
Step by step instructions for filing W-2s on North Dakota Taxpayer Access Point (ND TAP): 

***If you need assistance at any time, please call our Customer Support team at 701-328-1257. 

 

1. Go to the website: tap.tax.nd.gov and sign in.  
If you do not have a login, click “Sign up for Access” and create a new, 3rd party account. 

 

 

2. Click on the “I Want To…” tab on the upper left. Then locate the 1099s and W-2s tile box. Click 
on “Upload/Enter W-2s or W-2c”. 

 

3. W-2s can be entered manually or by uploading a file. To enter W-2s manually, select “W-2” 
and then “Enter Information”. Then click “Next” on the bottom right. Skip to Step 4 for 
instructions on uploading a file. 
Only check the box on this screen if you have no employees and did not issue any W-2’s. 

 



Begin by entering the Employer information and then click “Next”. 

Select the Employer, the Filing Period, and click “Next”. 



 

 

Now, fill in the employee W-2 information. Each column represents a separate W-2, as you 
enter information, an additional column will appear. You will enter all your W-2s on this screen. 
When finished, click “Next”. 

 



Note: When entering W-2s, if there is no withholding for Federal and/or State income tax, you 
MUST check the box below that line item to indicate so. 

 

On the next page is your summary. Review everything to make sure it is correct, including Filing 
Period, number of W-2s, Total Federal and State Wages, and Withholding. On the bottom, 
check the box to confirm the information is correct. 

Note: You can quickly view what you’ve entered by selecting “Click here to review a list of the 
W-2s entered”. 

 



 Contact Details will populate for you to complete. Then click “Submit”. 

 

 

On the next page, you’ll receive a confirmation # to print for your records. This satisfies the 
electronic filing requirement of your W-2s. Please do not mail a paper Form 307 or W-2s.  

 

 

4.  To upload a file, select “W-2”, “Upload File”, then “Add Attachment”. 

 



Note: Files must be in .txt format that complies with the EFW2 layout outlined by the Social 
Security Administration. Excel spreadsheets and PDFs are not valid formats and will be 
rejected. If you are unsure whether your accounting software provides these types of files, 
reach out to your software vendor. 

You will be prompted to give a description (name) of your upload. Then, choose your file and 
click “Ok”. You can only upload one file at a time. 

 

 

 As long as you have the correct format, you’ll see your attachment listed. Click “Next”. 

 



5.   Check the box confirming you’ve reviewed the W-2 file, and it is correct. Enter your Contact 
Details and click “Submit”.  

 

 

 

6.   On the next page you’ll receive a confirmation # that you can print for your records. This 
satisfies the electronic filing requirement of your W-2s. Please do not mail a paper Form 307 or 
W-2s.  

 

 

 



7.  You can edit your submission if you realize you made a mistake or need to add additional W-2s. 
This MUST be done on the same day. 

 

Navigate back to the main TAP page and selecting the “I Want To…” tab. Then, click “Search 
Submission History (e.g. Return, Payment)” in the Activity box. 

 

 

 

From here, you should have a “Pending” tab. Make sure that is selected and find the 
submission you’re needing to edit or delete. 

 

 

 



In the upper right corner, select “Withdraw” to edit, or “Delete” to completely remove the 
submission.  

 

If editing, your submission will then become a draft. Click “Yes” and then “Ok”. 

 

 

You can now begin editing your submission by clicking “Continue Editing” in the upper right 
corner. 

 


