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W-2 Manual Entry Submission 

Material displayed in this user guide is for informational purposes only. 

OH|TAX eServices allows an employer to manually enter W-2 information. This guide explains how to enter the W-2 
information through a manual entry submission. 

W-2 Manual Entry Submission 
 

1. Access the Employer Withholding panel on the dashboard, click the More hyperlink located in the 
Account panel. 
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2. On the Account Services screen display, click the Enter annual wage statements hyperlink from 
the Income Statement Upload panel. 
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3. Select the Tax Year the wage statements are for from the drop-down box and click the Next button. 
 

 
 

  



 

Page 4 of 11  Ohio Department of Taxation | Employment Tax Division Revised December 2024 
 

W-2 Manual Entry Submission 

4. Complete all fields on the Employer Information window, click the Next button. 
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5. On the Annual Wage Statements window display, click the Add a Record hyperlink on the Employer 
Wage and Withholding Records panel. 
 

 
 

  



 

Page 6 of 11  Ohio Department of Taxation | Employment Tax Division Revised December 2024 
 

W-2 Manual Entry Submission 

6. On the Employee Record window display, complete all required/applicable fields on the Employee 

Wage and Withholding Record panel. Click the Add button. 
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7. If there are errors within an Employee Wage and Withholding Record, an error icon  will appear at 
the beginning of the record. Click the error icon to be redirected to the record. 
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8. All fields with a red asterisk (*) will need to be corrected. Once all fields have been corrected, click 
the Ok button to resubmit the record. 
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9. Repeat steps 5-6 until all issued W-2s are added. Once all W-2s have been added, click the Next 
button. 
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10. The Review panel displays the Total Employees, Wages, Ohio Tax Withheld and School District Tax 
Withheld totals. If all information is correct, click the Submit button. 
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11. On the Confirmation screen display,click the Printable View button to print the confirmation page 
or click the OK button to return to the Account Services screen. 

 

 

 

 


