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BSO Tutorial for Tax Year 2009

Submit aWage File

Contains the following lessons:

Submit aW-2 Wage File

Submit aW-2c Wage File

Submit a Resubmission File

Submit a Reconciliation File

e Submit a Special Wage Payments File
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LESSON 1: SUBMIT A W-2 WAGE FILE

Follow the instructions below to submit a W-2 wage file to the Social Security Administration
(SSA). For information on preparing formatted Wage W-2 data files for electronic filing (EFW2,
formerly Magnetic Media and Electronic Filing-1 [MMREF-1]), select the link for Specifications
for Filing Forms W-2 Electronically (EFW2) at www.social security.gov/employer/pub.htm.

STEP 1: Point your browser to the Business Services Online (BSO) Welcome to Business
Services Online page: www.social security.gov/bso/bsowel come.htm.

SocialSonrmiy Ok Business Services Online

www.socialsecurity.gov Home | Questions? Contact Us Search _

Online Services Availability Business Services Online BSO HELP

Monday-Friday: 5 AM - 1 AM EST N . .
Saturday: 5 AW - 11 Pl EST Welcome to Business Services Online

Sunday: 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizafions and authorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of October 2007, your Personal Access various BSO services and functions.
Identification Number (PIN) is now referred to as
your User ID. REGISTRATION - If you are a new user, select the "Register"” button to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete” button. In either case, after your Registration is complete, you
Information can Request, Activate and Access services and functions.

e LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and display
%Em e the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
Yideo - Software Demonstration Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or

Lutorial contact information.
Employer Information

Suite of Services Informacién para el Empleador en Espafiol
Apply For EIN

lavigaton Log in to Business Services Online here
Online Secur’lly Po\lcy

The Privacy Act and the Freedom of R . . .
e T New user? Register for Business Services Online here

Contact Us

Electronic Records Express Complete Phone Registration what is this? Complete Phone Registration

Government to Government Services
Online

News Explanation of BSO Services

Reporting Wages to the SSA
= Wage News

. WE‘L&TS N Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly keying
+ Social Security Number Verificalion News W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you

W have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a
Slliie lleeiri one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages
Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service

More information about Verifying Social Security Numbers

Form $5A-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QCO AREP Registration@ssa gov.
Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694

More information about the Atiorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Servics personnel.
For TOO/TTY cal 1-800-325-0775.

TSA.gov Privacy Policy | Website Policies & Other Important Information | Site Map \esg Larqer Text?
Last reviewed or modified Wednesgay Nov 21, 2007 d

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The
system displays the Log In to Online Services page.
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Socil Sebty Onlie Business Services Online

www.socialsecurity.gov BS0 Welcome | BSO Information | Keyboard Navigation

. ¢Log In to Online Services

Online Services Availability

New User? Existing User?
» onday-Friday: 5 AN -1 AN ET You must create an account to use this website. Once you do, Please login in below:
& Saturday: 5 AM- 11 PMET H

ou will be provided a User ID to log in o our online services. Y
» Sunday.3AN- 1130 PHET ! P 9 Useri:|

To create new account you will need to: Password: l:|

7
+ Provide personal information Forgot user 107
+ Provide contact information Forgot your password?

+ Create your password and security questions
User Certification:
| understand that the Social Security »

Administration (SSA) will validate the
information | provide against the

Need to complete a phonelform registration? informafion in S5A'S files
[0 Ihave read & agree to these terms.

Create Log In Account

I=

LogIn

www.socialsecurity.gov BS0 Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User 1D and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions
defined in the User Certification text box on the Log In to Online Services page.
Select the Log I n button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO
Welcome link at the top or bottom of the page.
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Social Security Online Business Services Online

BSO Main Menu | BSO Information | Contac | Keyboard Navigation
<y Main Menu
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 06, 2010
Report Wages To Social Security
Manage Account Submit, download or process W-2s and W-2cs
® iew / Edit Account Infio Wiew submigsion status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions
® Disable Account
Web Service
Manage Services With your ¥Web Service User ID, wage information can be exchanged with SSA using a client application developed by your cormpany. Your Web
. Senice User ID and password will have to be included in the header of each SOAP request sent ta the EWR Web Service. The system will keep
© Sl S your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
* Request Mew Serices
® iew Pending Services The EWWR W¥Web Service includes operations to subrmit wage files (in an MMREFZ farmat), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your Web Service User ID

Manage Employer Information

* Add/Update Employer Information
* Remove Employer Information

Have & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 &.m. o 7:00 p.m. Eastern Time to speak wih Empioyer Customer
Service personnel. For TOD/TTY call 1-800-325-0778.

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

REDOI’T Waqes To Social SECUI'itV
Subrnit, download or process W-25 and WW-2cs
Yiew submission status, acknowledge resubmission notices or
Reguest resubmission extensions
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The system displays the Wage Reporting Attestation page (see screen example below.)

SocialSecuriyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Infermation | Keyboard Navigation | Logout

Wage Reporting Attestation

User Certification for Electronic Wage Reporting

1understand that the Social Security Administration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data andior transmit wage information and to
receive employee wage information for the employer.

By selecting the "1 Accept™ button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

IAccept | [ IDONOT Accept

Have a guestion? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Emplover Customer Service personnel. For TODITTY call 1-800-325-0778.
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STEP 6: Select the | Accept button after reading the conditions defined in the User Certification
for Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the Electronic Wage Reporting (EWR) home page (see screen
example below.)

SocialSecuriyonine  BUSINESS Services Online

ww.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

Electronic Wage Reporting (EWR)

Reporting Wages to Social Security Atts & News for EVWR

Forms Y- 200-3 Cnline | | Forms W-2cly-3c Online | ‘ Upload Fermatted Wage File ‘

E-mail aWage Reporting Expert

Warning This tab is not for submitting Forms W-2{cy-3(c) created using the other tabs.

Informacion en Espariol
SubmitResubrmit a Forratted Wage File

You may submit an appropriately formatted electronic file containing annual wage data or resubmit a formatted file that was . . -
returned to you for correction. The required file format is described inthese Social Security publications, or call 1-800-772- Online Tuterials & Training
6270 and ask thatthe publications be mailed to you WWace Reporting Handbook

S5M Werification Handhoak
Submit 2 Special Wage Payments File

- . . . . - Online Reqistration Handbook

You can submit an electronic file that containg special wage payment data as defined in Intemal Revenue Service Publication ) )

957, Dnlire Tutarial

Software Derronstration
L. FAQS - General Ernployer

Submission Status Employer Report Status

View Subrnission Status view \Wane Report Status (LD T i

Check report status, errors, and notice information for Check report status or view errors far reports submitted ®Before You File

previously submitted wage reports (Forms W-200-3) far your cormpany by a third party » Checking SSHs

*Uploading Farmatted Files
Resubmission Notice »For Other Eleciranic Filers

® General Info about Wage Filing
Ifyou received a Resubmission Notice, you may use the following link to acknowledge receiving the Matice and/or to request » RS Information
a one-time 15-day extension of the deadline: 7

®FPublication Resources
Acknowledoe Motice and/or Request Exdension
+ Youwill need infarmation from the Maotice to acknowledae the notice or request an extension.

+ ‘You cannot extend if (a) the file has previously been resubmitted o (b) today is more than 45 days from the date on AT .
Employer suppor LINks
the Resubmission Notice.

Have a guestion? Call 1-800-772-6270 Mon. - Fri. TAM to TPM Eastern Time o speak with Employer Customer Service personnel. For TODITTY call 1-800-325-0778.

STEP 7: Select the Upload Formatted Wage File tab. The system displays the tasks associated
with Upload Formatted Wage File.

Select the Submit/Resubmit a Formatted Wage File link. The system displays the
Before Y ou Start page.
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Socl Securly Online Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

X Upload Formatted Wage File

Before You Start
Name: TESTFIRSTNAME TESTLASTNAME

Bleps: 1. Before You Start 2. Whats inthe File? 3. Submit Your File 4. Confirmation

You should already have a file in EFW2 format generated by your payroll system. Before sending it, we recommend that you take the following steps to ensure that the file is error-free and can be sent
quickly.

1. Review your file(s) for correct formatting.

We provide AccuWage and AccuW2C error-checking software for both W-2 and W-2c wage report formats. Reviewing your file with one of these software pragrams can prevent it from being rejected and
returned.

What do these programs check?
Which errors are most critical to fix?

Download AccuWage Download Accuw2C

2. Zip Your File

If you have over 500 W-2s or a slow connection, the transmission will be faster if the file is zipped (compressed)

WinZip and PKZip are examples of acceptable compression packages.

Do not put more than one wage file (EFW2 format) into a zip file because a unique identifier will be assigned to each one.

Do not repeat the employer record for each W-2/W-2c. If your organization files on behalf of multiple employers, include no maore than 1 million RW records or 50,000 RE records per submission. If your

organization files on behalf of multiple employers, include no more than 500,000 RCW records or 25,000 RCE records per submission. Following these guidelines will help to ensure that your wage data is
processed in a timely manner.

Quit without =ending -

Have a question? Call 1-800-772-6270 Man. - Fri. 7AM to 7PW Eastern Time to speak with Emplover Customer Service personnel. For TDD/TTY call 1-800-325-0778,

STEP 8: Select the Continue button after verifying that you have ensured the quality of your

submission and properly compressed your file(s). The system displays the What's in
the File? page.

To return to the EWR Home page, select the Quit without sending button.

Socia Security Administration Page 7



Social Security Online

Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Qi Upload Formatted Wage File

What's In the File?
Name: TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Start 2. What'sinthe File? 3. Submit Your File 4. Confirmation

Which of the following is the best description of the wage report(s) in your file?
© New W-2s/W-3s for Tax Year 2009 or previous tax year (EF\W2)
© New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

@ Resubmission to correct errors that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission Motice)

Please enter the following information from the Resubmission Motice:

Original receipt year (not Tax Year):
Wage File Identifier (WFID)- l:l

Have you received a Reconciliation letter?

[C1 YES, 1 am uploading this file because | received a letter saying the money amounts reported to the IRS (941) did not match the amounts reported to SSA (W-3).

Quit without sending Back to Step 1

Have a question? Call 1-800-772-6270 Mon_- Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778

STEP 9: If multiple Employer Identification Numbers (EIN) are associated with the submitter,

then a list box of EINs will appear. An EIN should be selected from the list box.
Otherwise, proceed to Step 10.

Employer ldentification Number

Your User 1D is associated with multiple Employer Identification Mumbers (EIN).

Please select a submitter EIN for this file: | {IIARIIRRIIRE +

STEP 10: Select the New W-25/W-3s for Tax Year 2009 or previous tax year (EFW?2) radio
button and select the Continue button to access the Submit Y our File page.

To return to the Before Y ou Start page, select the Back to Step 1 button.
To return to the EWR Home page, select the Quit without sending button.

Which of the following is the best description of the wage report(s) in your file?
& New W-2s/W-3s for Tax Year 2009 or previous tax year (EFW2)
' New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

(' Resubmission to correct erors that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission Motice)

Enlargement, above, of the radio buttons from the What's In The File page
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Social Securty Online Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

' Upload Formatted Wage File

Submit Your File
Name: TESTFIRSTNAME TESTLASTNAME
Steps: 1. Before You Start 2. What's in the File? 3. Submit Your File 4. Confirmation

Select your file by using the Browse button. Then, select the Submit button to upload your file.

Browse.
Selectfile. | H—]
Quit without sending Previous Page

Have a question? Call 1-800-772-6270 Mon_- Fri. 7AW to TPM Eastern Time to speak with Employer Customer Service personnel For TDD/TTY call 1-800-325-0778

STEP 11: Type the name of the file in the Select file field or select the Browse button to the
right of the field to select thefile.

STEP 12: Select the Submit button to submit the file to SSA. After displaying the Please wait.
Your file upload is in progress... page, the system displays the Confirmation — Y our
File Was Received page with a pop-up window for the option of requesting a printed
copy of the confirmation. To print the Confirmation — Y our File Was Received page,
please go to Step 13.

Before submitting any file, there are two other options you may exercise:

1. To return to the EWR Home page, select the Quit without sending button.

2. Toreturn to the What' s in the File? page, select the Previous Page button.
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STEP 13: Select the OK button in the pop-up window (see screen example below) to print the
Confirmation — Y our File Was Received page.

Otherwise, select the Cancel button to close the pop-up window.

Microsoft Internet Explorer, E'

0y our file submission was successful,
\__f/’ We recommend that you print or save
a copy of this acknowledgement at this time,
Would yaou like to print this page now?

[ o | [ Cancel

At this time, print the Confirmation — Your File Was Received page and check
the size of your file.

T T—— Electronic Wage Re 2

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

Confirmation - Your File Was Received
Name: TESTFIRSTNAME TESTLASTNAME
Steps: 1. Before You Stat 2. What's inthe File? 3. Submit Your File 4. Confirmation

Your submission was successful. Use your browser menu to save or print this acknowledament of receipt for your records, as proof of your filing date, and to keep a record of the Wage File Identifier for checking the processing
status.

Receipt Date: 08/04/2009 08:37 AM Eastern Standard Time ‘Wage File Identifier (WFID): KVW887
Employer ldentification Number (EIN): 000000000 ‘Your File Name: BSO - What's In the File.htm
File Size: 8,168 bytes (8 Kb) Assigned File Name: 122E569CF58110BA_2010KVWa8701

Check the size of your file. How?
Ifitis not the same as the file size shown on your computer, there may have been a problem with transmission. Please contact BSO Technical Assistance at 1-888-772-2970. For TDD/TTY call 1-800-325-0778.

What to expect:
You can check the status online at any time. However, allow 1-6 weeks for Social Security to complete the processing of your file, depending on the time of year

Thank you for submitting your report using Business Services Online.

[__subm Another Fie | [ EWR Home |

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.
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STEP 14: To submit another file, select the Submit Another File button to return to the What's
in the File? page.

To return to the EWR Home page, select the EWR Home link at the top of the page
or the EWR Home button at the bottom of the page.

If a communications disruption occurs while you are submitting a wage file,
log in again and select the View Submission Status link from the EWR Home
page to determine whether the file transfer was successful. If the submission is
not displayed, you will have to submit it again. Select the same submission type
that you initially selected.
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LESSON 2: SUBMIT A W-2C WAGE FILE

Follow the instructions below to submit a corrected W-2 wage file to SSA. For information on
preparing formatted X Wage W-2c data files for electronic filing (EFW2C, formerly MMREF-2),
select the link for Specifications for Filing Forms W-2c Electronically (EFW2C) at
Www.soci al security.gov/employer/pub.htm.

STEP 1. Point your browser to the Business Services Online (BSO) Welcome to Business
Services Online page: www.social security.gov/bso/bsowel come.htm.

Social Security Online Business Services Online

www.socialsecurity.gov Home | Questions? Contact Us

Online Services Availability § Business Services Online BSO HELP
Monday-Friday: 5 AM - 1 AM EST N . .
Saturday: 5 AM - 11 PM EST ¢ Welcome to Business Services Online

Sunday: & AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and authorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of October 2007, your Personal Access various BSO services and functions.
Identification Number (PIN) is now referred to as
your User ID. REGISTRATION - If you are a new user, select the "Register” bufton to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete” button. In either case, after your Registrafion is complete, you
Information can Request, Activate and Access services and functions.

FEoEelah S Pl kst LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and display
Vsiiws :amb‘m*l‘j ot the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
Yideo - Sofware Demonsiration Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or

Tutorial contact information.
Employer Information
Suite of Services

Apply For EIN

MtV Log in to Business Services Online here Logln
Online Security Polic!

The Privacy Act and the Freedom of . " " "

s e A New user? Register for Business Services Online here Register

Contact Us

Electronic Records Express Complete Phone Registration what is this? Complete Phone Registration

Government to Government Services
Online

Informacién para el Empleador en Espafiol

News Explanation of BSO Services

Reporting Wages to the SSA
Wage News

-
. W‘NS“& N Allows you to send forms W-2 and W-2¢ to Social Security by uploading a specifically formatted electronic file or by directly keying
: il el bellin calliel e W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you

W have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a
Sl Liwe PiE one time 15-day extension to the deadline for resubmitting your wage file_

More information about Reporting Wages

Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service

More information about Verifying Social Security Numbers

Form $3A-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment

must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QOCO AREP Registration@ssa gov.

Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694

More information about the Atiorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TOD/TTY cal 1-800-325-0778.

“TSA.oov Privacy Policy | Website Policies & Other Important Information | Ste Map Weed Larger Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The
system displays the Log In to Online Services page.
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Social Secdty Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

#5¢ Log In to Online Services

Online Services Availability

New User? Existing User?
. ';:“:d‘j”":’::‘ 51"1";‘1;"' £ You must create an account to use this website.Once you do, Please login in below:
o Salurday: 5 AM- 11 Pi !

ou will be provided a User ID to log into our online services. .
o Sunday:8 AN- 1130 P ET ¥ P g user::| |

To create new account you will need to: Password: |:|

; q ?
« Provide personal information EEIEETD
« Provide contact information Eorgoi your password?

« Create your password and security questions
User Certification:
| understand that the Social Security A

Administration (SSA) willvalidate the =
information | provide against the

Need to complete a phonelform registration? infarmation in SSA's files
[ I have read & agree to these terms.

Create Log In Account

53

LogIn

www.socialsecurity.qov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions
defined in the User Certification text box on the Log In to Online Services page.

Select the Log I n button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO
Welcome link at the top or bottom of the page.
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Social Security Online Business Services Online

BSO Main Menu | BSO Information | Contac | Keyboard Navigation
<y Main Menu
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 06, 2010
Report Wages To Social Security
Manage Account Submit, download or process W-2s and W-2cs
® iew / Edit Account Infio Wiew submigsion status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions
® Disable Account
Web Service
Manage Services With your ¥Web Service User ID, wage information can be exchanged with SSA using a client application developed by your cormpany. Your Web
. Senice User ID and password will have to be included in the header of each SOAP request sent ta the EWR Web Service. The system will keep
© Sl S your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
* Request Mew Serices
® iew Pending Services The EWWR W¥Web Service includes operations to subrmit wage files (in an MMREFZ farmat), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your Web Service User ID

Manage Employer Information

* Add/Update Employer Information
* Remove Employer Information

Have & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 &.m. o 7:00 p.m. Eastern Time to speak wih Empioyer Customer
Service personnel. For TOD/TTY call 1-800-325-0778.

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

REDOI’T Waqes To Social SECUI'itV
Subrnit, download or process W-25 and WW-2cs
Yiew submission status, acknowledge resubmission notices or
Reguest resubmission extensions

Socia Security Administration Page 14



The system displays the Wage Reporting Attestation page (see screen example below.)

SocialSecuriyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Infermation | Keyboard Navigation | Logout

Wage Reporting Attestation

User Certification for Electronic Wage Reporting

1understand that the Social Security Administration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data andior transmit wage information and to
receive employee wage information for the employer.

By selecting the "1 Accept™ button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

IAccept | [ IDONOT Accept

Have a guestion? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Emplover Customer Service personnel. For TODITTY call 1-800-325-0778.
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STEP 6: Select the | Accept button after reading the conditions defined in the User Certification
for Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the EWR Home page (see screen example below.)

Business Services Online

BSO Main Menu | BSOInformation | HKeyboard Navigation | Logout

Social Security Online

ww.socialsecurity.gov

ﬁﬁm Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms Wy-2040-3 Cnline | | Forms W-2chiv-3c Online | ‘ Upload Formatted Wage File ‘

Warning This tab is not for submitting Forms W-2({chw-3(c) created using the other tabs,

SubmitResubmit a Formatted Vaoge File

returned to you for correction. The required file format is described in these Social Security publications, orcall 1-800-772-
6270 and ask that the publications be mailed to you.

Subrmit a Special Yange Payments File

a57.

You may submit an appropriately formatted electronic file containing annualwage data or resubmit a formatted file that was

You can subrmit an electronic file that containg special wage payment data as defined in Internal Revenue Service Publication

Alerts and Mewrs for EVYWR

E-mail a Wane Reparting Expert

Inforrmacion en Espafiol

Online Tutorials & Training
WWane Reporing Handhook
S5M Yerification Handboaok
Online Reaistration Handhook
Online Tutorial

Submission Status Employer Report Status

Wiew Subrission Status
Check report status, errars, and notice information for
previously submitted wage reports (Formse Wwy-20%-3).

Wiew Wane Report Status
Check report status or view errors for reports submitted
far your company by a third party.

Resubmission Notice

a one-time 15-day extension ofthe deadline:

Acknowledge Motice and/or Request Exdension

& ‘Youwill need information from the Motice to acknowledge the notice of request an extension.

= ‘You cannot extend if (a) the file has previously been resubmitted or {b) today is more than 45 days from the date on
the Resubmission Motice

Ifyou received & Resubmission Motice, you may use the following link to acknowledge receiving the Notice and/or to request

Employer Suppor Links

Software Demonstration
EAQs - General Efmplover

Other Useful Information
®Eefore You File
» Checking S5Ms
» Uploading Formatted Files
®For Other Electronic Filers
» General Info about Wage Filing
RS Information

™ Fublication Resources

Have a question? Call 1-800-772-6270 Mon. - Fri. TAM to TP Eastern Time to speak with Employer Customer Service personnel. For TDDITTY call 1-800-325-0778.

STEP 7: Select the Upload Formatted Wage File tab. The system displays the tasks associated

with Upload Formatted Wage File.

Select the Submit/Resubmit a Formatted Wage File link. The system displays the

Before Y ou Start page.

Socia Security Administration
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ol Seaury Onifne Electronic Wage Reporting (EWR)

www.socialsecurity.gov.  EWRHome | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

Before You Start
Wame: TESTFIRSTNAME TESTLASTNAME
Steps: 1. Before You Start 2 Whatsinthe File? 3. SubmitYour File 4 Confirmation

You should already have a file in EFW2 format generated by your payroll system. Before sending it, we recommend that you take the following steps to ensure that the file is error-free and can be sent
quickly.

1. Review your file(s) for correct formatting.

We provide AccuWage and AccuWW2C error-checking software for both W-2 and W-2c wage report formats. Reviewing your file with one of these software programs can prevent it from being rejected and
returned.

What do these programs check?

Which errors are most critical to fix?

Download AccuWage Download Accuw2c

2. Zip Your File
If you have aver 500 W-2s or a slow connection, the transmission will be faster if the file is zipped (compressed).
WinZip and PKZip are examples of ptable comp packages.

Do not put more than one wage file (EFW2 format) into a zip file because a unigue identifier will be assigned to each one.
Do not repeat the employer record for each W-2/W-2c. If your organization files on behalf of multiple employers, include no more than 1 million RW records or 50.000 RE records per submission. If your

arganization files on behalf of multiple employers  include no more than 500,000 RCW records or 25,000 RCE records per submission. Following these guidelines will help to ensure that your wage data is
processed in a timely manner.

Quit wihout sending

Have a question? Call 1-800-772-6270 WMon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778

STEP 8: Select the Continue button after verifying that you have ensured the quality of your
submission and properly compressed your file(s). The system displays the What's in
the File? page.

To return to the EWR Home page, select the Quit without sending button.
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Social Security Online

Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

7 Upload Formatted Wage File

What's In the File?
Name: TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Start  2.What'sintheFile? 3 SubmitYourFile 4. Confirmation

Which of the following is the best description of the wage report(s) in your file?
O New W-2s/W-3s for Tax Year 2009 or previous tax year (EFW2)
& New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

O Resubmission to carrect erors that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission Notice)

Please enter the following information from the Resubmission Notice:
QOriginal receipt year (not Tax Year):
Wage File dentifier (WFID): l:l

Have you received a Reconciliation letter?

[ ves, 1am uploading this file because | received a letter saying the money amounts reported to the IRS (941) did not match the amounts reported to SSA (W-3).

Quit wihout sending Back to Step 1

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.

STEP 9: If multiple Employer Identification Numbers (EIN) are associated with the submitter

then a list box of EINs will appear. An EIN should be selected from the list box.
Otherwise, proceed to Step 10.

Employer ldentification Number

Your User ID is associated with multiple Employer [dentification Numbers (EIN).

Please select a submitter EIN for this file:

STEP 10: Select the New W-2cs/W-3cs to correct mistakes on previously processed W-2

forms (EFW2C) radio button and select the Continue button to access the Submit
Y our File page.

To return to the Before Y ou Start Page, select the Back to Step 1 button.
To return to the EWR Home page, select the Quit without sending button.
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Which of the following is the best description of the wage report(s) in your file?
O New W-2s/W-3s for Tax Year 2009 or previous tax year (EFW2)
® New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

O Resubmission to correct errors that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission Notice)

Enlargement, above, of the radio buttons from the What's In The File page

Social Security Online

Electronic Wage Reporting (EWR)

.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout
«i< Upload Formatted Wage File

Submit Your File
Name: TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Start 2. What's in the File? 3. Submit Your File 4. Confirmation

Select your file by using the Browse button. Then. select the Submit button to upload your file.

Selectfile: | | (Browse ]

Qutt wihout sending Frevious Fage

Have a gquestion? Call 1-800-772-6270 Mon. - Fri. 7TAM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778.

STEP 11: Type the name of the file in the Select file field or select the Browse button to the
right of the field to select the file.

STEP 12: Select the Submit button to submit the file to SSA. After displaying the Please wait.

Your file upload is in progress... page, the system displays the Confirmation — Y our
File Was Received page with a pop-up window for the option of requesting a printed
copy of the confirmation. To print the Confirmation — Y our File Was Received page,
please go to Step 13.

Before submitting any file, there are two other options you may exercise:

1. To return to the EWR Home page, select the Quit without sending button.
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2. Toreturn to the What' sin the File? page, select the Previous Page button.

STEP 13: Select the OK button in the pop-up window to print the Confirmation — Y our File Was
Received page (see screen example below).

Otherwise, select the Cancel button to close the pop-up window.

Microsoft Internet Explorer §|

9P Wour file submission was successful,
\._#\I_,-’ e recommend Ehat you prink or save
a copy of this acknowledgement: at this time,
Wauld wau like to print this page now?

| Ok | [ Cancel

At this time, print the Confirmation — Your File Was Received page and check
the size of your file.
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Social Security Online Electronic Wage Reporting (EWR)

.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

i

Upload Formatted Wage File

Confirmation - Your File Was Received
Name: TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Stat 2 Whats inthe File? 3. Submit Your File 4. Confirmation

Your submission was successful. Use your browser menu te save or print this acknowledgment of receipt for your recerds, as proof of your filing date, and to keep a record of the Wage File Identifier for checking the processing
status.

Receipt Date: 08/04/2009 08:37 AM Eastern Standard Time ‘Wage File Identifier (WFID): KV\V887
Employer Identification Number (EIN): 000000000 Your File Name: BSO - What's In the File htm
File Size: 8,168 bytes (8 Kb) Assigned File Name: 122E569CF5B110BA_2010KVW38701

Check the size of your file. How?
Ifitis notthe same as the file size shown on your computer, there may have been a problem with transmission. Please contact BSO Technical Assistance at 1-888-772-2970. For TDD/TTY call 1-800-325-0778.

What to expect:
You can check the status online at any time. However, allow 1-6 weeks for Social Security to complete the processing of your file, depending on the time of year.

Thank you for submitting your report using Business Services Online.

[__submt Another Fie | [_EWR Home |

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.

STEP 14: To submit another file, select the Submit Another File button to return to the What's
in the File? page.

To return to the EWR Home page, select the EWR Home link at the top of the page
or the EWR Home button at the bottom of the page.

If a communications disruption occurs while you are submitting a wage file,
log in again and select the View Submission Status link from the EWR Home
page to determine whether the file transfer was successful. If the submission is
not displayed, you will have to submit it again. Select the same submission type
that you initially selected.
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LESSON 3: SUBMIT A RESUBMISSION FILE

Follow the instructions below to submit a resubmission file to the SSA. This option should be
used only if you have received a notice from the SSA asking you to correct and resubmit your
data. The Employer Identification Number (EIN) of the person resubmitting wage data to SSA
must match the EIN of the person who originally submitted the file.

STEP 1. Point your browser to the Business Services Online (BSO) Welcome to Business
Services Online page: www.social security.gov/bso/bsowel come.htm.

Social Security Online Business Services Online

www.socialsecurity.gov Home Questions? Contact Us

Online Services Availability $ Business Services Online BSO HELP
Monday-Friday: 5 AW - 1 AM EST N N .
Saturday: 5 AM - 11 PM EST : Welcome to Business Services Online

Sunday. 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and authorized individuals to conduct business with and submit confidential
information to the Sacial Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effactive as of October 2007, your Personal Access various BSO services and functions.
Identification Mumber (PIN) is now referred to as
your User ID. REGISTRATION - If you are a new user, select the "Register” bufton to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete” button. In either case, after your Registration is complete, you
Information can Request, Activate and Access services and functions.

. g:gvi'e;‘“’;‘f "‘:(’2 Filing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In” button to login and display

* Wa;wm[) (= the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account

* Yideo - Loltware Demonsiration Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or

« Tutorial
contact information

= Employer Information

» Suite of Services Informacién para el Empleador en Espafiol

= Apply For EIN

o luigial Log in to Business Services Online here

= Online Security Policy

« The Privacy Act and the Freedom of

information Act New user? Register for Business Services Online here

= Contact Us
« Electronic Records Express Complete Phone Registration what is this?
= Government to Government Services
Online
News Explanation of BSO Services
Reporting Wages to the SSA
= Wage News
+ Electronic Records Express News Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly keying
e ‘W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you
: W have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a

one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages

Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2¢c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service

More information about Verifying Social Security Numbers

Form SSA-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment

must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
OCO.AREP Registration@ssa.gov.

Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TDD/TTY cal 1-800-325-0778.

TBAgov Privacy Policy | Website Policies & Other Important Information | Site Map Need Larger Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The
system displays the Log In to Online Services page.
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http://www.socialsecurity.gov/bso/bsowelcome.htm

Social S8ty Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

¢Log In to Online Services

Online Services Availability

New User? Existing User?

. '_;:”‘”dj"’ﬁ::’: 51’:";;‘1;” & You must create an account to use this website.Once you do, Please login in below:
O SELEAEIULBNE ou will be provided a User ID to log in to our online services. .
 Sunday: 8 AM- 1130 PMET ¥ p 9 User ID: l:l

To create new account you will need to: Password: |:|

i Forgot user ID?
« Provide personal information Forgot user ID
+ Provide contact information Forgot your password?

+ Create your password and security questions
User Certification:
lunderstand that the Social Security ~
Administration (SSA) will validate the
!ﬂfurmat\cm | provide against the
Need to complete a phone/form registration? informatian in SSA's files

[ I have read & agree to these terms.

Create Log In Account

E3

Login

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions
defined in the User Certification text box on the Log In to Online Services page.
Select the Log I n button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO
Welcome link at the top or bottom of the page.

Socia Security Administration Page 23



Social Security Online Business Services Online

BSO Main Menu | BSO Information | Contac | Keyboard Navigation
<y Main Menu
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 06, 2010
Report Wages To Social Security
Manage Account Submit, download or process W-2s and W-2cs
® iew / Edit Account Infio Wiew submigsion status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions
® Disable Account
Web Service
Manage Services With your ¥Web Service User ID, wage information can be exchanged with SSA using a client application developed by your cormpany. Your Web
. Senice User ID and password will have to be included in the header of each SOAP request sent ta the EWR Web Service. The system will keep
© Sl S your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
* Request Mew Serices
® iew Pending Services The EWWR W¥Web Service includes operations to subrmit wage files (in an MMREFZ farmat), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your Web Service User ID

Manage Employer Information

* Add/Update Employer Information
* Remove Employer Information

Have & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 &.m. o 7:00 p.m. Eastern Time to speak wih Empioyer Customer
Service personnel. For TOD/TTY call 1-800-325-0778.

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

REDOI’T Waqes To Social SECUI'itV
Subrnit, download or process W-25 and WW-2cs
Yiew submission status, acknowledge resubmission notices or
Reguest resubmission extensions
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The system displays the Wage Reporting Attestation page (see screen example below.)

SocialSecuriyonine  PUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Infermation | Keyboard Navigation | Logout

W Wage Reporting Attestation

User Certification for Electronic Wage Reporting

lunderstand that the Social Security inistration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual autherized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data and/or transmit wage information and to
receive employee wage information for the employer.

By selecting the "l Accept™ button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

lAccept | [ IDONOT Accept

Have a guestion? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TODITTY call 1-800-325-0778.
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STEP 6: Select the | Accept button after reading the conditions defined in the User Certification
for Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the EWR Home page (see screen example below.)

Business Services Online

BSO Main Menu | BSOInformation | HKeyboard Navigation | Logout

Social Security Online

ww.socialsecurity.gov

ﬁﬁm Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms Wy-2040-3 Cnline | | Forms W-2chiv-3c Online | ‘ Upload Formatted Wage File ‘

Warning This tab is not for submitting Forms W-2({chw-3(c) created using the other tabs,

SubmitResubmit a Formatted Vaoge File

returned to you for correction. The required file format is described in these Social Security publications, orcall 1-800-772-
6270 and ask that the publications be mailed to you.

Subrmit a Special Yange Payments File

a57.

You may submit an appropriately formatted electronic file containing annualwage data or resubmit a formatted file that was

You can subrmit an electronic file that containg special wage payment data as defined in Internal Revenue Service Publication

Alerts and Mewrs for EVYWR

E-mail a Wane Reparting Expert

Inforrmacion en Espafiol

Online Tutorials & Training
WWane Reporing Handhook
S5M Yerification Handboaok
Online Reaistration Handhook
Online Tutorial

Submission Status Employer Report Status

Wiew Subrission Status
Check report status, errars, and notice information for
previously submitted wage reports (Formse Wwy-20%-3).

Wiew Wane Report Status
Check report status or view errors for reports submitted
far your company by a third party.

Resubmission Notice

a one-time 15-day extension ofthe deadline:

Acknowledge Motice and/or Request Exdension

& ‘Youwill need information from the Motice to acknowledge the notice of request an extension.

= ‘You cannot extend if (a) the file has previously been resubmitted or {b) today is more than 45 days from the date on
the Resubmission Motice

Ifyou received & Resubmission Motice, you may use the following link to acknowledge receiving the Notice and/or to request

Employer Suppor Links

Software Demonstration
EAQs - General Efmplover

Other Useful Information
®Eefore You File
» Checking S5Ms
» Uploading Formatted Files
®For Other Electronic Filers
» General Info about Wage Filing
RS Information

™ Fublication Resources

Have a question? Call 1-800-772-6270 Mon. - Fri. TAM to TP Eastern Time to speak with Employer Customer Service personnel. For TDDITTY call 1-800-325-0778.

STEP 7: Select the Upload Formatted Wage File tab. The system displays the tasks associated

with Upload Formatted Wage File.

Select the Submit/Resubmit a Formatted Wage File link. The system displays the

Before Y ou Start page.
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Social Securtty Online Electrenic Wage Reporting (EWR)

www_socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

Before You Start
Name: TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Start 2. Whats inthe File? 3. SubmitYour File 4. Confirmation

You should already have a file in EF\W2 format generated by your payroll system. Before sending it, we recommend that you take the following steps to ensure that the file is error-free and can be sent
quickly.

1. Review your file(s) for correct formatting.

We provide AccuWage and AccuW2C error-checking software for both W-2 and W-2c wage report formats. Reviewing your file with one of these software programs can prevent it from being rejected and
retumed.

What do these programs check?
Which errors are most critical to fix?

Download AccuWage Download AccuWw2C

2. Zip Your File

If you have over 500 W-2s or a slow connection, the transmission will be faster if the file is zipped (compressed)

WinZip and PKZip are examples of D comp packages.

Do not put more than one wage file (EFW2 format) into a zip file because a unique identifier will be assigned to each one.

Do not repeat the employer record for each W-2/W-2c. If your organization files on behalf of multiple employers, include no mare than 1 million RW records or 50,000 RE records per submission. If your
organization files on behalf of multiple employers. include no more than 500.000 RCW records or 25,000 RCE records per submission. Following these guidelines will help to ensure that your wage data is
processed in a timely manner.

Quit without sending

Have a question? Call 1-800-772-6270 Mon_- Fri. 7TAM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778

STEP 8: Select the Continue button after verifying that you have ensured the quality of your
submission and properly compressed your file(s). The system displays the What's in
the File? page.

To return to the EWR Home page, select the Quit without sending button.
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Social Security Online

Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

oy Upload Formatted Wage File

What's In the File?
Name® TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Start 2. What'sintheFile? 3. SubmitYourFile 4. Confirmation

Which of the following is the best description of the wage report(s) in your file?
O New W-25/\W-3s for Tax Year 2009 or previous tax year (EFW2)
O New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

) Resubmission to comact erors that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission Motice)

Please enter the following information from the Resubmission Notice:

Original receipt year (not Tax Year):
Wage File Identifier (WFID): l:l

Have you received a Reconciliation letter?

[ ves, 1am uploading this file because | received a letter saying the money amounts reported to the IRS (941) did not match the amounts reported ta SSA (W-3).

Quit without sending Backto Step 1

Have a question? Call 1-800-772-6270 Man. - Fri. 7AM to 7PW Eastern Time to speak with Emplover Customer Service personnel. For TDD/TTY call 1-800-325-0778

STEP 9: If multiple Employer Identification Numbers (EIN) are associated with the submitter

then a list box of EINs will appear. An EIN should be selected from the list box.
Otherwise proceed to Step 10.

Employer ldentification Number

Your User ID is associated with multiple Employer [dentification Numbers (EIN).

Please select a submitter EIN for this file: | UINMNRIIER

STEP 10: Select the Resubmission to correct errors that prevented SSA from processing a

previously submitted file (Select only if you received a Resubmission Notice) radio
button. The system will activate the fields below the Resubmission radio button.

Socia Security Administration Page 28



Which of the following is the best description of the wage report{s) in your file?

O MNew W-2s/W-3s for Tax Year 2009 or previous tax year (EFW2)
' New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

® Resubmission to correct errors that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission MNotice)

Flease enter the following information from the Resubmission Motice:

Original receipt year (not Tax Year): i

Wage File [dentifier (WFID):

Enlargement, above, of the radio buttons from the What’s In The File page

STEP 11: Select the original receipt year in the Original Receipt Year (not Tax Year) from the
drop-down menu. This should match the Receipt Year given on the Resubmission
Notice.

STEP 12: Enter the Wage File Identifier (WFID) in the WFID field.
STEP 13: Select the Continue button to access the Submit Y our File page.

To return to the Before Y ou Start page, select the Back to Step 1 button.
To return to the EWR Home page, select the Quit without sending button.
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Socal Seaurty Online Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

Submit Your File
Name: TESTFIRSTNAME TESTLASTNAME
Steps: 1. Before You Start 2. What's in the File? 3. Submit Your File 4. Confirmation

Select your file by using the Browse button. Then, select the Submit button to upload your file

| H Browse. ]

Selectfile

Quit without sending Previous Page

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.

STEP 14: Type the name of the file in the Select file field or select the Browse button to the
right of the field to select the file.

STEP 15: Select the Submit button to submit the file to SSA. After displaying the Please wait.
Your file upload is in progress... page, the system displays the Confirmation — Y our
File Was Received page with a pop-up window for the option of requesting a printed
copy of the confirmation. To print the Confirmation — Y our File Was Received page,
please go to Step 16.

Before submitting any file, there are two other options you may exercise:

1. To return to the EWR Home page, select the Quit without sending button.

2. Toreturn to the What’ s in the File? page, select the Previous Page button.
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STEP 16: Select the OK button in the pop-up window to print the Confirmation — Y our File Was
Received page (see screen example below).

Otherwise, select the Cancel button to close the pop-up window.

Microsoft Internet Explorer ['5_(|

g our file subrmission was successful,
x.__n/ e recommend Ehat you prink oF save
a copy of this acknowledgement. at this time,
WWhauld wau like ko print this page now?

[ ok | [ Cancel

At thistime, print the Confirmation — Your File Was Received page and check the
size of your file.

Social Security Online Electrenic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

Confirmation - Your File Was Received
Mame: TESTFIRSTNAME TESTLASTNAME
Steps: 1. Before You Start 2. What's inthe File? 3. Submit YourFile 4. Confirmation

Your submission was successful. Use your browser menu to save or print this acknowledgment of receipt for your records, as proof of your filing date, and to keep a record of the Wage File Identifier for checking the processing
status.

Receipt Date: 08/04/2009 08:37 AM Eastern Standard Time ‘Wage File Identifier (WFID): KVW887
Employer Identification Number (EIN): 000000000 ‘Your File Name: BSO - What's In the File htm
File Size: 8,168 bytes (8 Kb) Assigned File Name: 122E589CF58110BA_2010KVW88701

Check the size of your file. How?
[fitis not the same as the file size shown on your computer, there may have been a problem with transmission. Flease contact BSO Technical Assistance at 1-888-772-2970. For TDD/TTY call 1-800-325-0778.

‘What to expect:
You can check the status online at any time. However, allow 1-6 weeks for Social Security to complete the processing of your file, depending on the time of year.

Thank you for submitting your report using Business Services Online.

[___submt Anather Fie | [_EWR Home |

Have a question? Call 1-800-772-6270 Mon_- Fri. 7TAM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778

STEP 17: To submit another file, select the Submit Another File button to return to the What's
in the File? page.
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To return to the EWR Home page, select EWR Home link at the top of the page or
the EWR Home button at the bottom of the page.

If a communications disruption occurs while you are submitting a wage file, log
in again and select the View Submission Status link from the EWR Home page to
determine whether the file transfer was successful. If the submission is not

~ displayed, you will have to submit it again. Select the same submission type that
NOTE you initially selected.
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LESSON 4: SUBMIT A RECONCILIATION FILE

Follow the instructions below to submit a reconciliation file to the SSA. This option should only
be used if you have received aletter from the SSA notifying you of a discrepancy between money
amounts shown on a Form W-3 sent to the SSA and a Form 941 sent to the IRS.

STEP 1: Point your browser to the Business Services Online (BSO) Welcome to Business
Services Online page: www.social security.gov/bso/bsowel come.htm.

O P Business Services Online

www.socialsecurity.gov Home | Questions? Contact Us Search _

Online Services Availability Business Services Online BSO HELP
o S P Welcome to Business Services Online

Sunday: 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizafions and authorized individuals to conduct business with and submit confidential
information to the Sacial Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of October 2007, your Personal Access various BSO services and functions.
Identification Number (PIN) is now referred to as
your User ID. REGISTRATION - If you are a new user, select the "Register" button to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete” button. In either case, after your Registration is complete, you
Information can Request, Activate and Access services and functions.

BSO Elecironic W-2 Filing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and display
%em . the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
Mideo - software Demonsirafion Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or

Lutonal contact information
Employer Information
Suite of Services

Apply For EIN

Liavigation Log in to Business Services Online here
Online Security Policy

The Privacy Act and the Freedom of . . . .

\nformation Act New user? Register for Business Services Online here

Contact Us

Elecironic Records Express Complete Phone Registration what is this? Complete Phone Registration

Government to Government Services
Online

Informacion para el Empleador en Espafiol

News Explanation of BSO Services
Reporting Wages to the SSA
= Wage News
: %m%mn News Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly keying
C Caree heesicall e ‘W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available_ If you
e AN have received a notice requesting that you resubm\tvoqrwage file, it can be acknowledged online. Additionally, you may ask for a
R one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages

Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you fo complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form $5A-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
OCO AREP Registration@ssa.gov.
Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Atiorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TODITTY cal -800-325-0778.

Tshgov Privacy Policy | Website Policies & Other Important Information | Site Map \es Larger Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The
system displays the Log In to Online Services page.
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Social S8ty Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

¢Log In to Online Services

Online Services Availability

New User? Existing User?

. '_;:”‘”dj"’ﬁ::’: 51’:";;‘1;” & You must create an account to use this website.Once you do, Please login in below:
O SELEAEIULBNE ou will be provided a User ID to log in to our online services. .
 Sunday: 8 AM- 1130 PMET ¥ p 9 User ID: l:l

To create new account you will need to: Password: |:|

i Forgot user ID?
« Provide personal information Forgot user ID
+ Provide contact information Forgot your password?

+ Create your password and security questions
User Certification:
lunderstand that the Social Security ~
Administration (SSA) will validate the
!ﬂfurmat\cm | provide against the
Need to complete a phone/form registration? informatian in SSA's files

[ I have read & agree to these terms.

Create Log In Account

E3

Login

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions
defined in the User Certification text box on the Log In to Online Services page.
Select the Log I n button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO
Welcome link at the top or bottom of the page.
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Social Security Online Business Services Online

BSO Main Menu | BSO Information | Contac | Keyboard Navigation
<y Main Menu
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 06, 2010
Report Wages To Social Security
Manage Account Submit, download or process W-2s and W-2cs
® iew / Edit Account Infio Wiew submigsion status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions
® Disable Account
Web Service
Manage Services With your ¥Web Service User ID, wage information can be exchanged with SSA using a client application developed by your cormpany. Your Web
. Senice User ID and password will have to be included in the header of each SOAP request sent ta the EWR Web Service. The system will keep
© Sl S your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
* Request Mew Serices
® iew Pending Services The EWWR W¥Web Service includes operations to subrmit wage files (in an MMREFZ farmat), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your Web Service User ID

Manage Employer Information

* Add/Update Employer Information
* Remove Employer Information

Have & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 &.m. o 7:00 p.m. Eastern Time to speak wih Empioyer Customer
Service personnel. For TOD/TTY call 1-800-325-0778.

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

REDOI’T Waqes To Social SECUI'itV
Subrnit, download or process W-25 and WW-2cs
Yiew submission status, acknowledge resubmission notices or
Reguest resubmission extensions
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The system displays the Wage Reporting Attestation page (see screen example below.)

SocialSecuriyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

- Wage Reporting Attestation

User Certification for Electronic Wage Reporting

Tunderstand that the Social Security inistration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data andior transmit wage information and to
receive employee wage information for the employer.

By selecting the "I Accept™ button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

[ lAccept | [ IDONOT Accept

Have a question? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Employar Customer Service personnel. For TDDITTY call 1-800-325-0778.
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STEP 6: Select the | Accept button after reading the conditions defined in the User Certification
for Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.
The system displays the EWR Home page (see screen example below.)

SocialSecuriyonine  13USINESS Services Online

ww.socialsecurity.gov BSO Main Menu | BSO Information | HKeyboard Navigation | Logout
- BECy,

, @;:i’ Electronic Wage Reporting (EWR)

Reporting Wages to Social Security Atts and Mews for SR

Forms W-244-3 Online | | Farms ¥-2civ-3c Online | ‘ Upload Formatted Wage File ‘

E-mail & WWade Reporting Expert

Warning This tab is not for submitting Forms W-2{chhW-3{c) created using the other tabs

Infarmacion en Espariol
SubmittResubmit a Formatted Wade File

¥ou may submit an appropriately formatted electronic file containing annual wage data or resubmit a formatted file that was P
returned to you for carrection. The required file farmat is described in these Social Security publications, ar call 1-800-772- niine Tutofials & Training
6270 and ask thatthe publications be mailed to you. Wage Reporing Handhook

S5M Verification Handbook
Submit a Special Wange Payments File

" . . . . _— Online Registration Handbook
¥ou can submit an electronic file that containg specialwage payment data as defined in Internal Revenue Service Publication & !ne & I? el [ et
057, Online Tutorial

Software Demonstration
. FAis - General Employer

Submission Status Employer Report Status
Wiew Submission Status Wiew Wage Repor Status (11D U i i e
Check report status, errors, and notice information for Check report status or view errors for reports submitted ® Before You File
previously submitted wage reports (Forms Y- 20-3). faryour company by a third party. » Checking SSks

®Liploading Formatted Files
Resubmission Notice ®For Other Electronic Filers

®General Info about Wage Filing
Ifyou received a Resubmission Molice, you may use the following link to acknowledge receiving the Motice andforto request »IRS Information
a one-time 15-day extension of the deadline: -
> Publication Resoutces
Acknowledoe Motice and/or Request Extension

» ‘Youwill need information fram the Motice io acknowledge the notice or request an extension.

= ‘You cannot extend if {a) the file has previously heen resubmitted or {b) today is more than 45 days from the date on Bl e S
A 4 Dl oy i1}
the Resubmission Motice.

Have a guestion? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Employer Custamer Service personnel. For TDDITTY call 1-800-325-0778

STEP 7: Select the Upload Formatted Wage File tab. The system displays the tasks associated
with Upload Formatted Wage File.

Select the Submit/Resubmit a Formatted Wage File link. The system displays the
Before Y ou Start page.
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Socil Security Online Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

Before You Start
Name: TESTFIRSTNAME TESTLASTNAME
Steps: 1. Before You Start 2. Whats inthe File? 3. SubmitYour File 4. Confirmation

You should already have a file in EFVV2 format generated by your payroll system. Before sending it, we recommend that you take the following steps to ensure that the file is eror-free and can be sent
quickly.

1. Review your file(s) for correct formatting.

We provide AccuWage and AccuW2C error-checking software for both W-2 and W-2c wage report formats. Reviewing your file with one of these software programs can prevent it from being rejected and
returned.

What do these programs check?

which errors are most critical to fix?

Download AccuWage Download Accuw2C

2. Zip Your File

If you have over 500 W-2s or a slow connection, the transmission will be faster if the file is zipped (compressed)

WinZip and PKZip are examples of acceptable compression packages.

Do not put mare than one wage file (EFW2 format) inta a zip file because a unique identifier will be assigned to each one.

Do not repeat the employer record for each W-2/W-2c. If your organization files on behalf of multiple employers, include no more than 1 million RW records or 50,000 RE records per submission. If your
organization files on behalf of multiple employers, include no more than 500,000 RCW records or 25,000 RCE records per submission. Following these guidelines will help to ensure that your wage data is
processed in a timely manner.

Quit without sending

Have a question? Call 1-B00-772-6270 Mon_- Fri. 7AM to TPM Eastern Time to speak with Employer Customer Service personnel For TDD/TTY call 1-800-325-0778

STEP 8: Select the Continue button after verifying that you have ensured the quality of your
submission and properly compressed your file(s). The system displays the What's in
the File? page.

To return to the EWR Home page, select the Quit without sending button.
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Social Security Online

Electrenic Wage Reporting (EWR)

.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

What's In the File?
Name: TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Start 2. What'sinthe File? 3. SubmitYour File 4. Cenfirmation

Which of the following is the best description of the wage report(s) in your file?
@ New W-2s/\W-3s for Tax Year 2009 or previous tax year (EFW2)
O New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

O Resubmission to carrect errors that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission Notice)

Please enter the following information from the Resubmission Notice:
Original recsipt year (not Tax Year):

Wage File Identifier (WFID): l:l

Have you received a Reconciliation letter?
YES, | am uploading this file because | received a letter saying the money amounts reported to the IRS (941) did not match the amounts reported to SSA (W-3).

Quit without sending Back to Step 1

Have a question? Call 1-800-772-6270 Mon_- Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel For TDD/TTY call 1-800-325-0778

STEP 9: If multiple Employer Identification Numbers (EIN) are associated with the submitter

then a list box of EINs will appear. An EIN should be selected from the list box.
Otherwise proceed to Step 10.

Employer Identification Number
Your User ID is associated with multiple Emplayer [dentification Numbers (EIN).

Please select a submitter EIN for this file:

STEP 10: Select the appropriate type of file (New W-25/W-3s for Tax Y ear 2009 or previous tax
year (EFW2)).

STEP 11: Select the “YES, | am uploading this file because | received a letter saying the
money amounts reported to IRS (941) did not match the amounts reported to
SSA (W-3)” checkbox.

STEP 12: Select the Continue button to access the Submit Y our File page.

To return to the Before Y ou Start page, select the Back to Step 1 button.

To return to the EWR Home page, select the Quit without sending button.
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Social Securtty Online Electrenic Wage Reporting (EWR)

www_socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Formatted Wage File

Submit Your File
Name: TESTFIRSTNAME TESTLASTNAME

Steps: 1. Before You Start 2. What's in the File? 3. Submit Your File 4. Confirmation

Select your file by using the Browse button. Then. select the Submit button to upload your file.

[ | (Browse. ]

Selectfile

Qut without sending Previous Page

Have a question? Call 1-800-772-6270 Mon. - Fri. 7TAM to 7P Eastern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778.

STEP 13: Type the name of thefilein the Select file field or select the Browse button to the
right of the field to select the file.

STEP 14: Select the Submit button to submit the file to SSA. After displaying the Please wait.

Your file upload is in progress... page, the system displays the Confirmation — Y our
File Was Received page with a pop-up window for the option of requesting a printed
copy of the confirmation. To print the Confirmation — Y our File Was Received page,
please go to Step 15.

Before submitting any file, there are two other options you may exercise:

1. To return to the EWR Home page, select the Quit without sending button.

2. Toreturn to the What' s in the File? page, select the Previous Page button.
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STEP 15: Select the OK button in the pop-up window to print the Confirmation — Y our File Was
Received page (see screen example, below).

Otherwise, select the Cancel button to close the pop-up window.

Microsoft Internet Explorer [‘5_<|

g Vour file submission was successFul,
x.__fr/ e recommend Ehat you prink or save
a copy of this acknowledgement: at this time,
Wauld wau like to print this page now?

| Ok | [ Cancel

At thistime, print the Confirmation — Your File Was Received page and check the
size of your file.

© O
www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

! Upload Formatted Wage File

Confirmation - Your File Was Received
Name: TESTFIRSTNAME TESTLASTNAME
‘Steps: 1. Before You Start 2. What's inthe File? 3. Submit YourFile 4, Confirmation
Your submission was successful. Use your browser menu te save or print this acknowledament of receipt for your recerds, as proof of your filing date, and to keep a record of the Wage File Identifier for checking the processing
status

Receipt Date: 08/04/2009 08:37 AM Eastern Standard Time ‘Wage File Identifier (WFID): KV\WW887
Employer Identification Number (EIN): 000000000 Your File Name: BSO - What's In the File_htm
File Size: 8,168 bytes (8 Kb) Assigned File Name: 122E569CF5B110BA_2010KVW38701

Check the size of your file. How?
Ifitis not the same as the file size shown on your computer, there may have been a problem with transmission. Please contact BSO Technical Assistance at 1-888-772-2970. For TDD/TTY call 1-800-325-0778.

What to expect:
You can check the status online at any ime. However, allow 1-6 weeks for Social Security to complete the processing of your file, depending on the time of year.

Thank you for submitting your report using Business Services Online.

[__Submi Another Fie | [_EWR Home |

Have a question? Call 1-800-772-6270 Mon_- Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778
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STEP 16: To submit another file, select the Submit Another File button to return to the What's
in the File? page.

To return to the EWR Home page, select the EWR Home link at the top of the page
or the EWR Home button at the bottom of the page.

If a communications disruption occurs while you are submitting a wage file, log
in again and select the View Submission Status link from the EWR Home page to
determine whether the file transfer was successful. If the submission is not
displayed, you will have to submit it again. Select the same submission type that
you initially selected.
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LESSON 5: SUBMIT A SPECIAL WAGE PAYMENTSFILE

Follow the instructions below to submit a special wage payments file to the Social Security
Administration (SSA). For information on preparing Special Wage Payment data files for
electronic filing (EFW2, formerly Magnetic Media and Electronic Filing-1 [MMREF-1]), select
the link for Specifications for Filing Forms W-2 Electronically (EFW2) at
WwWWw.soci al security.gov/employer/pub.htm.

STEP 1. Point your browser to the Business Services Online (BSO) Welcome to Business
Services Online page: www.social security.gov/bso/bsowel come.htm.

Social Security Online Business Services Online
www.socialsecurity.gov Home | Questions? Contact Us Search _
Online Services Availability Business Services Online BSO HELP
Monday-Friday: 5 AW - 1 AW EST N . .
Saturday: 5 AW - 11 PM EST ¢ Welcome to Business Services Online

Sunday: & AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and authorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of October 2007, your Personal Access various BSO services and functions.
Identification Number (PIN) is now referred to as
your User ID. REGISTRATION - If you are a new user, select the "Register” bufton to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete” button. In either case, after your Registrafion is complete, you
Information can Request, Activate and Access services and functions.

. SggVE;E;‘TD:;‘éE V‘:(’Z Filing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and display
@ ﬁa;‘mm[) - the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account

o Ww Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
-ooead contact information.

+ Employer Information

+ Suite of Services Informacién para el Empleador en Espafiol

« Apply For EIN

= Navigation Log in to Business Services Online here

« Online Security Policy

.

The Privacy Act and the Freedom of R . . .
information Act New user? Register for Business Services Online here

Contact Us

Electronic Records Express Complete Phone Registration what is this? Complete Phone Registration

Government to Government Services
Online

News Explanation of BSO Services
Reporting Wages to the SSA
+ Wage News
. %’m‘%" News Allows you to send forms W-2 and W-2¢ to Social Security by uploading a specifically formatted electronic file or by directly keying
* W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you
+ Consent Based SSN Veriication have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a
T lEnba ite s one time 15-day extension to the deadline for resubmitting your wage file_

More information about Reporting Wages

Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service

More information about Verifying Social Security Numbers

Form $3A-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QOCO AREP Registration@ssa gov.
Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694

More information about the Atiorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TOD/TTY cal 1-800-325-0778.

“TSA.oov Privacy Policy | Website Policies & Other Important Information | Ste Map Weed Larger Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The
system displays the Log In to Online Services page.
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Social S8ty Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

¢Log In to Online Services

Online Services Availability

New User? Existing User?

. '_;:”‘”dj"’ﬁ::’: 51’:";;‘1;” & You must create an account to use this website.Once you do, Please login in below:
O SELEAEIULBNE ou will be provided a User ID to log in to our online services. .
 Sunday: 8 AM- 1130 PMET ¥ p 9 User ID: l:l

To create new account you will need to: Password: |:|

i Forgot user ID?
« Provide personal information Forgot user ID
+ Provide contact information Forgot your password?

+ Create your password and security questions
User Certification:
lunderstand that the Social Security ~
Administration (SSA) will validate the
!ﬂfurmat\cm | provide against the
Need to complete a phone/form registration? informatian in SSA's files

[ I have read & agree to these terms.

Create Log In Account

E3

Login

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions
defined in the User Certification text box on the Log In to Online Services page.
Select the Log I n button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO
Welcome link at the top or bottom of the page.
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SocinlSecurity Online Business Services Online

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu
JOHN PUBLIC
Welcome, JOHN PUBLIC
‘Your password expires on January 06, 2010
Report Wages To Social Security
Manage Account Submit, download or process W-2s and W-2cs
® “iew / Edit Account Info iew submission status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions
® Disable Account
Web Service
Manage Services With your ¥eb Service User ID, wage information can be exchanged with S5A using a client application developed by your company. Your Web
Senvice User 1D and password will have to be included in the header of each SOAP request sent to the EWR YWeb Service. The systermn will keep
* View/ Edit Services your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
® Request New Senices
® Yisw Pending Services The EWR ¥Webh Sewice includes operations to submit wage files (in an MMREF2 format), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your Web Service User ID.

Manage Employer Information

® Add/lpdate Employer Information
® Remave Employer Infarmation

Harve & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 am. to 7:00 p.m. Eastern Time ta speak with Employer Customer
Service personnel. For TDD/TTY call 1-800-325-0778

STEP 5: Select the Report Wages To Social Security link on the BSO Main Menu page.

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions
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The system displays the Wage Reporting Attestation page (see screen example below.)

SocialSecuriyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Infermation | Keyboard Navigation | Logout

Wage Reporting Attestation

User Certification for Electronic Wage Reporting

1understand that the Social Security Administration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data andior transmit wage information and to
receive employee wage information for the employer.

By selecting the "1 Accept™ button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

IAccept | [ IDONOT Accept

Have a guestion? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Emplover Customer Service personnel. For TODITTY call 1-800-325-0778.
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STEP 6: Select the | Accept button after reading the conditions defined in the User Certification
for Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the Electronic Wage Reporting (EWR) home page (see screen
example below.)

SocialSecuriyonine  BUSINESS Services Online

ww.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

Electronic Wage Reporting (EWR)

Reporting Wages to Social Security Atts & News for EVWR

Forms Y- 200-3 Cnline | | Forms W-2cly-3c Online | ‘ Upload Fermatted Wage File ‘

E-mail aWage Reporting Expert

Warning This tab is not for submitting Forms W-2{cy-3(c) created using the other tabs.

Informacion en Espariol
SubmitResubrmit a Forratted Wage File

You may submit an appropriately formatted electronic file containing annual wage data or resubmit a formatted file that was . . -
returned to you for correction. The required file format is described inthese Social Security publications, or call 1-800-772- Online Tuterials & Training
6270 and ask thatthe publications be mailed to you WWace Reporting Handbook

S5M Werification Handhoak
Submit 2 Special Wage Payments File

- . . . . - Online Reqistration Handbook

You can submit an electronic file that containg special wage payment data as defined in Intemal Revenue Service Publication ) )

957, Dnlire Tutarial

Software Derronstration
L. FAQS - General Ernployer

Submission Status Employer Report Status

View Subrnission Status view \Wane Report Status (LD T i

Check report status, errors, and notice information for Check report status or view errors far reports submitted ®Before You File

previously submitted wage reports (Forms W-200-3) far your cormpany by a third party » Checking SSHs

*Uploading Farmatted Files
Resubmission Notice »For Other Eleciranic Filers

® General Info about Wage Filing
Ifyou received a Resubmission Notice, you may use the following link to acknowledge receiving the Matice and/or to request

® RS Inforrnation
a one-time 15-day extension ofthe deadline:

®FPublication Resources
Acknowledoe Motice and/or Request Exdension
+ Youwill need infarmation from the Maotice to acknowledae the notice or request an extension.
+ You cannot extend if (3) the file has previously been resubmitted or ¢b) today is mare than 45 days from the date an Ernplover Supaod Links
Employer suppor LINks
the Resubmission Motice.

Have a guestion? Call 1-800-772-6270 Mon. - Fri. TAM to TPM Eastern Time o speak with Employer Customer Service personnel. For TODITTY call 1-800-325-0778.

STEP 7: Select the Upload Formatted Wage File tab. The system displays the tasks associated
with Upload Formatted Wage File.

Select the Submit a Special Wage Payments File link. The system displays the
Submit Y our Special Wage Payments File page.
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Social Securty Online Electronic Wage Reporting (EWR)

.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

? Upload Special Wage Payment File

Submit Your Special Wage Payments File
Name: TESTFIRSTNAME TESTLASTNAME

1. Review your file(s) for correct formatting.

The file format for Special Wage Payments is described in Publication 957, which is available by clicking the link below. Please ensure that the format of your file is correct so that
it will process successfully.

Reporting Back Pay and Special Wage Payments

2. Zip Your File

If you have a large file (e.g.. greater than 10MB) or & slow connection, the transmission will be faster if the file is zipped {compressed).
WinZip, PKZip, and the Windows XP file compression utility are examples of acceptable compression tools.

3. Submit Your File

Select your file by using the Browse button. Then, select the Submit button to upload your file.

Selectfile: | | (Browse...

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.

STEP 8: Typethe name of the file in the Select file field or select the Browse button to the right
of the field to select thefile.

STEP 9: Select the Submit button to submit the file to SSA. After displaying the Please wait.
Your file upload is in progress... page, the system displays the Confirmation — Y our
File Was Received page with a pop-up window for the option of requesting a printed
copy of the confirmation. To print the Confirmation — Y our File Was Received page,
please go to Step 10.

To return to the EWR Home page, select the Quit without sending button.

Select the Reporting Back Pay and Special Wage Paymentslink to view the Internal
Revenue Service (IRS) Publication 957, “Reporting Back Pay and Special Wage
Payments to the Social Security Administration”.
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If you submit a Special Wage Payment file that is not formatted correctly, you
will receive an error message stating, “ The file you submitted is not in the
appropriate file format for Special Wage Payments.” If this occurs, please go to
information on preparing Special Wage Payment data files for electronic filing
(EFW2, formerly Magnetic Media and Electronic Filing-1 [MMREF-1]) by
selecting the link for Specifications for Filing Forms W-2 Electronically (EFW2)
at www.social security.gov/empl oyer/pub.htm.

Socil Security Online Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Upload Special Wage Payment File

Special Wage Payments File Submission Confirmation
Name: TESTFIRSTNAME TESTLASTNAME

Your submission was successful. Use your browser menu to save or print this acknowledgment of receipt for your records, as proof of your filing date, and to keep a record of the Special Wage Payment Confirmation Number for
checking the processing status

Date: 02/07/2009 Confirmation Number: 122FG0EB26DDI9ED
Time: 02:11 PM Eastern Standard Time Your File Name: WBDOCVAL.bd
File Size: 1,102 bytes (1.1 Kb)

Check the size of your file. How?
Ifitis not the same as the file size shown on your computer, there may have been a problem with transmission. Please contact BSO Technical Assistance at 1-888-772-2970. For TDD/TTY call 1-800-325-0778

‘What to expect:
Please allow 24 to 48 hours to complete the processing of your file. Our business days are Monday through Friday.

Thank you for submitting your report using Business Services Online.

[__Submi Another Fie | [_EWR Home |

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778
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STEP 10: Select the OK button in the pop-up window (see screen example below) to print the
Confirmation — Y our File Was Received page.

Otherwise, select the Cancel button to close the pop-up window.

Microsoft Internet Explorer, E|
D] Wour file submission was successful,
- We recommend that you print or save

a copy of this acknowledgement at this time,
Would yaou like to print this page now?

[ o | [ Cancel

STEP 11: To submit another file, select the Submit Another File button to return to the
Submit Y our Specia Wage Payments File page.

To return to the EWR Home page, select the EWR Home link at the top of the page
or the EWR Home button at the bottom of the page.

If a communications disruption occurs while you are submitting a wage file, log
in again and select the View Submission Status link from the EWR Home page to
determine whether the file transfer was successful. If the submission is not
displayed, you will have to submit it again. Select the same submission type that
NOTE you initially selected.
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