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click



Click the quarter you need 

to file.



Select the office you are filing for and the entry method. 

For this demonstration, we are entering data by File Import.



File Import Instructions in a PDF file 

that you can open, save, and print if 

you have free Adobe Software on 

your computer. 



Select “Replace Wage Detail” if this is the 

only File Import you are doing for this 

quarter. If you have already uploaded wage 

information for this quarter, or if you have 

manually entered wages for this quarter, 

select “Add to Wage Detail.” 



Click “Browse” to choose 

your .CSV File from your 

own computer documents 

to import. 

Double click on your file 

to select it for import. 



You will see the file in the 

Browse window. Now you are 

ready to click “Import File.”



If you receive an error message, 

check your .CSV File and make sure 

you followed the format instructions 

exactly. The file must be in the exact 

format as the instructions. 



Verify your 

wage detail.

The upload was 

successful. Now enter total 

wages for the quarter.

Calculates 

for you.

Click Next to proceed.







Your report will be available 

to print from your 

homepage in 48 hours.



Thank you for viewing this My Iowa UI tutorial. 

If you still have questions regarding logging into My Iowa UI, contact 

the My Iowa UI Customer Service Team at:

(888) 848-7442, option 3 or iwduitax@iwd.iowa.gov

mailto:iwduitax@iwd.iowa.gov

