How to create TXT File for Wage Upload

This is the raw data in Excel:

S.S. No. Last Name First Name Current Quarter Wages Current Quarter Excess Wages
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Formatting the data:

Format Cells

Format Cells
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Format column A using Custom to nine zeros
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Format columns D and E Using Number, 2 decimal places NO 1000 separator
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Format column A using Custom to nine zeros

Format columns D and E Using Number, 2 decimal places NO 1000 separator
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2 | 020100001 Perons |Lisa 1030.00 0.00
3 | 101000002 Turner Ana 2020.00 0.00
4 | 102000003 Reece Billy 7010.00  7010.00
5 | 103000004 Jones Part 3226.00  1500.00
6 | 104000005 Lund Ryan 790.00 0.00
7 | 105000006 Jones Aha 7993.00  7993.00
8 | 106000007 Williams Dune 990.00 0.00
9 | 107000008 Jones Tamika 999.00 0.00
10 | 108000009 Bufford LaQuanda 100220.00 100220.00
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Save as Other Formats, Text (Tab delimited) (*.txt):

Save As

Save in: |E| My Documents V| 5}} R C |j <
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Documents @My Music
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Microsoft Office Excel

The selected file tyvpe does not support workbooks that contain multiple sheets,

! E « To save only the active sheet, click Ok,

+ To save all sheets, save them individually using a different file name for each, or choose a file bype that supparts
multiple sheets,

Ok l [ Cancel ]

Click YES here:

Microsoft Office Excel

+ To preserve the featurdg, click Mo, Then save a copy in the lakest Excel format.
+ To see what might be lostENclick Help,
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Using Microsoft Word open the file:
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Use the Replace Option and Click the More Button
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Use the Replace Option and Click the More Button

Find and Replace

Fird Replace | 5o Tao |
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Replace with: |/ V|
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Replace the Tab with a Comma; you will need to use the “Special” button to insert the Tab character here:

Find and Replace
Find Replace | 3o Tao
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After the Replace is done the file should look like this:
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001000001, Struner, Margie, 1040, 00,0, 009
020100001, Perons, Lisa, 1030, 00, 0,009
101000002, Turner, Ana, 2020.00, 0,009
102000003, Reece Billy, 7010, 00, 7010,00T
103000004, Jones, Bors, 3226,00, 1500, 009
104000005, Lund, Ryan, 790, 00, 0,001
105000006, Jones, Bha 709300, 7993 009
106000007, Williams, Dune, 096,00, 0,009
107000008, Jones, Tamika, 999,00, 0,009

108000008, Bufford, LaQuanda, 100220, 00, 100220, ok
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Save the file as Plain Text
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Tools -

Save in: | D My Docurnents - | "@ Em x = 'j "
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Click OK here

File Conversion - WAGE FILE. txt

Warning: Saving as a text file will cause all Formatting, pictures, and objects in your file to be lost,
Text encoding:

e

Options:
[ Insert line breaks

End lines withy |CR [ LF  »
’ Weskern European {Wwindows)

[ ] allows character substitution

005 () Other encoding:

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

001000001, Struner,Margie, 1040.00,0.00
020100001, Perons, Lisa,1030.00,0.00

101000002, Turner,Ana, 2020.00,0.00

102000003, Reece,Billy,7010.00,7010.00
103000004, Jones, Port,3226.00,1500.00
104000005, Lund, Ryan, 790.00,0.00

105000006, Jones,Aha, 7993.00,7993.00
106000007,wWwilliams, Dune, 996.00,0.00
107000008, Jones, Tamika, 999.00,0.00
108000009,Bufford, LaQuanda,100220.00,100220.00
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