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File W-2s, 1099s, TC-675Rs, Withholding Returns 
 
Employers and Mineral Producers are required to submit copies of their withholding forms electronically by 
January 31. All W-2s, 1099s (with Utah tax withheld), TC-675Rs, TC-941E/M, TC-941/941Rs must be filed 
electronically on TAP. 
 
1. Click the Home link to see your TAP dashboard. 
2. Click File W-2s, 1099s, TC-675Rs, Withholding Returns link. 

     
3. Click the link for the option you need. 

         
4. Click the link for the method you will use to file – Manual Entry, Excel Import, or Fixed Length File 

Upload.  See below for step-by-step . 
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Manual Entry option 
Use the following steps to file W-2s, 1099s, and TC-675Rs. 
1. Complete the Required fields, and then click Next. 

2.    Click + Add W-2 and enter the W-2 information for the employee. Once completed, click Add. For 
 additional blank W-2s, click +Add W-2. Continue this process until you have entered all employees.       
When finished click Next.  
Note: If there is anything in Red you have an error. Click on the error to correct before continuing.  
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      3.  Review Summary, answer Disclaimer question and then click Submit.  
 Note: Save Draft does not file your W-2s.  

        
     4.  Enter your Password and click OK. 

  
 

5.  You will receive a confirmation message. Keep your confirmation number. We suggest printing the    
confirmation for your records. 
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Excel Import option 
When using the Excel Import option, TAP will only accept the Tax Commission’s templates. You can download 
the template from the TAP main page under the Download return templates link or if you are signed in to your 
TAP account, use the same link located in the instruction panel. 
 
     1. Follow steps 1-4 on page 1 of this document and click the Excel Import option 
     2. Click the link to import a file 

  
 
 
 
 
 
 
 
 
 
 
 
 
       
     3. Click Choose File, select your saved excel file and click OK. 
 Continue though rest of process to Submit your return.  
 Note: If you have a file error, follow step 2 instructions above to correct. 
 

  
 
 
 
 
 
 
 
 
 
 
 
     4. Enter your Password and click OK. 
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5. You will receive a confirmation message. Keep your confirmation number. We suggest printing the    
confirmation for your records. 
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Fixed Length File Option 
Follow page 1 instructions to step 4. Select the Fixed Length File Upload (.txt file)  
Note: You can download step-by-step instructions for the fixed length file upload at tax.utah.gov/withholding.    
 
      1. Review disclosure statement and click Yes to proceed. 
      2. Click Add Attachment  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     3. Complete the Required Fields then click Choose File. Locate the .txt file saved on your device, then click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     4. If successful, your file information will display under Attachments. Click Submit and enter your password to file. 
 
 
 
 
 
 
     
 
 

  



QUICK START GUIDE Taxpayer Access Point (TAP) 

7 Rev. 12/2020 

 

 

5. You will receive a confirmation message. Keep your confirmation number.  
We suggest printing the confirmation for your records. 

  


