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T~ - Bookl - Microsoft Excel E=REE T

Home Insert Page Layout Formulas Data Review Wiew L] '9 o B E3
“m"'j & Calibri T E[; &~ § General - F;_.h Conditional Formatting = g*= Insert ~ - W [ﬁ
™ Ez - $ - % o @ Format as Table = % Delete ~ @ - &
Paste = - AN === iFEEE = . Sort & Find &
. B I U i h-A- EEE EL s (=} Cell Styles - (Bl Format ~ | 2~ Filter~ Select~
Clipboard ra Font u Alignment ] MNumber ] Styles Cells Editing
F8 - I | v
A B C D E F G H 1 ] K L M

Ccsv

111-22-2222 Brown, Judy 1500
222-33-4444 Boles, Fred 2500.01
333-44-5555 Pinkering, Vi 1750
444-55-p666 Orange, Rod 2288.5
bb6-77-B888 Peppercorn, Hugh  1502.28

L Jr[i

IJ--Jan-h-wr\Jl-
s

» M| Sheetl . Sheet2 .~ Sheet3 ~¥J KN il | » 1]
Ready | |[@]|§|E 100% (=) [ (+)

In cell Al - enter the letters CSV
In cell A2 - enter your first social security number with dashes
In cell B2 - enter the last name, a comma, and the first name or initial

In cell C2 - enter the gross wages for the quarter with no dollar signs & no commas
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Go up to the “File” tab and select Save As



ﬂ| H L R Bookl - Microsoft Excel [ = _|
Home Insert Page Layout Formulas Data Review View & e o= EE 3
" = ) o = EEE -
j # cut Calibri Tl AN = %] S Wrap Text General - *:,‘ % h L é‘ ™| T Autosum W Eﬁ
“—! B3 copy~ o 55 - - [#] Fin ~ 2
Paste . B 7 U~ - - - | = = M GCenter~ | % - 9% » «.0 .00 | Conditional Format Cell Insert Delete Format Sort & Find &
- # Format Painter - — B Merge et ° o e Formatting ~ as Table ~ Styles~ - - - 2 Clear = Filter - Select -
Clipboard [F] [F1 Alignment [F] Number [P Styles Cells Editing
B15 - v
A B C D E F H 1 ] K L M N o] P Q If
1 |csv B
2 |111-22-2222 Brown, Judy 1500
3 | 222-33-4444 Boles, Fred 2500.01
4 |333-44-5555 Pinkering, Vi 1750 -
5 |444-55-6666 Orange, Rod (] Save As | = |
6 666-77-8888 Peppercorn, Hugh Y. . — "
= A |@ v Libraries » Documents » v | ¢f| | Search Documents » |
8 Organize « Mew folder = - @
9 -~
(3 = |
& @ Microsoftlbxcel Arrange by:  Folder ~
L1
L2 0 Favorites Name -
L3 Ml Desktop
4 4 Downloads W Fax
L5 "= Recent Places -/ Scanned Documents
6 o = Eh NE UITax124
= 5 Libraries L) NE U Tax134
B @ Documents
:3 J’ Music r
;1 [E=| Pictures
B B Videos | 4
3
B 1M NDOLLINZTZ
- &, 0sDisk (C3)
6 o horr.'lefdri\rf FH:) w7 m .
27
8 File name: MEUITax134 -
19 Save as type: ’CS‘\«’ (Comma delimited) v]
a Authers [ 1] Tags: Add atag
31
32
i3 “+ Hide Folders Tools - Save ] ’ Cancel ]
34 )
35
36
37 L.
38
19 al

From the Save As Box, go down to the File Name: name the file as “NE Ul Tax Current Year Quarter” (ex. NE Ul Tax 134)*

e For example, the report for 4™ quarter 2013 could be named NE Ul Tax 134
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From Save As Type: drop down & select CSV (Comma delimited); click Save.
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If a Pop Up box appears telling you that the selected file type does not support workbooks that contain multiple sheets,
click “OK.”
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134.csv'?

=
[vs]

[ Save

] [Dog‘tSave ] [ Cancel ]

=
o

LW W W R R R R (=SS
-h-wmn-owmumﬁnwmn—-o

If the above Pop Up box appears, click “Don’t Save.”
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This box appears because it is trying to save it as an Excel type of file instead of a CSV (Comma delimited) file.



If your file is successful, the number of employees and total amount of gross wages will appear on
UlConnect. Up to ten employee’s social security numbers, names, and wages transferred from your file
will appear.

Remember, we will not have your report until you have continued through the process and choose
“Submit Report”.

If you have problems with the file upload, see the following:

1. Column “C” should be formatted in general text with no dollar signs, no commas and no totals. One
common error is that column C has been formatted to a number.

Make sure cell Al has only the letters CSV and in that order.

Make sure there is no header or footer information, only the requested three columns of information.
If you have any employees with zero or negative wages on the file, remove them.

Make sure each employee has 9 digits in their social security number. If their number starts with a
zero, that zero should appear.

If these items do not solve the problem, please call the UIConnect Help Line at 402-471-9898.

akowh

o



	STATE OF NEBRASKA
	LINCOLN NE 68509-4600
	Phone: 402.471.9898
	Fax:      402.471.9994
	CSV Filing Example
	In cell A1 - enter the letters CSV
	In cell A2 - enter your first social security number with dashes
	In cell B2 - enter the last name, a comma, and the first name or initial
	In cell C2 - enter the gross wages for the quarter with no dollar signs & no commas
	Go up to the “File” tab and select Save As
	From the Save As Box, go down to the File Name:  name the file as “NE UI Tax Current Year Quarter” (ex. NE UI Tax 134)*
	From Save As Type: drop down & select CSV (Comma delimited); click Save.
	If a Pop Up box appears telling you that the selected file type does not support workbooks that contain multiple sheets,
	If a second Pop-Up box appears telling you there are features that are not compatible, click “Yes.”
	If the above Pop Up box appears, click “Don’t Save.”
	This box appears because it is trying to save it as an Excel type of file instead of a CSV (Comma delimited) file.
	If you have problems with the file upload, see the following:

