eNC5Q Submission – Step by Step Guide
This guide walks you through submitting a NC-5Q Quarterly Income Withholding Tax Return using the eNC5Q
Application. On the Submission screen, you can upload files, manually enter form information, or a
combination of both.
Select New Submission to begin.

Enter the required submitter information. Review the Submitter Information Guide for help.

File Upload
Note: Create a flat file (must be .txt) using the file formats on the NCDOR website. Make sure to test your
files before you begin.

Step 1. On the Submission screen, click on the “Upload NC-5Q Files” button.
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Step 2. A new window will pop up. Choose the file you want to upload. Click Open to add the file. Keep in
mind:
 All files must be .txt files
 There are no file size limitations, but your browser may have a 2 GB limitation

Choose the file

Click to open

If there are no errors with your file, a popup box will confirm that your form(s) have been added.

Additional Resources:
 How to enter submitter information
 How to test file formats
 How to review and complete your submission
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If there is an error, you will receive a message explaining the error in your files. Error messages look like this:

If there is an error with your file you can:
 Determine where the error occurred by reviewing the error message and correct your file accordingly
 If you used software to create the file, contact the software provider
 If you are unable to resolve the issue, you can manually enter form information as outlined in the next
section.



Use the minus (-) button next to the text file to delete a file.




Use the same steps to upload additional files.
You can also use the Manual Entry section to manually enter form information.

Step 3: Once you’ve uploaded all your files, click Next to review your submission.
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Manual Entry
This section walks you through filing NC-5Q Quarterly Income Withholding Tax Returns using the manual entry
option in the eNC5Q Application.
Select New Submission to begin.

Enter the required submitter information. Review the Submitter Information Guide for help.
Step 1: To manually enter form information, click on the plus (+) button

Step 2. Fill out the Business Name and Address section. Required fields are marked with a red asterisk.
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Step 3. Next, fill out the Employer’s Record of State Tax Liability. This section includes tax withheld for the
first, second and third months of the quarter.

1

2

3
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The form automatically calculates the total tax required to be withheld for each month of the quarter
based on the amounts you input



The total tax withheld for the quarter is displayed in section IV, below tax withheld for the third month
of the quarter
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After you’ve entered the tax withheld for the relevant months in the quarter, the total tax required to
be withheld will be displayed. Enter any payments made for the quarter. The form will automatically
calculate underpayments and overpayments.
Displays total tax
required to be withheld

Enter total payments
made for the quarter



The final section contains your signature, date and phone number. This information is automatically
tranferred from the information you entered on the submitter information screen.

Step 4: Click Done to save the form and to return to the Submission screen. You can click on clear current form
to clear all data.

If all your information is is correctly entered, a confirmation box will appear:
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If you leave a field blank, or enter incorrect informtion, an error box will appear:

Step 5: You can click Add to begin entering information for a new form, or click on Back to go back to the
Submission screen. If you are adding mutiple forms you can click on Previous or Next to view each form. If
you want to completley remove a form, click Delete.
Add a new form

Toggle between forms
Clear all data for the
current form

Delete a form

Go back to the submission screen

From the Submission screen you will see an overview of the forms you have added. Click on a business name
to edit form information. Click on the plus (+) button to add another form. Click on the minus (-) button to
remove a form.

Add a new form

Edit form information
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Remove a form. This
will delete all form
data.

Additional Resources:
 How to enter submitter information
 How to test file formats
 How to review and complete your submission
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