 iy b Feaured 1 00 rnie o ached o Fediral, it o okl ot onreturs. The coniert
remains valid until 2 withdrawal of termination of consent is received per the conditions specified below.

W-2W-2c forms are email nt 1o the email account specified as the primary email account in ESS under the tle titled My System Profiie’. Itis
e Tebparainy o e amployoe o e an aciee upasics e a0aress m o £S5 1y Syster Praie

For emplayees who do NOT consentto receve their W-21:2 fom elecroricaly paper formswil be maied in accordanos ith RS deadines o the address located under te e ted View Personal
Informaton. fyour maling adaress i nof corect contact your Hurman Resources department 0 update the nfomaton. Requestsfor a prite W2 for canbe made using the -2 Reissue Request Ik
I £S5, Submiing 2 eissce request does 1ot updte he aiuars W-2WW-2c Consent Siatus

WatdravalTermination of Consent il occur s noled below under the folluing condons.

) Employee vithdrawal of Consent — Withdrawal of consent may be Wihdrawal is entry into the SHARP system and
Dty Kt WD orms U Comtmanon o1 e STt 4ot of ik avel il e Commated g (Sines Gesbervelly Of on Dapen) 10 ary renion SUbmiting 3 wten reqoest o
vithdrawal to the Kansas Dept. of Adrministration.

mployee separation due o retirement, termination of employment, or death — Consent will be upon separation from empl d 2 paper W-2W-2c form will be mailed unless
D the individual accesses Employee Seif Service to consent to receive an electronic W-2. Access to electronic W-2 information is available for 18 months' 'onowmg the date of separation. Employees are

feminded to pdate the prmary ema address i heir ESS My System Profle e 0 2 personal emal adaress a h me o separatiofom employment
3) Employer Termination of consent - Termination of consent may occur i the State of in the future o i, for security purposes, a statewide
reset of consent status is completex

Thank you,

Kansas Department of Administration
Attn: W-2W-2¢
700 SW amison S Sute 300
Topeka, KS 6650:

i A Wanio@ks gov

Phone - 785.206-7059

1 consent to receive W-2 or W-2¢ forms electronically

W-2: Consent, Reissue, Forms

] W-2/W-2c Consent W-2/W-2c Consent

W2 Retieun Roquest To consent to receive electronic W-2/W-2¢ forms, review this disclosure statement, then check the box next to the statement 1 W2 or W-2e

of all available W-2/W-2c forms via Employee Sel-Service (ESS). W-2W-2 forms are
e o S ot e mentveor a1 e & yeore o 1o o 5y Tog For WEE may be et 1 0 rotot re atached 0. sl St o ol e o returs The ontent
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 responsibiity 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 tle tiled View Personal
Information’ If your mailing address is not correct, contact your Human Resources department to update the information. Requests for a printed W-2 form can be made using the W-2 Reissue Request fink
SS. Submiting a reissue request does not update the individual's W-2/W-2c Consent Stats.

of Consent will occur
1) Enacye wincrawal o consent - Wil of consent ay be made Slechomical n ESS of via employee request o the address below. Wilhdrawal s efleciv upon et nl the SHARP system and
applies to all future W-2/W-2c forms issued. Confirmation of the effective date of withdrawal will be communicated in writing (either electronically or on paper) to any requestor submitting a written request for
“hiiawal 10 he Kansas Dept o AdmnStFaion
%) Employes o reirement termination ent, or death - Consentwil be per W-2W-2¢ form wil be maile uness
D B e i S Senea 1 ot 1 e S Stac (13 Aceas o Hecu o N 3 oo o vt ot 16 e oning e o of Separsion Enicyems e

reminded to update the primary email 2ddress in their ESS 'My System Profil' fle to 2 personal email address at the time of separation from employmen
) Employer Terminatio of onsent  Termination of consent may occur f the State of Kansas elects o discontinue proviaing slcctionc W-2NW- o6 orms i the fture o i, for securty purposes, a statewide
rese of consent stalus is completed

Thank you
Kansas Department of Admiristration
Attn: W2W-2¢

T00 S Harison St Sute 300

@, KS 65603
E-mail - DAW2! mn@ks qov
Phone — 785-296-7059

| consent to receive W-2 or W-2¢ forms electronically
B o eI P ol Wl ey W

—p B md SPEIT AP P SR e

ms are made available, an email notificatiol account s|
ntain an active d { b

eceive Verify Identity cordi

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

‘hdrawval User ID regues

istration.
it, termi
ervice to
dress in —

minatio Cancel e pro\

Password [-

il P e B e T e oA
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4. W-2 will be delivered
electronically.

Employee Portal

ESS|3 of Kansas

< Employee Self Service W-2: Consent, Reissue, Forms

) W-2iW-2¢ Consent W-2/W-2¢ Consent

] View W.2W-2c Forms 5y You will receive W-2 or W-2¢ forms electronically

77 W2 Reissue Request Gheck the box next to the statement 1 withdraw my consent to receive W-2 or W-2c forms electronicall’ and click submit. This withdravil of consent s valid unilyou submit a new consent form

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

If you 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

mail - DA W2Info@ks gov
Phone — 785-296-7059

Additional Information Consent can be withdrawn by following the process above. The statement
in Step 3 will now show | withdraw my consent
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Follow Steps 3 and 4 above to withdraw consent.

END OF PROCESS
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