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This guide provides step-by-step instructions on filing employee information forms either by uploading 
bulk files or manually entering employee withholding data. The Department recommends you upload 
a test file first when using file upload. A test will ensure that the data in your file is formatted correctly 
and allow you to correct any errors before making your final submission.

For a complete list of Vermont Specifications for Electronic Filing instruction, please see our 
Withholding for Employers webpage (tax.vermont.gov/business/withholding).

1 Log into Your myVTax Account
Go to myVTax (myvtax.vermont.gov) and log into your account.

2 Select File W-2 / 1099 / WHT-434 
Select File W-2 / 1099 / WHT-434 located in the summary tab of your myVTax account, 
under the Withholding panel. 

mailto:tax.business%40vermont.gov?subject=GB-1098%20Guide%20to%20Submitting%20W2s%2C%201099s%2C%20and%20WHT-434
https://tax.vermont.gov/
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How to Upload Bulk Files
1 Test Your File

Before filing or uploading any files, we encourage you to validate the file format before 
proceeding. To do this, on the right side of the attachment screen, click Test File Format. 
Keep in mind that the test file format does not file the return.

2 Add an Attachment
Select the Add Attachment button to begin attaching files.
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Tes
3 Select a File to Attach

Click the drop-down arrow and select 
a file type from the list. This example 
shows “Web WH-434.” Enter a 
description, such as “test file.” Browse 
your computer for your file, then click 
OK to upload it.

4 Status: Test File is Attached
The screen now displays that the test file is attached. To attach additional test files, repeat 
the process from Step 2 of this section as many times as needed. When all test files have 
been attached, click Next to upload.
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5 Test Validation
If myVTax determines that the file is valid it displays the message, “This test W2 / 1099 / 
WHT-434 Files submission is ready to submit.” Click Next to continue.

Submit W-2s, 1099s, or WHT-434
1 Select Which Type of File to Upload

Once myVTax has determined your test file is verified, click on the appropriate Form Upload 
button from the File Series menu on the left side of the screen.

2 Add Attachment
Select Add Attachment to start the attachment dialogue.
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3 Get Your File

Enter a description. 

Choose the file type from the dropdown 
arrow. 

Browse your computer for your file, then 
click OK to upload it.

4 Status: Form File is Attached
The screen now displays that the form file is attached. If you have more than one of the 
same reporting type to attach, repeat the process from Step 2 of this section of the guide. 
When done attaching all files, click Next to continue.

5 Submit the Form(s)
Click Submit.
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5 Confirmation
A confirmation screen shows that your file submission is complete. You will receive a 
notification of activity in your account.

Manual Form Entry
1 Make a Selection

Select the appropriate Manual Entry option.
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Employer Information
Your account information will appear automatically but can be 
changed.

3 Did You File W-2s Already?
Click the dropdown and answer whether 
or not you have already used the upload 
function in myVTax to file your W-2s for the 
tax year. If Yes, you will complete WHT-
434 Annual Reconciliation manually. If No, 
it autofills the WHT-434 (Step 7) based on 
your W-2 entries.

4 Preparer Information
Enter the contact information 
for the preparer of this return. 
If you file as the business 
owner, it should be your name 
and contact information. In this 
example, a preparer’s name 
and phone number are entered.

Click Next to continue.
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5 Form W-2 Entry
A blank W-2 will appear with employer information boxes prefilled. A checkbox next to a 
field indicates that the autofilled entry can be edited. Check the box, then change the entry.

• Box a: Fill in the Employee’s Social Security Number.
• Boxes e and f: Fill in the Employee’s name and address.
• Box 1: Enter wages, tips, and compensation amounts. This action will automatically 

populate Boxes 3, 4, 5, and 6.
• Box 17: Enter the amount of Vermont income tax withheld.
• Complete or check other boxes as needed. When entering dollar amounts, be sure to 

type the decimal point.

If you have other employees, click Add a W-2 for each employee. This will create a new 
tab, “Record 2”, and so on. If you create too many record tabs, select and delete the 
extras.

Click Next only when all W-2 records have been completed.
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6 Review Entries
Review all information. If changes are needed, click Previous at the bottom of the 
screen to return to previous pages. Do not use your browser’s back button to go back, 
because entries will be lost. Scroll the screen down to the WHT-434 information.

7 WHT-434 Information
If you selected No in Step 3, the WHT-434 Annual Reconciliation will auto fill from 
your W-2 entries. If you selected Yes, fill these fields manually. Note the optional 
checkboxes. You may add any 1099 information in Part II. If everything is correct, click 
Next.
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8 Certification and Summary
Click the certification checkbox. Type in the taxpayer name and phone number. 
Paid preparers must check and complete additional information. If self-prepared, leave the 
preparer box unchecked. When complete, click Submit to send the form to the Department 
of Taxes.

9 Confirmation
The confirmation screen displays. 

Click Print to create a copy of 
your WHT-434 for your files. 
Do not send this copy to the 
Department of Taxes.

Click OK to return to your account 
home screen.




