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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 
 
In cell D2 (optional)-enter total hours paid (vacation, sick, and regular). Round down to whole number, no decimals or special 
characters will be accepted. 
 
In cell E2 (optional)- enter primary job title 



 
 
 
Go up to the “File” tab and select “Save As” 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
From Save As Type: drop down & select CSV (Comma delimited) (*.csv) 
 
 
 



 

 
Save and name the file as “NE UI Tax Current Year Quarter” (ex. NE UI Tax 171) for easy upload in UIConnect. 
 
 



 
 
 
 
If a Pop Up box appears telling you that the selected file type does not support workbooks that contain multiple sheets,  
click “YES.” 
 
 
 
 
 
 
 



 
 
 
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 your file is successful, the number of employees, the total amount of gross wages, the total hours paid, 
and the primary job title will appear on UIConnect.  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 uploading, see the following suggestions. 
 

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

2. Column “D” should remain general text. One common error is that column D has been formatted to a 
number. 

3. Column “E” should remain general text.  
4. Make sure cell A1 has only the letters CSV and in that order. 
5. Make sure there is no header or footer information, only the requested five columns of information. 
6. If you have any employees with zero or negative wages on the file, remove them.  
7. Make sure each employee has 9 digits in their social security number.  If their number starts with a 

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


