
Follow the instructions to consent to receive Form W-2 electronically 
 

1. Log in to the Ultipro portal and input your username and password in the appropriate 
area to gain access. 
 

2. Once logged in to the UltiPro portal go to Myself > Pay > W-2. 

3. From the Things I Can Do section, on the right hand side of the page, select Change 
W-2 Consent Form. 

 

 
4. On the Form W-2 Wage and Tax Statement Consent page, select the option to receive 

your Form W-2 electronically.  
 

 

5. Select Change W-2 Consent Form. 

6. Select Save. 


