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W-2 Reprint Request Process for Employees
Active/Current Employees:
Preferred Method for Request: Submit through Employee Self-Service (ESS).

1. Using your Employee ID and Password, log into ESS at https://khris.ky.gov/irj/portal.
2. Click on the “Payment Information” link on the left side of the screen.
a. Then click on “W-2 Reprint Request”. The W-2 Reprint Request screen will appear on the right.
3. Enter the Tax Year for which you need a reprint. Requests for multiple years must be submitted separately.
4. Select delivery method. 

Options are:



Mail to Home Address (allow 7 business days for processing and delivery)


Pick up at Personnel Cabinet (located in Frankfort- allow 2 business days for processing)


Fax (allow 2 business days for processing)
5. Click the Next Step button.

6. Review the request details.

· If you selected “Mail to Home Address” this screen will show the address recorded in KHRIS. If it is incorrect you will need to update your address before proceeding with request. If correct, continue to the next step.

· If you selected “Pick up at Personnel Cabinet” you can proceed to the next step but be aware that the Personnel Cabinet is located in Frankfort, Kentucky and you will be required to show your driver’s license as proof of identity.
· If you selected “Fax” this screen will show the number entered on the previous screen for verification purposed. Once confirmed correct (if incorrect, click the Previous Screen button to go back and fix) proceed to the next step. NOTICE: Be aware that your SSN will be visible on the W-2 when faxed. You should ensure that the fax machine you select is in a secure location as the Personnel Cabinet is not responsible for or able to protect this information when “Fax” is selected as the desire method of delivery.

7. Click the Send button.

Alternate Method for Request: if internet or ESS access is not available, contact us by phone.
1. Contact the KHRIS Service Center at (502) 564-4357.

2. Inform the representative of the tax year(s) needed. 

3. You will be required to provide your full name, date of birth, SSN and home address in order to verify your identity. If the home address you provide is different from what we have on file, you will need to contact your HR Administrator to have it updated prior to having your request processed, if you select “Mail to Home Address” as your desired method for delivery in the next step.
4. Inform the representative of your desired method for delivery.

Options are:



Mail to Home Address: (allow 7 business days for processing and delivery)



Pick up at Personnel Cabinet (located in Frankfort- allow 2 business days for processing)

· If you chose to pick up your reprint be aware that the Personnel Cabinet is located in Frankfort, Kentucky and you will be required to show your driver’s license as proof of identity.

Past/Retired Employees:

1. Contact the KHRIS Service Center at (502) 564-4357.
2. Inform the representative of the tax year(s) needed.

3. You will be required to provide your full name, date of birth, SSN and home address in order to verify your identity. If the home address you provide is different from what we last have on file, and you wish to have the reprint mailed, you will be required to provide a copy of your driver’s license (by mail or fax) as it is the only address, other than what is in KHRIS, that we will mail it to.
4. Inform the representative of your desired method for delivery.

Options are:



Mail to Home Address: (allow 7 business days for processing and delivery)



Pick up at Personnel Cabinet (located in Frankfort- allow 2 business days for processing)

· If you chose to pick up your reprint be aware that the Personnel Cabinet is located in Frankfort, Kentucky and you will be required to show your driver’s license as proof of identity.
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