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SECTION 1: INTRODUCTION

The State of Hawaii Department of Taxation (DOTAX) developed a new method to submit employer’s W-2
called the Simple File Import (SFI). This method was made available through Hawaii Tax Online (HTO)
January 2020. There are now three (3) methods to submit W-2’s through HTO.

1. SSA File Format Upload — See Pub EF-10 for details
2. Manual Entry
3. Simple File Import

HTO W-2 upload eliminates the requirement to submit hardcopy documents, reduces administrative cost,

and is FREE!!

This handbook gives step by step instructions for SFI only.

SECTION 2: CONTACT INFORMATION

For general information and inquiries relating to submitting W-2’s through SFI, contact us at 808-587-4242.
For technical information and inquiries, email Electronic Processing Section at tax.efile@hawaii.gov
Our contact hours are Monday through Friday 7:45 a.m. to 4:00 p.m. Hawaii Standard Time.

Our office will be closed on weekends and on all State of Hawaii holidays. Holidays which fall on Saturdays
are observed on the preceding Friday; holidays which fall on Sundays are observed on the following Monday.

Holiday O st Constitation
New Yeat's Day The first day in January
Dr. Martin Luther King, Jr. Day The third Monday in January
Presidents' Day The third Monday in February
Prince Jonah Kuhio Kalanianaole Day The twenty-sixth day in March
Good Friday The Friday preceding FEaster Sunday
Memorial Day The last Monday in May
King Kamehameha I Day The eleventh day in June
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Independence Day The fourth day in July
Statehood Day The third Friday in August
Labor Day The first Monday in September

The first Tuesday in November following

General Election Day the first Monday of even numbered years
Veterans' Day The eleventh day in November
Thanksgiving The fourth Thursday in November
Christmas The twenty-fifth day in December

SECTION 3: GENERAL INFORMATION

1. If you are filing for a 2019 period and prior, an annual withholding HW-3 must be filed with your W-
2s.

2. If you are filing for a 2020 period and forward, the annual withholding HW-3 will not be required.
Instead, use the submit W-2 forms link which will be available under the periodic HW-14, 4t quarter
filing period under the “I want to” section.

a. If the withholding account is cancelled any time before the 4% quarter the submit W-2 forms
link will be available under the “I want to” section of the last active quarter. The submit W-2
forms link will become available the next business day after the withholding account is
cancelled via HTO. Account cancellation(s) requested via paper submission may take up to
9-10 weeks to process.

3. A maximum of 1,000 W-2s may be imported through the SFI.
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SECTION 4: SIMPLE FILE IMPORT SPECIFICATIONS

To submit W-2’s using SFI on HTO, you are required to import a file created using a spreadsheet program,

such as Microsoft Excel. Your file must adhere to the following specifications:

1.

2.

10.

11.

12.

File type must be Microsoft Excel (xIsx).
The title of the workbook spreadsheet must be named ""Main”.

File must contain all required information. Each row should represent one payee and each column
should represent one piece of required information outlined in Section 5 of this handbook.

A separate column must be used for each piece of information, this specification is outlined in
Section 5 of this handbook.

Do not put W-2 information in the first row. The first row is for column headings.
Do not include blank rows within your data set. A blank row is interpreted as the end of your file.

If there is no dollar amount to enter, the dollar field must be filled with a zero. All dollar amounts
must be positive.

All dollar fields must contain a decimal if there are cents.
Do not include "$" or commas in any field.
Do not include dashes in Social Security Numbers (SSN).

If you are using Microsoft Excel to create your file and have an SSN that begins with a zero, place an
apostrophe before the zero.

Zip (column N) must be in 12345-1234 format. If you do not have the last 4 digits of the zip code,
four zeros may be entered.
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SECTION 5: SIMPLE FILE IMPORT LAYOUT

The following layout defines how the simple file should be structured:

Column Field
A Social Security Number

Cotrected (True/False)

Corrected Social Security Number

Last Name

First Name

Middle Name

Suffix

Street

Street 2

Unit Type

Unit

City

Al—=l=lZT| O™l ol

State

Zip

County

Total Wages

Hawaii Income Tax Withheld
Payments Not Included in Total Wages

»wl® O T 0o Z g

Payment Nature

NOTE: (S) Payment Nature - Noncash remuneration, and advances or reimbursements for expenses and the
like, must be separately stated on Form HW-2. These amounts should be reported in the “Payments Not
Included in Total Wages” column and explained in the “Payment Nature” column. If there are multiple
noncash remunerations, they may be combined on one line. Multiple entries may be created on the worksheet
if applicable. (See Booklet A, Employer’s Tax Guide for additional information)
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SECTION 6: UPLOADING SFI ON HTO

6.1 TAX YEARS 2019 AND PRIOR SFI INSTRUCTIONS

Submit W-2 via HW-3

1)  Create a .xlsx file for upload

2)  Logon to the HTO account

3)  Select Withholding (HW-3) account

(7 Accounts
A\ Withholding (HW-14) Quartgriy WH-210-563-3912-01 EMPLOYERS R US £0.00
WH-210-562-8912-01R EMPLOYERS R US £0.00

A\ Withholding (HW-3)

4} Select File Return
5] On the next screen select Next
Penods Submissions: Comespontence Names and Addresses Legons

Periods.
Dec-31-2019 Annusl 50.00 Nt Flled A\ File Return
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6) Do you have any Employee W-2s to report? select Yes
7)  Method of Submission, select Simple File Import

8) Select Next
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9} Select Import Simple File

10) Select Choose File, Select the file from where it was saved
11) Select Import

12) Select Next if no errors are identified

= HW-3 Tax Return Welcome, MR EMP 0 Setings 8 ‘Log OFF

Home Wilhholding (HW-3) HW-3 Tax Return

Depariment of Taxalion | About Hawail Tax Online | Frequently Asked Questions | Video Tutorials | Contad Us

1 W3 Deo312018 2 owal W2 Submson ethod

Hawaii W-2 Submission

Simple File Import

elect a file to import:
Click the Import Simpla Fila button to upload records. The data within your
Goplayed

IMPORTANT: Choose File |

a Imporfing & second file will overwrite all exicling records
= Records in amos will requing additional vahdation
s A maximum of 1,000 reconds may be imported. Usa the EFW2 submi

Import Simple File

W-2 Dretail

SEN Last Name. First Name.

ok AddW-2

B Add w2

Hawail Income Tax Withheld

s

13) If errors are identified in your import file,
the following step error will be presented
See Section 7: Errors After File Import
Select OK

After correcting the errors Select Next (Step 12)

@ This step must be corrected before moving on.
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14) Review the data populated on the HW-3 and complete the lines pertinent to the filing year.
%+ If applicable, enter penalty and interest assessed on periodic returns and include the amounts
on the Total Payment of Taxes Withheld line.

If there is no additional tax due select Next, then Submit

If there is additional tax due Select Next

If additional corrections are needed select Previous, make the necessary corrections, then follow
steps to submit the HW-3

= HW-3 Tax Return Weicome, MR EMP IO} Semngs ) LogOnt

Heme Withinhohdirg (HW-3) HIW-3 T Retum

Departmant of Taxaion | About Hawsil Tax Online | Frequently Asked Questions | Video Tulorials | Contact Us

1. HW-3 for Dec-31-2018 2. Hawail W-2 Submission Mathod 3. Hawaill W-2 Submission m

HW-3

Employer's Annual Return and Reconciliation of Hawaii Income Tax Withheld from Wages

Numiber of HW-2 forms, Copy A, or Fesderal Form W2, Copy 1 5
Total VWages shown on these forms (inclede COLA, 3rd padty sick leave, and other benefits) 105,000.00
Todal Hawail Incoma Tax Withhedd from Wages shown on these forms 10,550.00
Penalties Assesced on Periodic Retums 000
Inderest Azzezsad on Penodic Retums 000
Total Amount Due 10,550.00
Todal Payments of Taxes Withhald (includng any penaRyfinteres] pasd wiin panodic retems, Amendad Retums, also includa amount oo
pakd with oniginal HW-3)

Arngunt of Credit to be Refunded 0.00
Amaunt of Taxes now Due and Payakie 10,550.00
Total Amount Due and now Payabile 10.550.00

[ sorecran | comn | £ Previous
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15} If the Total Amount Due and Payable is greater than zero the Return Payment screen will
be presented.

Make a Payment:
Select Yes to make an ACH Bank Account Payment. Enter the necessary information
on the screen presented and select Submit
Select No to make a Credit Card Payment after submitting the return.

= HW-3 Tax Return

Homa Withholding (HW-3) HW-2 Tax Retum

Department of Taxaion | About Hawai Tax Online | Frequently Asked Questions | Video Tutorials | Contact Us

Make sure your fingncial institution allows ACH debd transactions from

0 State of Hawaii, Department of Taxation
ID# 6090303111
1. HW-3 Tor Dec-31-2019 2. Hawaii V-2 Submission Method 3. Hawail W-2 Submission 4 HW-3 5. Return Payment

Return Payment

A Total Amount now Due and Payable ﬁ Make a Payment

Retum: HIW-3 Incluge an ACH-enabled Bank Account Fayment? | Yos Mo

Filing Penod: Dec-31-2019
“Credit Card Payments are svailable after submission (with 3 service fea)
Amaunt Due: $10,550.00

Submit
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Retain Confirmation for your records
16) Credit Card Payment is available on the confirmation screen, if there is tax due and a
payment by bank account was not made on the previous screen.

@r Confimmation

HW-3 Tax Return Submitted

Your submission s complele. Vou may sawe this page o your reconds
i you have nod filed all of your peniodic returns Tor this perod, your submession will remain in the “Filed, Pending™ stabus undil the due dade.

Hame: EMFLOVERS RUS
iD: WH-0-853-5912-01R
Filing Period: Dec-31-201%
Submission Type: -3 Tax Reetum
Submitted: 2EER021 T:50-53 AM
Confirmation Humber: 1-T50-830-400

Total Amount Due: 510,550.00

Bank Name: FIRST HAVEAIAN BANE
Roaiting Mumbser: 121301015

Account Number: 22

Paymen Ameunt: $10.550.00

Paymend Date: Feb-28-2021

E.mail Natification(s)

AR g-mail Ras Dedn $ENt CondnmIng Your SULMISEION. AN g-mail will e Sent GNCE FOUT SUDMIFHCN NA§ Desn procesied

‘Want to Wew, Edit, or Cancel your submission?

Yo Caf ACOEES YOUY SUbMESSIon al any time. To 30 80, chck the "Submissaons”™ 1ab on the main page and find e sUbMission you wollkd B b veew

Wour submission will process by end of day. Untid Shen, you can modify of remoee the Submession when viewing @

Contact Us - Hawaii Department of Taxation

Heurs of Operation:
Phone:

Toll Fres:

[E-mail:

7-45am - 4:15pm
[504) 587-4242
1-500-232-3229
tax efle@hawai gov

s S Credit Card Payment p—
1
[r—y 0 5 i vt g Wb Pt Lk b Suimtest by B gl e Dot sty £ e
gt Triat S8y Wab vy el i T ) el 1 COPRRE O Rkt
m ACECH G Oy ETEE T (L SEIAY N ERIRE ra e, ek ST pOLDE
wrsca
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6.2 TAX YEARS 2020 AND FORWARD SFI INSTRUCTIONS

Submit W-2

1)  Create a .xlsx file for upload

2)  Logon to the HTO account

3)  Select Withholding (HW-14) account

¥ Accounts
A\ Withhoiding (HW-14) WH210-563891201  EMPLOYERSRUS $0.00
A\ Withhoiding (HW-3) WH-210-563-8912-01R  EMPLOYERSRUS $0.00

4) Select the Last quarter for the filing year

Penods  Submissions  Comespondence - Names and Addresses  Logons

[iF] Periods View Prenods
Mar-31-2021 50.00 £ Fite Retum
Dec-31-2020 5004 hat Filed £ File Retun
Sop 302000 .00 eat Filed A\ File Retum
Juin-30.2000 Cuartaiy 0.00 Hat Filed J\ File Rehan
Hlar-31-2020 Cuarterty $0.00 heat Filed A\, File Retum
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Submit W-2

5) I'Want To, select Submit W-2 Forms
6) On the following screen select Next

= Dec-31-2020

Home Withholding (HW.14)

Department of Taxation | About Hawail Tax Online - | Frequenily Asked Questions | Video Tutorials ontact Us

Effpen'od

1 period Alerts

] 1want To

EWMFLOYER INC
. gBET

Withholding (HYW-14)
Crua

ey
WH-085-541-6578-01
Dec-31-2020
Balance: $0.00

Summary

o

A\ Fie Form for Dec-31-2020

@ Thers is 1 Unread Message

4P period Activity

Make a Payment
File: of View a Form

ubmit W-2 Forms

Thers has been no financial aclivity

Feb-25-2021  Message

Feb-28-2021  Message

Hawaii Tax Oniine Submission Confirmation

Haveaii Tax Online Submission Confimation
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7) Method of Submission, select Simple File Import
8) Are you correcting a previously manual W-2 submission?, select No
3) Select Next

Withholding Annual W-2 Submission

1. -2 Annual Submission for Dec-31-2025 3 Hapeai W2 Subimession Meihod

Hawaii W-2 Submission Method

155 Method Salection

Plaass Peect hove s wiould Bl B0 Submil our Hamas W-2s

Fir subaussions cur 1000 reccesy, DOTAX

= For submissions up b 1 0040 raconds DDT&.‘(pbcmndlmES:rue P bt

mhﬂ"mmﬁmFﬂ Impmmm-nm:mm required ba

mpor 2 fie crealed usng

A Wech 23 RICroso Exoel Your

& Speeadshesl p
hhﬂﬂwm“ﬂuﬂhﬁuwnua\dmdun piqurad mormation

Creating a Simple File

Tour payredl compuier softeare may e atde Do creale & Soce Fle Tl cude)
fhe required mformation pesded by use Sis mathod. B nol, you mesd creaie a fie
N polr gem

O o spreadshesl each row should repeesen ond prpes and each colurmm

shoukd represent one pioce of regueed miormabon

Simpie File Specifications
Wiaisr e st Sdhire 1 the folising soeckcaions:

-

.

ERCRE

Tha e of Bhe workbook dpiesdshest mult b2 namsd “Main®
A separaie cokrmn musi be used for each peece of information
Enupm\\i niormaton in ke frst row. The Brst now s for column

D nof inchede biank rosvs within your dafa st & blank row s inlerpreded

o e e of youl He

nm.:mmmmm&m:aummlmruﬂMa

2een. A dollar amounts be posiie
aﬂﬁﬂtﬂlml.ﬂﬂbﬂaﬂmﬂdmﬁt L

Ca nof inckade *5” or commas in any fiedd

D frell incide dishes o Socipl Bacurty numkan

H you are waing Microsofi Eveed to creale your fe and have a S5H thad

begms with 2 Zero. piace an apostrophe bedore the Zen

Sawgile File Layout

The fcficung layout delnes how e Simpie e Shoukd be Hneiurss

Codumn

Fozid

Social Secunty Number

Comecied (TrueiFalse )

MS&E\'HMHW

Lasl Harng

Fust Mama

Pdudrdie Hame

e

Sheed

Shreed 7

qu'r)w

Tokal Wiages

DO| ol SEELE el i | =) TF O wh bS] O mi e

Hawal Bcome Tax Wahheid

L

Payments bl Inchsied in Tolal Yages
|llr.|mut Hature

m
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10) Select Import Simple File

11) Select Choose File, Select the file from where it was saved
12) Select Import

13) Select Next if no errors are identified

= HW-3 Tax Retum

Home Withiholding (HW-3) HW-3 Tax Retom

Oepartment of Towbon | About Hawai Tax Onlive | Fraquenily Asked Guestions | Videa Tutorials | Conlact Us

1. HW-D for Des-31-2019 2. Hawaii W-2 Submission Method

Hawaii W-2 Submission

Simple File Import

Chck the Import Simple File buton fo upioad records. The data within your
displayed

IMPORTANT: Choose File |}

+ Imporiing a second file will cvarwmnia all axising records
« [REconds in emor will raguine adamonal vakdation
* A maximum of 1,000 records may ba impartad. Lise the EFW2 submi

o maniaiy ain 8 W-2 amer me fils i

Import Simple File

W2 Dot

SEN Last Name First Name

Hawali income Tax Withhaid

s

14) If errors are identified in your import file,
the following step error will be presentad
See Section 7: Errors After File Import

Select OK

After correcting the errors Select Next (Step 13)

@ This step must be corrected before moving on.
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15) Review the data populated on the submission.

If the data is correct select Submit.
If additional corrections are needed select Previous to make corrections, then follow steps to submit.

Withholding Annual W-2 Submission

Home Withholding (HW-14) [ Al bamissicn

Department of Taxalion | Aboul Haw:

1. W-2 Annual Submission for Dec-31-2020 2. Haweail W-2 Submission Method 3. Hawaii W2 Submission 4. Hawmii W-2 Submission Summary

Hawaii W-2 Submission Summary

=1 Summary
Humber of V.2 forms, Copy A, or Federal Form W.2, Copy 1 5
Total Wages shown on these farms (include COLA. 3rd party sick leave, and other benefits) 105,000.00
10,550.00

Tokal Hawaii Incoma Tax Withhedd from Wages shown on Ihesa forms

ot | oo | soms

16) Enter your HTO Password
17} Select OK

= Withholding Annual W-2 Submission

Home Withholding (HW-14) ¥ Whithhobding Annual § Submission

Depariment ation | Aboul Hawaii Tax Online | equently Asked Questions | Video Tulorials — Contad Us

1. W2 Annual Submission for Dec-31-2020 2 Hawaii W.2 Submission Method 3. Hawraii V.2 Submission 4 Hawaii W.2 Submission Summary

Hawaii W-2 Submission Summary

]

Humier of HVY.2 forrns
DECLARATION: | deciare under the penalies st forth in section 231.35, HRS, [l this is 3 true and cormect
Total Wages shown on|  Telum, prepared in accordance wilh the wilhholding provisions of ihe Havaii | T Lawi and the rules
s thereunder

Total Havas Income Ta
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Retain Confirmation for your records

= Confirmation

Haime Wlthholding (HW.14) Dec-31-2020

Wilhiholding Annual W-2 Submission Confirmation

Departmend of Taxaion | Aboul Hawai Tax Online | Frequently Asked OuesBons | Video Tulorials  Conlacl Us

% Confirmation

Withholding Annual W-2 Submission Submitted

‘four submession is complete. You may save this page for your records.

Name: EMPLOYER INC

D= WH-0S5-541-6576-01

Filing Period: Dec-31-2020

Submission Type: Withhedding Annual ¥W-2 Submission
Submitted: 27282021 900909 AM

Confirmation Mumber: 1-528-854-580
E-mail Notification(s)
An e-rail has been senl confimung your submission. An e-mail will be senl once your submission has been processed
Want to View, Edit, or Cancel your submission?
‘fou can access your submission at any fime. To do so, click the "Submissions™ tab on the main page and find the submission you would like fo view.

‘four submission will process by end of day. Until then, you can modify or remove the submission when viewing it

Contact Us - Hawaii Department of Taxation

Hours of Operation: T-45am - 4:15pm
Phone: (B08) 587-4242

Toll Free: 1-800-222-3229
E-mail: tacefile@hawail gov
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SECTION 7: ERRORS AFTER FILE IMPORT

W-2s needing additional attention are indicatated in various different ways.

Show Errors

SSN
[ [ ™1234
5 [ =--7891

77T

B -5 . B ] |

1-50f5
Last Name

TESTA

TESTE

TESTC

TESTC

TESTD

1} Tabs with a red dot and white circle o
2} Rows with a red dot and exclamation point o

3) When a W-2 file contains many rows, the error tabs in #1 will not be displayed. Select Show Errors to
display the errors by row, see step 2

e e 11 ) B V) |

First Name: Hawsii Income Tax Withheld
ONE 1,000.00
TWO 2,000.00
THREE 3,000.00
FOUR 4,000.00
FIVE 550.00

10,550.00
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4} After selecting an errored W-2 the detail screen will be presented. Make the
necessary corrections and select another errored W-2 until all W-2"s are corrected. Do
not select next until all W-2's are corrected.

Hawaii W-2 Submission

|E] simpie File import

Clckhrto Impent Simple File buticn to upload records. The data within your file will be uploaded 1o the table below. For security purposes. only the last for digits of the 55N
ol dspiayed

IMPORTANT:
+ |Impedting a second She will ovenwrite all existing reconds
+ HRecords i eror will nequire sdditional valdaton
= A of 1.000 resords may Be imponmed. Uise the EFWD submissesa methed 16 submit mane than 1,000 ressnds

To manuaily add a W-2 sher the file is imponed, cheic Add W-2
Imipscat Samiple: File

W2Detsi - 1234 | S=eTpy . e I Bt 1

Tests, One - *==-1734

S5N
e iie
Lt Name
TESTA
First Name
OME
Middlg Mame: Sufi
A JR
Country
usa v
Strest
90 N KING STREET
Street 2
Unit Type Urit # Ciny
¥ HOROLULL
Sz Zip Coungy
AR v m v
Incampiete
\aldate Address
Feermar DOOO0-E7Y
Total Wages (Before Payrol Deductions)  Hawil Income Tax VWishheld Fayments Not Incheded in Total Wages  Nature of Payment
10,000.00 1.000.00 10000 Lamp

e [ |
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SETION 8: HELPFUL TIPS TO PREVENT ERRORS

To prevent records from going into error, here are a couple of tips when creating your simple upload

spreadsheet file:

1. If you loaded a file and did not submit it, do not load another file. The new file will override the

existing information.

2. A full zip code is required (e.g. 12345-1234). If you do not have the last 4 digits of the zip code,
four zeros may be entered.

3. If the value in Total Wages (column P) equals zero, then Payments Not Included in Total Wages

(column R) and Nature of Payment (column S) must be present.

4. Do not include blank rows within your data set. A blank row is interpreted as the end of your

file.

5. If there is no dollar amount to enter, the dollar field must be filled with a zero. All dollar

amounts must be positive.

6. All dollar fields must contain a decimal if there are cents.

7. Do notinclude "$" or commas in any field.

8. Do not include dashes in Social Security Numbers.

Sample worksheet

100 XXX

Waorksheet tab name must be Main

Main

o E F G H I ) L3 L °] N L] " Q
S — . 2 b - - i o0
A B C D G
Social Secuirty Corrected Social
Number Corrected Security Number Last Name First Name Middle Nme Suffix
576121234 Testa One A Ir
575187891 Testh Two B
H [ J K L M N [¢]
1 Street Street 2 Unit Type Unit City State Zip County
2 |90 N King Street Honolulu HI 96817-5111
3 91 North King St Room 2 Honolulu hi 96817-0000
P Q R S
Total Hawaiilncome Payments Not Included o
otal Wages Tax Withheld in Total Wages ayment Nature
10000 1000
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