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What is Web Upload?

Web Upload is a free, secure and efficient online service which allows you to file/pay your returns electronically
with the Virginia Department of Taxation (TAX) and with the Virginia Employment Commission (VEC).

This Guide will help you with using this file-driven online system, including screenshots and step-by-step
instructions to use Web Upload features.

The basic workflow for customers who use Web Upload system is to:
e Sign Up to use the system
e Set Up the File Layout and the file of data
e Submit (or Schedule) the data after successfully Uploading the file

IMPORTANT: Some customers may need to perform additional steps during the Set Up in order to
create a file or match the file and File Layout to their filing/paying needs. Instructions to assist with this
are provided later in the Guide.

Why Use Web Upload?

Web Upload is especially beneficial to tax professionals and payroll companies who want to submit return and
payment information for a single client or even multiple clients at the same time. Using Web Upload does not
require you to make changes to your computer system or existing computer settings. This service also
eliminates the filing of the actual paper return.

Unsure if Web Upload is the most beneficial online system for your business returns?

View the Online Service Options table to compare using the Web Upload and Business iFile online systems,
based on your filing needs/requirements.

Supported Web Upload Forms

Withholding Tax
¢ VA-5 (Monthly/Quarterly) Withholding Return
e VA-15 Semi-Weekly Withholding Return
e VA-16 Quarterly Withholding Reconciliation
¢ VA-6 Annual Withholding Reconciliation

Income Tax Statements
¢ W-2Wage and Tax Statement
e 1099-R Distributions from Pensions/Annuities/Retirement or Profit-Sharing Plans, IRAs, Insurance
Contracts, etc.
e 1099-MISC Miscellaneous Income Form (available January 2012)

Sales Tax
e ST-8 Out of State Sales and Use Tax Return (with Schedule ST-6B)
e ST-9 Sales and Use Tax Return
e ST-9CO Consolidated Sales and Use Tax Return (with Schedule ST-9B)

Schedule VK-11 Partnership (PTE) Owner's Share of Income and Virginia Modifications and Credits

Unemployment Taxes i Forms FC-20 and FC-21 State Unemployment Insurance (SUI) Tax Reports
NOTE: VEC supports options of ICESA, EFW2/SSA, Excel and Delimited for SUI Tax Reports.
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New User Registration

First time users of Web Upload are required to Sign Up prior to using the service. Your email address will be

your user ID.

The email address you provide as your user ID also gives TAX and VEC permission to email registration
confirmation, password changes, confirmation of submitted files and notification of Web Upload
changes/modifications to this address.
NOTE: Adding webupload@TAX.virginia.gov and webuploadVEC@VEC.virginia.gov to your list of safe emalil
address will help ensure Web Upload emails reach your inbox.

1. Click

6Sign Up6é on the

Web Upload | ogin page.

NOTE: You only need to register for one Web Upload account to Submit for multiple files or for multiple

companies.

Site Navigation

About Web Upload
General FAQs
TAX FAQs

VEC FAQs

User Guide
W2/1099
Guidelines
e-Subscriptions

Welcome to Virginia Tax Web Upload

This site is designed to provide you with a fast, convenient and secure method of filing your returns and payments electronically
with the Virginia Department of Taxation and with the Virginia Employment Commission.

Learn more about Web Upload with the FAQs/Guides located on the Site Navigation Bar.

Click Here to compare online filing options for your business. . -
Compare online filing
options for your business.

Returning Users - Please log in using your email address and password.

First Time Users - Please click 'Sign Up' to register for Virginia Tax Web Upload.

Email Address

Password

@ Forgot my Password

2. Complete the required fields.
e Email Address i The valid address for all confirmations and your User ID to log into the system.

Role

T Select your role:

o0 Tax Preparer

0 Taxpayer / Representative
o Payroll Provider

o Other

First Name i The first name of the contact person.
Last Name i The last name of the contact person.
PTIN/FEIN/SSN i The nine-digit PTIN, FEIN or SSN (of the preparer or company submitting files)

e Phone Number i Contact phone number (without space between the digits)
e Password i Your password of 8 1 16 characters with at least 1 numeric character.
NOTE: The Password field can be viewed on the following page.
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3. Verify all the information entered in the required fields, especially your email address.

REMEMBER: The email address you provide as your account login ID also gives TAX and VEC permission to
email registration confirmation, password changes, confirmation of submitted files and notification of Web
Upload changes/modifications to this address.

Only one Web Upload account is needed to Submit all of your files.

Site Navigation

Sign Up

Complete the fields below and click '"Sign Up' to register to use Virginia Tax Web Upload. You may submit files with and for

About Web Upload : .
p multiple companies under the same Web Upload account.

General FAQs
TAX FAQs
VEC FAQs
User Guide
wz2/1099
Guidelines Ly GKA& SEFYLXS aWy?
BL LIRS person who will be submitting files through
Email Address |wehup|nad.custumer@gmail.com | Web Upload.

|

The email address you provide below will be used as your account login. In addition, providing the email address gives the
Virginia Department of Taxation and Virginia Employment Commission permission to email registration confirmation, password
changes, confirmation of submitted files and notification of Web Upload changes/modifications to this address.

First Name |.Ja|'|e

Even though multiple files may be submitted,
Last Name Doe | only one account Iex. FEINaind Company
Name needs to be entered.

PTIN/FEIN/SSN |98?I354321 |

O p——
= Igenti

Enter the applicable cation Number (FEIN) or Social

Security Number (S5N).

Company Name (optional) |New Store |

L St e (e R P b teh 1 irfamrd smemnt Yo mee ot Fil b T et -
¥ou may enter one Company Name for the Web Upload account. You may submit files with and for multiple companies under the same
N

=k Unlasd Sceo
Web Upload account.

Role |Ta:<payer I Company Representative |
Phone Number |804-123-455? |
Enter & 10-digit phone number including the area code.
Bank Accounts (optional) |
Check this box if you want to set up the same checking sccount to withdraw payments for all clients in a file.

Server to Server Processing (optianal) L

Check this box if you want to request access to submit files directly from your server to the applicable agency's server.

Password |........ |

Your password must be 8-16 charact least one of the characters must be numeric.

Password Confirmation |........ |
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4. Complete the Optional fields as applicable.
e CompanyNamei The Companyds Name. (See the previous
e Bank Accounts i To use one checking account for ALL of the returns in your file, mark this box.
NOTE: The checking account and routing numbers are used to make your payment and the
amount to be paid must be indicated in your file per the Payment Amount field. All payments with
Web Upload are Debit EFT payments.
e Server to Server Processing 1 Mark this box only if you are a payroll provider of a company with

multiple clients to allow your serverto sendyour TAXf i | es directly to Thé&Xos

to log in through Web Upload. DO NOT mark this box if you are not sure about Server to Server
Processing.

0 You will be asked to provide the external IP address of your server.

o0 As of the revision date of this Guide, the VEC does not yet support Server to Server.

Bank fAccounts (optional)

il G A S S Sy Y SN R G I S U SU -JN Ny | (R U S
Check this box if you want to set up the same checking sccount to withdraw payments for all clients in a file

Account WName (optional) Account Number Routing Number

Marking this
check box
causes the
banking fields to
display.

John Smith 1234
100 Main Strest
Richmond, Wé 23220 Date
Pay TO THE
ORDER OF $
SAMPLE
Daollars

Fouting # Account #

7]
m
T

e BT

FRRF.ZY SR RS A,
< dir ¢ Err

L ITEs BCOY Mo Your Server L

This check box and IP Address field applies to large payrn
1P Address |¢oviders/software providers with large volumes to file.

m your server to the applic

shle agency's server
e agency s Server.

P Address. This is required in order to provide server to server 3cces

£ ZFEMVEr Lo server

Password Confirmation

Web Upload Guide Rev. 12/2011 Page 6

p



Password Confirmation

N
5 Click 6Sign Upbdb to complete your registration.

6. If error messages display at the top of the page,
a. Correct your information according to the instructions in the error message.
NOTE: The AForgot My Pass wo rwhoremipetamessagevadvisingtiee | p
email address entered has already been registered.
b. Click 06Sign Up6 again to complete your registrat

Once you successfully complete the registration, the following message will display at the top of the page.

Site Navigation L
Sign Up Welcome to Virginia Tax Web Upload

Sign Up successful! An email has been sent to the email address you entered. Please check your email account and click on the
link within the email to confirm your sign up.

About Web Upload
General FAQs This site is designed to provide you with a fast, convenient and secure method of filing your returns and payments electronically

TAX FAQs with the Virginia Department of Taxation and with the Virginia Employment Commission.

7. Access your email account and review the confirmation email from Web Upload.

REMEMBER: Adding webupload@TAX.virginia.gov and webuploadVEC@VEC.virginia.gov to your list of
safe email address will help ensure Web Upload emails reach your inbox.

Welcome to Virginia Tax Web Upload!  1nbex | &
Web Upload webupload@tax virginia 3:22 PM (6 minutes ago) Reply
YWelcome to Virginia Tax Web Upload, Jane Doe
Your login credentials are

Email Address: webupload customer@ogmail com

Password: The password you entered on the signup screen . )
As a security precaution,

Please click an the following link to confirm your registration your password will not be
. displayed in the email.
:> Click Once Here piay
Reply Fonward

8. If you do not receive a confirmation email within a few hours of registering, you may contact the Web
Upload Administrators at webupload@TAX.virginia.gov or webuploadVEC@VEC.virginia.gov.
NOTE: Your email filter may have blocked the confirmation email or the email address entered during Sign
Up may have been miskeyed.

9. Click €Checki ©kintmecbhéirmaidn email to validate your request to sign up.
NOTE: This activates your Web Upload account and will direct you to the Web Upload User Home Page.

As a New User, you cannot access your Web Upload account until you click on the link.
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Home Page

The Home Page is displayed after you validate your registration and when you log in as a returning user to
upload and submit your files. It provides:

Youwillalsofindfi He |l p o

System Announcements (when applicable)

Site Navigation (including links to important Web Upload resources)
AfWhat 6s NewoOo section

W-2 Shortcut section

Navigation Overview

Description of each page in your Web Upload account
NOTE: The links in the Site Navigation Bar will take you to each of the pages.

i nformat. c@ﬂcopseamd thie boetactinfosmation for éhe Web Upload

Business Administrators for each agency.

Site Navigation
Home

File Layouts
Upload Files

My Profile
Change Password

About Web Upload
General FAQs
TAXFAQs

VEC FAQs

User Guide
W211099

Important
resources

Web Upload Guide

Welcome, Jane Doe (webupload.customer@gmail.com)

Welcome to Virginia's free Web Upload system for filing your returns and payments electronically with the Virginia Department of
Taxation (TAX) and with the Virginia Employment Commission (VEC).

WHAT'S NEW

Remember to reviewthein Wh at 0 s

section for changes that may apply to
you for either agency.

Sending W32's?

¢ Using the same format as the SSA? View a Sample OR Upload a File

+ Need to use the TAX Excel format? View a Sample OR Upload a File

+ Remember to also file Annual Form VA-6: Web Upload and Business IFile accept Form VA-6.
* Files containing PDFs or images of W2s are not accepted.

*+ Navigation
* Help
+ Contacts

Rev. 12/2011 Page 8




Forgot Your Password

Web Upload Business Administrators cannot view or reset your password. If you forget your password, follow

these steps:

1. Click O6Forgot my Passwordod | ocat e drtoopenthenffeorgattengi n Pag
Passwordopage.
Site Navigation
Login Forgotten Password
Sign Up Enter your email address in the field below. Click 'Reset Password' once. Instructions for resetting your password will be sent to
the email address provided.
:o;:s:ausﬂoad Email Address wehupload.customer@gmail.com| |
TAX FAQs
2. Enter your email address.
NOTE: This must be the same email address you saved in your Profile.
3. Click O6Reset Passwordo.
NOTE: Instructions to finish resetting your password will be emailed to you.
4, Accessyouremail account and review the fAForgotten Passw
Forgotten password notification tnbex | x &
Web Upload webupload@tax virginia 3:35 PM (0 minutes aga) | 45 Reply | »
Dear Jane Doe.
At your request. Virginia Tax Weh Upload has sent you the following URL so that you may reset
your password. If it was not at your request, then you should be aware that someone has
entered your email address as theirs in the forgotten password section of Virginia Tax Web
Upload.
Please click on the following link to go to the Change Password page:
@ Click Qnce Here
It's advisakle for yvou to change your password as soon as you login. lt's as simple as navigating
to 'Change Password”
“ Reply = Forward
5. Click the lei Herée®l itook a@mess the Change Pagmrword Pag
password.

6. Enter your new password.

7. Enter the same password to confirm the new password choice.

8. Click

6Change Pa sthewasswbrdl change. c o mp |l et e

NOTE: You will see the message below when your new password matches in both fields. You can now
navigate through Web Upload again.

Site Navigation
Home

File Layouts
Upload Files

My Profile
Change Password

About Web Upload
General FAQs
TAX FAQs

VEC FAQs

Change Password

|Y0ur Password has been successfully changed. Select a Site Navigation link on the sidebar to begin using Web Upload.

Enter your new Password in the fields below and click 'Change Password'. The Password must be 8-16 characters and contain at
least one numeric character.

Password

Password Confirmation

Change password | Cancel
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Change Your Password
To change your password, you must already be logged in to Web Upload.

1. Click 6Change Passwordd | Bacated on the Site Navigat

Site Navigation
Home

File Layouts
Upload Files

My Profile
Change Password

Change Password

Enter your new Password in the fields below and click 'Change Password'. The Password must be 8-16 characters and contain at
least one numeric character.

Fasswerd | | Password
About Web Upload Password Confirmation | | requirements

i
TAX FAQs

VEC FAQs

User Guide

W2 /1099

Guidelines

Survey

Logout

2. Enter your new password.
3. Enter the same password to confirm the new password choice.
4, Click 6Change Passworddéd to complete the password c¢ch

NOTE: You will see the following message, in red below, when your new password matches in both fields.
You may continue navigating through Web Upload.

Site Navigation

Change Password

Home
File Layouts - ; ; : - - -
Uﬂoa:ﬁles |Your Password has been successfully changed. Select a Site Navigation link on the sidebar to begin using Web Upload.
My Profile . L . .
Change Password Enter your new F’assword in the fields below and click 'Change Password'. The Password must be 8-16 characters and contain at
least one numeric character.
About Web Upload [JRESSEtE | |
General FAQs Password Confirmation | |
TAX FAQs
a Change password | Cancel

VEC FAQs
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Change Your Profile

You may update your Profile only aftert he compl eti on of the ASign Upod pro
Your name, email address, phone number and other information may be updated here.

If you change your email address, that new email address becomes part of your new login information.
1. Click O6My Profiled | ocated on the Site Navigation B
2. Make the necessary changes.

3. Click 6Change Settin@®@Ri6f tpyosade pourwampdatessave th

Site Navigation .
Home My Profile

File Layouts
Upload Files

My Profile

Change Password

The email address you provide below will be used as your account login. In addition, providing the email address gives the
Virginia Department of Taxation and Wirginia Employment Commission permission to email registration confirmation, password
changes, confirmation of submitted files and notification of Web Upload changes/modifications to this address.

About Web Upload Email Address |wehup|nad.custumer@gmail.com

General FAQs |
TAX FAQS First Name |.Jane |
VEC FAQs
User Guide Last Name |DDE |
W211099 PTIN/FEIN/SSN (987654321 |
Guidelines
Survey Enter the applicable $-digit Preparer's Tax Identification Number (PTIN), Federal Employer's Identification Number (FEIN) or Social
Security Number (S5N).
Company Name (optional) |NBW Store |
Logout
You may Name for the Web Upload account. You may submit files with and for multiple companies under the same

Role |Ta:<payer I Company Representative « |
Fhone Number |804-123—456? |
Enter & 10-digit phone number including the ares code.
Bank Accounts (optional) |
Check this box if you want to set up the same checking sccount to withdraw payments for all clients in a file.
Change . _
. g Server to Server Processing (optional) L
settings
Check this box if you want to request sccess to submit files directly from your server to the spplicable agency's server.

‘ Change settings JJCancel
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Create a File Layout
The first step to complete the Set Up for filing/paying with Web Upload is to create a File Layout.

This step identifies the form type, the file type and provides the return fields. The option to save a sample of
the File Layout is also available.

A File Layout for each return type only needs to be created once. It can be edited as long as no file using that
File Layout is still being processed. You will also have the option to delete duplicate File Layouts, which is
described later in the Guide.

1. Click 6File Layoutsd | ocated on the Site Navigati

NOTE: Any created File Layouts will also be displayed on this page.

Site Navigation
Home

File Layouts Web Upload uses the file layout you create to later validate your file contents and provide feedback. All created file layou <glay in the area
Upload Files below.

My Profile - Click "Create New File Layout” (above on the right) for new layouts.

- Click "Edit’ to make updates to an existing file layout. Do not create a new file layout for
- Click "Delete” to remove a duplicate file layout.

- Click "Show" to view the fields for =et fixed-width layouts.

File Layouts © Create New File Layout

Create New File Layout

Change Password

Name status ‘@ edit O

About Web Upload
General FAQS ST9 Sales and Use Tax Return - Excel Active Edit Delete

TAX FAQsS VAG Annual Withholding Reconciliation - Excel Active Edit  Delete
VEC FAQs W2 (EFW2/SSA format) Wage and Tax Statement Active Show  Delete
User Guide 3 Found

2. Click 6Create New File Layoutd.

3. Select a form type from the AForm Typeo drop down

Create File Layout

Uze this page to define and save a file layout that best describes the file you will be uploading and submitting. You can use the same layout each
time you file that tax return.

1. Select the "Form Type' of the return yvou are filing.

2. Select the "File Format® of delimited, Excel or fixed-width.
- If you select delimited, you must also select a field delimiter.
- 1099-R, MMREF and ICESA files are a fixed-width format only.

3. Adjust the file layout fields to match the layout of your file.
- To make a payment for a return, include the Routing Number, Bank Account Mumber and Payment due fields. Only checking accounts
are accepted.
- Fields are displayed as required, optional or filler fields you can add. TAX/VEC does not process data in the "filler” fields.
- View the Sample to see a sample of the adjusted file. Mot all file layouts have a sample.

4. Click "Create’ to save the file layout a= displayed.

For instructions on a specific field, click the @ icon.

Form Type - select - L\:_, @

Form Types are
noted and

Cancel

separated by
agency.
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4. If you select any of these form types, skip ahead to Step 9.
e TAX: 1099-MISC (available January 2012) e VEC: FC-20 EFW2/MMREF
e TAX: 1099-R e VEC: ICESA Quarterly SUI
e TAX: W-2 (EFW2/SSA)

5. If you select the ATAX: W-2 (Excel)oform type, skip ahead to Step 8.
NOTE: The Excel spreadsheet sample will be helpful in entering your W-2 data.

6. Sel ect one file format from the AFile Formato drop
o Delimited 1 all fields are separated by a specified character (tab, comma or semicolon)
e Exceli a spreadsheet program from Microsoft
¢ Fixed-Width i each field has a specified size than can be modified

7. Modify the File Layout, as applicable.
NOTE: Customers using software will modify the File Layoutb ased on t he s oifistrustanse pr
a. If you want to change the order of the fields, use the up and down arrows.
b. 1 f you want to remove an X®Optionalo field, cliclk
c. If youwantto add afiller field, clickt he gpleeso isi gn ( + ).
NOTE: Filler fields are informational only. Data in these fields are ignored by Web Upload.
d. If you want to include a payment with the return, modify your layout per one of these options.
e List a Bank Account for Each Payment i Keep the Bank Routing Number, Bank Account
Number and Payment Amount fields in the active section of the File Layout. (These fields must
also be in the File you Submit through Web Upload.)
e Use One Bank Account for All Payments
1. Remove the Bank Routing Number field and the Bank Account Number field from the
File Layoutby <cl i cking .the green A X i
2. Keep the Payment Amount field in the active section of the File Layout.
3. Ensure the checking account information is saved in the My Profile page.
NOTE: You may do this after creating the File Layout, if not done already.

Form Type | TAX: VA5 Withholding Return | ® Example Form VASayout
with a paymentin
_ each record
File Format (D
My layout contains the following VA5 Withholding Return fields:
Position Field Format © RemovelAdd O
A ¥ For Period Ending Date @) Required
Up and B # ¥ Account Number 30 Tax Account Number @Required
Down C  *¥FEIN Femn @ Required Optional fields are removed
arrows + ¥ Name String {(max 40 chars) ® Required o6& Of A C“)l Ay 3 ]
E 4+ ¥ vendor ID vendor 10 @ Optional B
F 4+ ¥ virginia Income Tax Withheld MNumber Positive ® Required
G 4 ¥ Previous Period(s) Adjustmentsiumber @ Required
H #+ ¥ Adjustment Total Number @ Required
I + ¥ penalty number @ Required
J 4+ ¥ Interest Number @ Required
K 4 ¥ Total Amount Due Number @ Required " "
L 4 ¥ Bank Routing Number Bank Routing Number G) Optlonal ¢ KS ah y' S ok y' 1
M 4 ¥ Bank Account Number Bank Account Number @ Optional n option is described in Step 7
N 4+ Payment Amount Payment Amount ® Optlonal
The following fields can be added or removed from the active VAS Withholding Return layout above.
Filler ® String ® &
Filler fields are added by
Of AOl Ay 3 GKS
[m Cancel
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= ¥ B4k KOOy NOmoer BaNK ROUUNG NUMDEN & Optional &
M 4 ¥ Bank Account Number Bank Account Number @ Optional B
N 4+  Payment Amount Payment Amount ® Optional a

The following fields can be added or removed from the active VA5 Withholding Return layout above.

Filler ® String ® @
View
Sample
Create | Cancel
8. Ifyouwanttoviewa Sampleof your File Layout befor@ creating

NOTE: Itis OK to use the sample as a template for your own file IF you use your own data in it. You must
save the sample to your computer if you plan to use it as your file to Upload and Submit later.

a. Click fOKoto open the sample.

-Message from webpage

The sample contains example data with a header line to show field names. The file may be saved
. to your computer, BUT the sample data must be replaced with your data.

bh. Click AOpeno tthesamplenflesh opening
NOTE: The example message is for the Form VA-5 displayed on the prior page.

File Download X

Are you using payroll software to prepare
VE(diles for Excel spreadsheets?

Do you want to open or save thiz file?

lgj Mame: sample.xls
IHl Type: Microsoft Office Excel 97-2003 Worksheet
From: www.webupload.tan,virginia.gov If so, you must download &EC spreadsheel
tool with Macros. This tool is required in
[ Open ] [ Save ] [ Cancel

order for calculations to process correctly.

I " I ‘wihile files from the Intemet can be useful, zome files can potentially
g harm vour computer. [f you do not trust the source, do not open o
S zave this file. What's the risk?

c. If you do not need to use a sample to make a file,
e Close the Sample File after viewing it.
e Goto Step 9.
d. If you do need to use a sample to make a file,
e Save the file to your computer in a location you can find later.
NOTE: This is important because you need to remember where the file is located as
part of the Upload process. Storing the files in a specific computer folder can help too.
e Adjust your data accordingly.
NOTE: Additional details are provided in the next section.

9. From the Web Upload screen, cl i ¢ k & dCsave gotr &ile Layout.

T = ¥ B4rk ROULTNY WOmoer Bank RoUTng NUMDEr "/ Optional
M 4+ ¥ Bank Account Number Bank Account Number @ Optional B
N 4+ Payment Amount Payment Amount ® Optional B
The following fields can be added or removed from the active VA5 Withhelding Return layout above.
Filler @ String @® @

@a ncel
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Your Web Upload File

To use Web Upload, your file must be saved on your computer.

The file is either saved from a software package or in-house programming. Or you created a file yourself,
mostly likely with the Sample provided during the File Layout process.

When using a Web Upload Sample File, you must remember to:
¢ Replace the sample data with your own data.
e Delete any remaining rows of sample data. !

e Save the updated file.

Message from webpage

1 The sample contains example data with a header line to show field names. The file may be saved
. to your computer, BUT the sample data must be replaced with your data.

You must format your business tax return file according to the File Formatting specified for the File Layout.
NOTE: ltés important to pay attention

Each form, regardless of agency, will provide details in the File Formatting area of the File layout as described
in the next section of this Guide.

Examples of Form VA-5 Sample Files

REMEMBER: Most, but not all, forms supported by Web Upload will have Sample Files for you to view/use.
TAX Form VA-5 (Excel)

| Al - (:‘ Fe | VAS Withholding Return For Period Ending E
4 A B c D E E G H J K L I M

1 [VAS WithhdAccount Nurmgs : e fecRecuious B st
REMEMBER:

2 MIAYYY 30-99999999

3 MMAMYYY  30-89999999 0.00
4 |MIAYYYY  30-99999999 . 0.00
Sl Sample Data must be replaced with your data. 000

[i=RE ==t =]

=

0

TAX Form VA-5 (Delimited i Tab

B sample[1] - Notepad

File Edit Format Wiew Help

was withholding Returs gepme Tax withheld

MMYYYY 30-0995005508 ) 0.00  0.00
MMACHRY 30-308000350H REMEMBER: 0,00  0.00
MM Y 30-00000000 0 G.00  0.00

MMy Yy 30-99999959 04 0.00 0. 00

Unused rows of Sample Data must be deleted.
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Format a File

The File Layout for each format type has a list of Format details that you will need to review when creating your

own file of return/payment information.

1. Click the help @ iconto display Format details.

2. Review the details for each field.

3. Use the formatting details to update/enter information in your file.
NOTE: One example is to use these details to replace data in the Sample File on your computer with data

for your company

4. Cl i ck

Special Notes:

or ol

ientsd compani

(6nGHe &@neabdetails box) when you are finished.

es.

o All files except, W-2 (EFW2), 1099-R, 1099-MISC and Schedule VK-1, must include the decimal place
when reporting dollars and cents, regardless of the format. Web Upload does not assume decimal
place for your return or payment information.

e Forgetting the decimal place when reporting dollars and cents causes inflated and incorrect amounts to

be posted to vy

ou

and/ or

your cli

ent 6s

account s.

¢ Files containing payments must be formatted one of two ways: (1) either with separate bank account
and payment amount entries in each record or (2) with separate payment amount entries in each record

and AOne Bank

This is an example of Form VA-5 with a partial list of Format details shown for a TAX form. Other TAX

Account o

to debit

supported forms and VEC supported forms will display the same type of details.

My layout contains the following VA5 Withholding Retu 2o Tax Account Number: (2.9, 30-999959935F-

Position Field Format
A ¥ For Period Ending
B 4+ ¥ Account Numb Y ax
c & ¥ FEIN Format details |
D £+ ¥ Name and help icon. (m
E 4+ ¥ vendor ID
F 4 ¥ Virginia Income Tax Withheld Number P
G 4 ¥ Previous Period(s) Adjustmentsnumber (&
H 4+ ¥ Adjustment Total Number (@
I 4+ ¥ pPenalty Number (
J 4 ¥ Interest Number (&
K 4+ ¥ Total Amount Due Number
L 4 ¥ Bank Routing Number Bank Rou
M 4+ ¥ Bank Account Number Bank Acc
N 4+ Payment Amount Payment
The following fields can be added or removed from tf
Filler @ String ®
Cancel

each

pay ment

amou

Close
e

001} Enter a valid 15-digit account number, First 2

pasitions must be 30,
Bank Account Number: [=.g.
00000000000000000) Enter a valid bank account

number up to 17 digits,

Bank Routing Number: (=.g, 000000000) Enter 2

wvalid S-digit bank routing number.

Date: (e.g. MM/YVVY) Only date values will be
accepted in this fizld, ¥our date format must be

[MMAYYY),

FEIN: (=.g. 993933533) Enter 2 wvalid 3-digit
Federal Employer ID Number or Virginia Temporary
1D Mumber, 1

Number: [=.g. 0.00) Only numeric valuss from -
999999995,99 ta +999999959,99 will be
accepted. &ny recognizable number format is

acceptable.

Number Positive: [=.g. 0.00] Cnly numeric valuss

I Fies L OOOOSOOO0 OO0 uill b pmd
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Edit a File Layout
When you need to update your File Layout, edit an existing layout instead of creating a brand new one.

File Layouts can be edited when the status is AActi ve
processed. (Details for submitting files are described later in the Guide.)

Certain File Layouts cannot be edited, sotheopt i on to OEdi td does not: displ a
e W-2EFW2/SSAT the Layoutmustmat ch t he SSAO0s EFW2 guidelines
e W-2 Excel i the Layout must match the requirements set by TAX for Excel W-2s
e 1099-R and 1099-MISC 1 the Layouts must match the formattingset by t he | RS6s Publ
e FC-20 EFW2/MMREF and ICESA Quarterly SUI i the layouts must match the requirements set by VEC

1. Click OFil e LayouNagatdnBarat ed on the Site
NOTE: All saved File Layouts will appear on this page.

2. Click 6Editdé to make wupdat es.

NOTE: This page mimicst he A Cr eat e Fi |l e L ay opage ttlé an®theghdpdate@rrittore p t
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