
Want to go Paperless for your W-2? 
From your UKG Homepage, ‘My Shortcuts’ select the Income Tax tab. 

 

 

This will navigate you to your income tax set up.  

On the righthand side of the tax screen under 

 ‘Things I Can Do’, select Change Paperless Preferences.  

 

 

 

This will navigate you to the Paperless Preferences page. Toggle the button to ‘On’ to go 
paperless for your tax documents. Then select ‘Save’ at the top to lock in your choice.  

 


