
Submitting W-2s: “Key and Send”



The data you see in this tutorial is completely fictitious. It was 
made for instructional purposes only. Any resemblance to a 

real person or business is completely coincidental.



Once you are logged in to myconneCT, the Summary page is displayed. 



Locate the Withholding account and click the View/File Returns and View Period Detail 
hyperlink for the Withholding tax type in the Account sub panel. 



Locate the W-2s/CT-W3 Annual Reconciliation of Withholding return and click File Now. 



If you have W-2s to enter, click Yes.



In this example, we will select the “Key and Send” option 
for submitting W-2 information.

Then, click Next to enter the W-2 information.



Click Add a Record to add employee W-2 information. 



Enter all required information, then click Add. 



The record is added here. 
Click the pencil icon to make edits to the existing record. 

Click the X icon to remove the record. 
Click Add a Record to add additional employee W-2 information.

Once you have entered all W-2 information, click Next.



Enter the Connecticut Income Tax Withheld from Wages for each period. Then click Next.  



Enter your electronic signature, then click Submit.  



Upon successful submission of your return, you will be directed to a Confirmation page. If you wish 
to print a copy of the return for your records, click the Printable View button to open a PDF version 

of the return in your browser.



You can use the browser tools to print a copy of the return for your personal records. 

Important: Do not mail this confirmation page to the agency. Mailing in the confirmation page 
could result in duplicate filings and delayed processing of your return.  



Click here for more tutorials!

https://portal.ct.gov/DRS/myconneCT/Tutorials

