
From: Graham, Kellie
To: AS All; AS Capitol Commission; AS NLETC
Cc: Pester, Debbie; Voecks, Susie
Subject: HR FLASH: RE: Changing Electronic W-2 Election in EWC not PFC
Date: Tuesday, December 10, 2013 7:59:46 AM
Attachments: Changing Electronic W2 Election.pdf

Good Morning-
 
As we near the end of 2013, this email is a reminder that you have the opportunity to change your
 election of your previous choice to receive either an electronic or printed version of your W-2.  You

 have until Sunday, December 15th to make this election change in the Employee Work Center.   The

 directions to do so in the Employee Work Center are attached to this email.   After the 15th, the

 option to make this change will be turned off until February 1st.   Should you need assistance
 making this change in the system, please contact Debbie Pester at Debbie.pester@nebraska.gov. 
 
All terminated employees will receive a printed copy of the form regardless of the choice made
 previously.
 
Have a great day,
 
-Kellie
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Log in to the Employee Work Center 
1. Go to the LINK website at link.ne.gov. 


2. Click Employee Work Center. 


3. Log into the Employee Work Center using your Payroll & Financial Center username and previously-
established password. (The first time you log into the Employee Work Center, you will be required to 
change your password; see item #5 below.) 


4. Click GO (or press enter). 


• NOTE:  If you do not remember your password, click forgot password?  If you do not remember 
your established security questions/answers, contact the help desk at as.linkhelp@nebraska.gov. 


5. You will be required to change your password if this is your first time signing in, if your password was reset 
by your agency’s Authorized Agent, or if it has been 90 days since you last changed your password.  
Enter your old/temporary password in the Old Password field.  Enter the new password in the New 
Password field and then type the password again in the Verify New Password field. 


6. NOTE:  The security permissions require the following items for a password: 


a. At least 8 characters 


b. One upper case alpha letter 


c. One lower case alpha letter 


d. One number 


e. One special character (for example, one of the following characters: !, @, $, *, &) 


 


7. Click GO (or press enter). 
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8. You will be required to answer three security questions in order to reset your own password in the future.  
If you do not know the answers to the default questions, click the down arrow to get additional 
questions.  Answer the three questions, then click GO (or press enter). 


• NOTE:  The answers to the security questions are case-sensitive, so be sure that you use the same 
upper and lower case characters when you answer the questions. 
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Employee Work Center Home 
 
 
 
 
 
Click on “All About Me” 
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Click on “Benefits” Icon 
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Under Change, click on Benefits 
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On the Change Benefits Screen (below) 
 
For Benefit Event Type, click the drop down arrow and select W-2 Electronic Election 
 
For Benefit Event Date, enter the current date 
 
Hit the Tab Key (the Submit Elections By Field will Auto Populate) 
 
Click Submit 
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On the Change Benefit Elections screen (below) 
 
Check the “Waive” button if you want to receive a paper copy 
                                           OR 
Check the “Elect” button if you want an Electronic Copy 
 
In the Coverage Field, click the Prompt Icon and choose YES 
 
Click Continue 
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Click the  “I Agree” box 
 
Click Submit 
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On this screen, you have the ability to print the screen to retain proof of your change and/or Close 
 
 
 
 
 


 






