[image: ]	UCO Payroll – GEMS Self Service 	Electronic Consent for W-2
[bookmark: _Toc348120052]Log into GEMS Self-Service				
[bookmark: _Additional_Information_Tab]On the Employee Self Service page, click on the Payroll tile.
On the Payroll page, click on the W-2/W-2c Consent tile
 [image: ]

[image: ]W-2/W-2c Consent Form
When you first navigate to the screen, you will be given the option to consent to receive your form electronically.   Check the box, then click Submit.

NOTE: You need to receive at least one paycheck before you are able to consent to the electronic W-2. If you attempt this prior to that, you will receive a message that you are ineligible. This is because until you are paid, you have no tax balances, and thus no W-2 would be created for you.

[image: ]Once you have consented the consent tile will show Consent received. 




Your electronic consent may be withdrawn at any time if you choose to do so by navigating to the same screen and checking the box to withdraw. 
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W-2/W-2¢ Consent Form
You currently receive W-2 or W-2c paper forms by mail

You must consent to receive your Form W-2 online and you will not receive a paper copy of the W-2; however
you will have the ability to print a copy at anytime. If you do not consent, you will continue to receive a paper
copy of the W-2.

Once consent is given it carries forward each year and does not need to be repeated. Consent will remain in
effect until you withdraw consent or separate from the university.

If you choose to receive their Form W-2 online you may also withdraw consent to online delivery. Your
withdrawal of consent will be effective on the date received. If consent is withdrawn, it il only be effective for
those W-2 statements not yet issued.

If you have any questions, please contact Payroll at 813-674-7955 or PayrollHelpDesk@admin.usf.edu
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W-2/W-2¢ Consent Form

&) You currently receive W-2 or W-2¢ forms electronically

You have previously consented to receive electronic W-2 forms. [fyou prefer to receive
paper W-2 forms you must cancel your election to receive only an electronic W-2 in
GEMS Self Senvice. After you cancel your consent you will receive a paper W-2 until
you again consent to receive your W-2 electronically.

O3 1 withdraw my consent to receive W-2 or W-2c forms electronically
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