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W-2 Text File Generator Step-By-Step Guide

Introduction
This guide walks you through the process of using the W-2 Text File Generator to generate .txt files, which can be tested

and uploaded using the eNC3 and Information Reporting Application.

Note: If you have Microsoft Excel 2003 or earlierinstalled, you will not be able to use this tool. If you have Microsoft
Excel for Mac, you will not be able to use this tool.

Instructions
Accessthe W-2 Text File Generator from the NCDOR website, open the excelfile, and save it to a folderthat you have
easy access to. This is where the .txt file will be saved.

Remembertoreadtheinstructions by clicking onthe Instructions tab once you openthe excelfile.
P

—| Instru::tinnstmpIn],fer | W2 | W-2 Summary |-|

Some important to things to keepin mind:

e Turn on Caps Lock; all letters must be entered as capital letters.
e Enterdollarsandcentsusinga decimal onthe W2 sheetforamounts.
e Ifyoudonotusea field, leave it blank. Required fields are marked with ared asterisk.

To Start
Step 1: Save the excel template to alocation that you have easy access to.

L
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Documents library
eMC3 Excel File

MName Date modified Type Size

Bl eMC3 Excel Template (V0.2).xdsm 11/16/2018 8:02 AM  Microsoft Excel M.., 653 KB
L

Step 2: Clickon “enable content” if the dialogue box appears.
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1 SECURITY WARNING Macros have been disabled. Enable Content
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Employer Information
Step 1: Click on the Employertab to beginfilling outthe required employerinformation. Required fields are marked

with a red asterisk. !

| Instructions Employer | W2 | W-2 Summary |-|

eNC3 Excel Template
Reminder: Enter all letters as capital letters. Export will not work properly otherwise.
*Tax Year: 2018
*Employer/Agent Identification Number (EIN): 1
*Employer Name:
*Address Line 1
Address Line 2:
*City: *State:
*Zip Code:
Zip Code Extension:
Foreign State/Province: ‘|
Foreign Postal Code:
Country Code:
*Third-Party Sick Pay Indicator:|0

Employer Information

*MNC State WH ID Number:

Step 2: Selectthe appropriate tax year by clicking on the dropdown box.

A

*Tax Year: 2018

*Employer/Agent Identification Number (EIN): 0L ‘I

*Employer Name:| 2015

Step 3: Enter the Employer/Agent Identification (EIN) number.

*Tax Year: 2018 1 /
123456789 ]

*Employer/Agent Identification Number [EIN):

Step 4: Enter the employer name. Rememberto use capital letters.

*Tax Year: 2018
*Employer/Agent Identification Number [EIN): 123456789 1 /
*Employer Name: |SMITH COMPANY ‘|




Step 5:

Step 6: Enter a value for the Third-Party Sick Pay Indicator. Enter “1” fora sick pay indicator, otherwise, enter “0” (zero).

For an addressinthe United States: Enterthe employeraddress and city. Remember to use capital letters.
Select the state from the dropdown box. Enterthe 5-digit zipcode,and 4-digit zipcode extension (if known).

*Address Line 1(1234 MAIN 5T

Address Line 2:

*City:|RALEIGH

*State: | MNC

*Zip Code: (27604

Zip Code Extension:|0001

For aforeignaddress: Enterthe employeraddress, city, and Foreign State/Province. Remember to use capital

letters. Enterthe Foreign Postal Code and Country Code.

*Address Line 1
Address Line 2:

*City:

*Zip Code:

Zip Code Extension:
Foreign State/Province:
Foreign Postal Code:
Country Code:

27 RUE PASTEUR

CABOURG *State:

NORMANDY )

14390

23

Enter a NCState Withholding ID Number.

*Third-Party Sick Pay Indicatur:|{]

*NC State WH ID Number:|

123456789 |

W-2 Information
Step 1: Click on the W-2 tab to enteremployee information.

Instructions Employer w2 4

W-2 Summary Export

Step 2: Verify thatthe employerinformation you enteredis correct.

Employer Information

dress Outside United States?

Tax Year: |

2018 |

Employer FEIN/SSN:

123456789 |

MNC State WH ID Number:

123456789

Employer Name: [SMITH COMPANY

Employer Street Address: |1234 MAIN 5T,

Mo

City: |RALEIGH State:

MNC

Zip Code:| 276040001




Step 3: Enter eachemployee’sinformation in the cells provided. The followinginformation is required for each

employee:

e Social Security Number:9

digits, no dashes.

e First name and Last name: Use capital letters.
¢ Amount of North Carolina wages, tips and other compensation earned: Enter numberasa decimal.

e Amount of North Carolina state wages, tips, etc. earned: Enter numberas a decimal.

e Amount of North Carolina state income tax withheld: Enternumberas a decimal.

Important: Do notskip lines when entering W-2information.

Employ

SsN *Employee Employee Middle *Employee

“state
Zip Code

(1
“NC Wages,
Tips, and

(16)
4

*NC State

(17)
+

*NC State

(Enter with First Name Name or Initial Last Name suffix “Address Line 1 Address Line 2 “eity M’::’Tia “Zip Code Extension vi"c; T ST CAC:::\' Co:::;“ﬁ” Wag:;.ﬁlﬁ, Im’::;l:‘
| no dashes) on
.12 123456789 |JANE M DOE MS 123 ANYWHERE LANE RALEIGH NC 27604 0001 35000.00] 35000.00| 5000.00|
W-2 Summary
Step 1: Click on the W-2 Summary tab.
Instructions Employer W2 W-2 Summary Export
Step 2: Review the information.
Tax Year: 2018 NCD@R :
TITIIT T
L]
-.::::::--- :
Employer FEIN/SSN: [ 123456789 seesE  eens
MC State WH ID Number: 123456789 e
Employer Name: |SMITH COMPANY W-2 Summary
Employer Street Address: |1234 MAIN 5T, Rev.
Address Qutside United States? No 11/30/2018
City: |RALEIGH State: MNC
Zip Code:|276040001
W-2 Box Description Count Total
(1) Wages, Tips, Other 2|5 95,000.00
{16) State Wages, Tips, etc. 2|5 75,000.00
(17) State Income Tax 5 11,000.00




Export
Step 1: Click on the Export tab.

Instructions Employer | W2 | W-2 Summary Export

Step 2: Click on the Create and Export W-2 Text (.txt) File button. This will generatea.txtfile in the same location/path
where the Excel template is stored.

2018 Create and
Export W-2 Text (.txt)
File

Step 3: Close, don’t save, the W2REPORT.txt file that has opened. This will transferthe datato a .txt file in the same
place yousavedthe excel template.

W2REPORT it - Excel

Y ) =) N
&) % cut Calibri -l e - = %} Normal Bad Good Neutral & EX [ 3 Autosum %Y p
EB Copy - - RIFin-
Paste . B I U- < g s 8 g9 Condiional Formatas Explanatory... [Input Linked Cell Note ~ Insert Delete Format Sort & Find &
- Format Painter L Formatting - Table - bl B - - &LClear- Filter - Select~
Clipboard ) Font. Number ) Styles Cells Editing
Al M J | RE2018123456789
4 w | 8B | ¢ | D | E | F | 6 | H |t | ¥ | k | L | M| N | Oo | P | Q@ | R | s | T | u | Vv | W | % | ¥ |z | m | s | a |[]
1 [Re201s 12 0 SMITH COMPANY 1234 MAINST RALEIGH NC276040R0
2 [RWI2345¢M DOE MS 123 ANYWHERE LANE  FNC276041 356472 0 0 0 0 0
3 |RS37 123456783JATM DOE 123 ANYWHERE LANENC276041 1.23E+08  3.5E+17
4 |RW387654M SMITH MRS 500 NOWHEREST  RAINC276041 6E+72 0 0 0 0 0
5 |RS37 987654321MAM SMITH 500 NOWHERE ST NC276041 1.23E408 4E+17

Documents library

eMC3 Excel File

Mame : Date modified Type Size

ﬂ_ﬁ eMC3 Excel Template (V0.2).xlsm 11/16/2018 8:02 AM  Microsoft Excel M... 653 KB
= W2REPORT. 11/19/2018 9:32 AM  Text Document 3 KB

You are now ready to test or upload the .txtfile tothe eNC3 and Information Reporting Application.
Forinformation on how to testand submitfiles, use the following step-by-step guides:

e How to Test File Formats Usingthe eNC3 Portal
e How to Upload and SubmitFiles Usingthe eNC3 Portal



https://www.ncdor.gov/documents/how-test-file-formats-using-enc3-portal
https://www.ncdor.gov/documents/how-upload-and-submit-files-using-enc3-portal

Note: If you encounteran error when using the eNC3 W-2 Text File Generator, it may be due to your system settings.
We recommend that you enterat leastone W-2 record and test that the .txt file can be generated from the Export
tab.

If you are unable to use the TextFile Generator, there are other filing options available to help you meet the
electronicfilingrequirement.


https://www.ncdor.gov/new-enc3#filing-options



