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Purpose:   

The objective of this job aide is to show the end-user how to indicate consent to receive electronic W-2/W-2c forms.  By 

selecting this option, you will not be mailed paper W-2/W-2c forms.  The form must be accessed electronically via 

PeopleSoft Employee Self Service. 

Step 1:  

Click on Self Service 

 

Step 2:   

Click on Payroll and Compensation 

 

 

 

Step 3: 

Click on W-2/W-2c Consent 
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Step 4:  Please read through the consent guideline in its entirety before indicating whether you would like to opt out of 

receiving the paper W-2/W-2c forms.  Note:  This option must be submitted by the January 11, 2012 deadline. 

 

 

Step 5: 

Please check box to indicate that you have agreed to receive an electronic copy of your W-2/W-2c via Self Service 

 

Step 6: 

Please check your DC Government Outlook email.  Once you have checked the option above and clicked , 

you will receive an automated email confirmation that OPRS has received your consent for electronic W-2/W-2c forms.   

 

Note:  If for some reason, you decided to rescind the electronic option, please uncheck the box and click submit.  You 

will receive an email confirmation indicating that OPRS has received your withdrawal consent to receive electronic W-

2/W-2c forms.  OPRS will resume mailing your paper W-2/W-2c forms to your address currently on file. 


