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W-2 paperless feature will allow you to:

e View and print your W-2 tax statements for the current tax year back to the 2016 tax year
e Receive your W-2 earlier than physical statements made by mail

e Minimize mail theft and securely access your personal tax information

e Have early access to your W-2 statement

To get started, make sure to register with the Cal Employee Connect (CEC) portal. If you have not yet
registered for Cal Employee Connect (CEC), you can access those instructions via the Cal Employee Connect
quick link: CEC quick link. Once you are registered, login to the CEC portal.

HOW TO OPT-IN THE W-2 PAPERLESS FEATURE:

1. Once logged into your CEC portal you will be prompted with a message:

a. Select “Go W-2 Paperless today!”

= W-2 Paperless Enrollment

Need to download your W-2 Statement at any
time?
Fapcﬂes: W-2 Statement allows you 10 downicad from any insernet

conmected device:

* Your previous years' W-2 Staterments

= Your next year's W-2 Statement 81 least two weeks before the printed
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Go W-2 Paperless today




2. Informational W-2 paperless features will be presented:

a. Select “Go Paperless Now!”

B W-2 Paperless Opt-in

Why go paperless?
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3. Terms and Conditions will be prompted:

Early Access

Acoess your W-2 Statement earier betore

the prvied version

PDF Download

Downlond -2 Statement aryhme

Secure

No paper dooument lost due to theft, fre,

e

a. Read and if you agree with the terms, click the box next to “I Agree” and Submit.

= W-2 Paperless Opt-in

By clicking I Agree,” you are praviding consent to the following terms and conditions redated Lo the electronic delivery of your W-2, Wage and Tax
Statements from the California State Controller's Office (SCO)

1. You consent to receive all future W.2 Statements electronically This option remains active and cannot be changed unti! the following tax year
betwean February 1 and November 30.

a If you wish to withdraw your consent to recenva an electronic W-2 during the naxt tax year, you must submit your requast elactronically using the

W-2 Paperiass option locatad in your Cal Employee Connect (CEC) User Profile.

r~

. W-2 Statements from previous years are alzo avallable elactronically. To request a printad copy of your prior years W-2 Statements, please visit

hitps./fvwew sco ca.gov/ppsd_empinfo_dpa-2 himl for mare information. Requesting a printed duplicate W-2 Statermnent does not constitute a
withdrawal of consent for recelving your W-2 Statement electronically.

3. You are responsible for ensuring that your emall address on file with Cal Employee Connect (CEC) Is always up to date

4. You agree to receive future communications regarding your W-2 Statermant to the email address on file

o

your address can be made via CEC or through your Human Resources Office

By clicking

(] IAgree

If you do not click *| Agree” 1o receive your W-2 Statlement electronically, you will continue o receive a printed W-2 Staternent via U S. Mail. Changes to

Agree,” you confemn your understanding and acceptance of these terms and conditions



4. Verity your email on file and select “My email is correct”. If your email is not correct, select “I need
to update my email”.

= W-2 Paperless Opt-in

Congratulations! You have Opted-in to W-2 Paperless. X

Now that you have opted-in to W-2 Paperless, it's important that we have your current email address on file.

Our system shows that your email address is as follows:

Is this email address correct?

s

5. Select the toggle to “opt-in to W-2 Paperless”, it will appear as a blue text and will not be grayed out
when selected. If you decide to opt-out, you can do so on the next calendar year. The enrollment period
to make changes to this feature is from February 1 — November 30. Changes will be effective
immediately and cannot be changed until the next enrollment period beginning February 1%
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6. Once you have successfully enrolled into the W-2 paperless feature the toggle will be grayed out with
the text “Opt-out of W-2 paperless (unavailable until 2024)”. If you decide to opt-out, you can do so
on the next calendar year. The enrollment period to make changes to this feature is from February 1 —
November 30.
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7. Ifyou do not receive the W-2 paperless message prompt at the home screen, you can enroll or make
changes (opt-out or opt-in) using the User Profile tab in the upper right-hand corner of the webpage via
the CEC portal.
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