
Opt-in to Receive Your W-2 Form Electronically 
 

1. Log into MyPace Portal at portal.pace.edu 

 
 

2. Click on the “Staff” tab on the left & Select Employee Information and Pay Advice - this should 

be done for all employees including Faculty, Staff and Students 

 
 

 

 

 

 

 

 



3. Click on Tax forms & select “W2 and 1095-C Consent” 

 

 
 

 

 
 

 

 

 



 

4. Review the Electronic Regulatory Consent information, check the box next to “Consent to receive 

W-2 electronically”, and click submit 

 

 
 

5. After Clicking “Return to Tax Forms Menu” select W2 form, & select the applicable year to 

display. 

 

 



 
 

 

After selecting “Display,” you will see your W-2.   

 

6. To print the W-2 select the  

               
             option at the bottom of the page. 

 

***For best results, change your page setup to landscape before printing*** 


