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Guide to Submitting W-2s, 1099s, and WHT-434  

From your myVTax logged-in home screen, click the  Summary tab, then the Withholding  panel. 

To upload files required to file your Withholding Annual Reconciliation, click File W2 / 1099 / WHT-434. 
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A. Before filing or uploading any 

information, it is strongly 

suggested that you validate the 

withholding file format. To do 

so, click Test File Format. 

Test your files for upload 

B. The next screen allows you to 

add and upload a test file to 

make sure the information you 

want to upload is in the correct 

format.  

To upload a test file, click Add . 

 

Keep in mind that the Test File Format procedure does not file the return. You will file in Step 3. 

Step 2 
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C. Select the file Type to attach by 

choosing the appropriate 

option from the dropdown 

menu. 

D. Enter a Description. 

Click Choose File, then locate and open the 

file on your computer. 

Click OK. 

E. If the file shows up under the Attachments section, it has passed inspection. Click Next to begin filing it. 
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W-2, 1099, and WHT-434 submission page 

A. Once you have verified the file 

you are going to upload is valid, 

click on the appropriate upload 

button for the file type. 

 

For this example we are going to 

Upload WHT-434. 

Step 3 

B. To upload the file, click Add . 

 



  
 

D. Your uploaded 

attachment will now  

appear. 

Click Next. 
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C. Then: 

Enter a Description. 

Click Choose File, then locate and open the 

file on your computer. 

Click OK. 

E. Click Submit. 

F. Once the file is submitted, you will receive a Confirmation 

that you have successfully submitted your upload.  

You may print it for your records if you wish. 
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A. Choose the appropriate Manual 

Entry button. 

How to manually enter information Step 4 

B. Your account information will appear 

automatically, but can be edited. 

C. There is a required dropdown where you can 

answer whether or not you have already filed 

your W-2s for the tax year through the upload 

function on myVTax. 

Choose Yes or No as appropriate. 
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E. When Box 1       filled in, it automatically populates figures into Boxes 3, 4, 5, and 6. 

Box fields that include a red asterisk can be manually overridden as needed. 

To add more than one W-2, click Add a W-2. 

Click Next. 4 
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D. Enter your Contact Information, then 

click Next. 
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F. Review all information and make changes if needed using the Previous button.  

If everything is accurate, click Next. 

When you enter information for the W-2 and click Next, that information is automatically completed 

for the WHT-434 as well. You may add any 1099 information and file the WHT-434 at the same time.  



G. Click the Certification checkbox.  

Fill in all required Contact information.  

Click Next. 
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H. The Confirmation screen will display. You may Print this confirmation for your records. 
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