
Uploading W2 Reconciliation 
Instructions
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Enter Log in Name and Password
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Upload Options Page
Choose Upload Annual W2 Reconciliation file
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W2 Reconciliation File Upload Page
Enter Tax Year, Account Type, File Format (MUST BE CSV, FEDERAL OR SOCIAL SECURITY EFW2) 
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W2 Reconciliation Submitter Information
1..Enter Submitter’s name and Address 
2. Total quarterly income tax from wages during the year as reported on Quarterly E-1 Reports
3. Enter Amount of Local Tax withheld for each quarter.3. Enter Amount of Local Tax withheld for each quarter. 
4. Enter any memos needed to explain Difference in Columns A and B in the box provided
5. Click continue 
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If your file contains 5 or less employers, then you must complete form W-2R for each employer, otherwise you may skip 
this page...

Please enter Employer information and click continue

2010.01.20 6 Employer W-2R Upload



Fil S b i i C fi i PFile Submission Confirmation Page
Confirm all information is correct and click Finish.  **Note** The process is not complete until you click 'Finish'. If you 
do not finish and plan to come back at a later time, you will be forced to start the W2 reconciliation process from the 
beginning.

** After submitting your file you will receive a confirmation number and a confirmation email After submitting your file, you will receive a confirmation number and a confirmation email.

**Payments and Refund requests cannot be requested online.

**Please send any balance due and refund requests to the following address, with a copy of your 
confirmation number:
Berkheimer Tax Administrators
PO Box 900 
Bangor, PA 18013

2010.01.20 7 Employer W-2R Upload




