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1. Log in to your TopNet account.  Click on the Employee Services option 
under the Main Menu or the tab at the top of the page. 
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2. Next, click the Employee Dashboard option. 

 
3. The new, updated Employee Dashboard will be displayed. 
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How to Consent to Receive an Electronic W-2 

 
4. Click on the “Taxes” button as circled below. 

 
 

5. The “Taxes” section will expand showing additional options to select.  
Click on the “Electronic Regulatory Consent” button as circled below. 
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6. To consent to receive your W-2 electronically, check the box next to 
“Consent to receive W-2 electronically:” and click “Submit”.  To revoke 
your election, uncheck the box next to “Consent to receive W-2 
electronically:” and click “Submit”. 
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7. After you have submitted your selection, a confirmation that the 
Electronic Statement consent was submitted successfully (or revoked) 
will appear in green in the upper right-hand corner of the screen.  From 
here you may exit the form. 
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How to View an Electronic W-2 

 

1. Return to the Employee Dashboard and Click on the “Taxes” button as 
circled below. 

 
 

2. The “Taxes” section will expand showing additional options to select.  
Click on the “W-2 Wage and Tax Statement” button as circled below. 
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3. Select the Tax Year of the W-2 you are wanting to view using the drop-
down menu circled below.  The “Employer or Institution” menu should 
remain as “Western Kentucky University”.  Click “Display”. 

 
4. The W-2 for the tax year you selected should be displayed on your 

screen for viewing. 
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How to Print an Electronic W-2 

1. Follow the steps listed under “How to View an Electronic W-2”.  Once 
your W-2 is displayed on the screen, select the “Printable W-2” button 
at the bottom left-hand corner of the screen.   

 
2. A PDF version of your W-2 should open on your screen.  Follow the 

necessary steps through your PDF software to print the W-2.  (For 
Adobe, the print icon is located in the top right-hand corner of the 
screen.  In some instances, you may also be able to right-click on the W-
2 and select “Print”). 
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Important Notes 
 

If you elected to receive your W-2 electronically in prior years and have 
not revoked that election, you do not need to do so again. For more 
information, please contact Payroll at payroll.info@wku.edu. 
  
IRS Disclosure Information 

•    Hardware and software requirements to receive Form W-2 electronically include a     
   computer with internet access, web browser and a WKU NetID and password. 

•    Current employees must give consent prior to receiving Form W-2 online in an      
   electronic only format. 

•    If you DO NOT consent to receive your Form W-2 electronically, a paper Form W-2    
   will be mailed to the address listed on your paystub. 

•    If you DO consent to receive your Form W-2 electronically only, you will not   
  receive a paper Form W-2 in the mail. You will be able to access and print your     

                 Form W-2 using TopNet. 
•    Your election will remain in effect for future years unless you change your election   
          or separate employment at WKU. If you are no longer employed by WKU, a paper  
          form will be mailed to the address on file. 
•    The consent withdrawal is effective on the date received by the Payroll office. 
•    Withdrawn consent does not apply to previously issued W-2 forms. 
•     Electronic W-2s are available to current employees only. 
•     An employee may still receive a duplicate paper Form W-2 by contacting the       

Payroll Office in mid-February.  Paper Form W-2s will not be reissued prior to mid-
February.  

 
Please note: Requesting a duplicate paper Form W-2 does not withdraw the employee's 
consent for electronic delivery of W-2s in the future.  
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Contact Us 
 

For questions regarding Electronic W-2s, please contact us via email or 
telephone. 

 
 

Western Kentucky University 
Payroll Office 

1906 College Heights Blvd. 
Wetherby Administration Bldg., G-10 

Bowling Green, KY 42101 
(270) 745-2609 

payroll.info@wku.edu 
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