How to create CSV File Format for Wage Upload

This 1s the raw data in Excel:

5.5 No. Last Name FustName Current Quarter Wages Current Quarter Excess Wages
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1 1000001 Struner  Margie 1040 DI !
2 | 20100001 Perons  Lisa 1030 0 -
2 | 101000002 Turner  Ana 2020 o If there are no Excess Wages there MUST be a zero in column E
4 | 102000003 Raaca Billy FOL10 FO10
5 | 103000004 Jones Fart 3226 1500
6 | 104000005 Lund Ryan 730 0
7 105000006 Jones  Aha 7993 7993 First name has maximum length of 15 characters.
g | 106000007 Williams Dune 996 o Last name has maximum length of 30 characters.
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21 Column E - This column is optional, suggested that Column E is
22 not populated on 1st Quarter filings since TWS will calculate
23 those excess wages automatically.
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Formatting the data:

Format Cells @g| Format Cells

Nurnber | Alignment Font Border | Fill | Protection Mumber | Alignment
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Type the number format code, using one of the existing codes as a starting point. Mumber is used for gener
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Format column A using Custom to nine zeros

]
Format colunms D and E Using Number, 2 decimal places NO 1000 separator




How to create CSV file format for wage upload

Format column A using Custom to mine zeros

Format columns D and E Using Number, 2 decimal places NO 1000 separator
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T‘ 00000001 Struner  Margie 040,00 EI-.III; _|
2 | 020100001 Perons Lisa 1030.00 0.D0
3 | 101000002 Tumer  Ana 2020.00 0.00
4 | 102000003 Reece Billy F010.00  7010.00
3 | 103000004 Jones Port 3225.00 150:0.00
6 | 104000005 | Lund Fyan T90.00 .00
T | 105000006 Jonas aha 7993.00  7993.00
B | 106000007 Williams Dune 9600 0,00
9 | 107000003 Jones Tamiks 9599.00 0.00

10 | 108000009 Bufford LaQuanda 100220.00 100220.00
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First Name — The max length is 15 characters
20 Last Name — The max length is 30 characters
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Save As CSV (Comma Delimited)

File name: Bookl

Save As | Y |
OO “|V» ¥ Libraries » Documents » - ‘ +y | | Search Documents P|
Organize ~ New folder = o

% Mi ft Excel u I
- 1€r0s0 ce Documents_ Ilbrary Arrange by: Folder ~
Includes: 2 locations
v Favorites Name Date modified Type Size i
4 Downloads
a} Recent Places | Custom Office Templates 6/7/2018 8:26 AM File folder
B Deskiop EI My Data Sources 27772019 1:45 PM File folder =
& OneDrive I My Meetings 6/1/2015 8:11 AM File folder
I My Received Files 2/10/2017 1.27 PM File folder
:;] iBraes ,} My Shapes 6/28/2018 12:55 PM  File folder
H} Documents | Network Monitor 3 11/30/2016 423 PM  File folder il
4. Music v < Ll r

Save as type: |CSV (Comma delimited)

Authors: Howard, lan, W Tags: Add a tag

= Hide Folders

Tools

Title: Add a title

- Save | ‘ Cancel ‘
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Click YES to SAVE

[ "|

Microsoft bExcel 2Z

a Some features in your workbook might be lost if you save it as CSV (Comma delimited).
|

Do you want to keep using that format?

| Yes | ‘ MNo ‘ ‘ Help ‘

The File is now ready to upload to the online Tax and Wage System

" Bookl 22002019 10:53 A..  Microsoft Excel Comma Separated Values File 1KE





