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BSO Tutorial for Tax Year 2003

Submission Status/ Errors/
Notice Information

Contains the following lessons:

e View Current Submission Status

* View Detalled Information about Submissions

* View Resubmission Notices from SSA

* View Error Information for Previousy Submitted Data
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Lesson 1: View the Current Submission Status

Follow the instructions below to check the status of your W-2 data submissions.

If you filed using magnetic media or electronic data transmission, allow one to
six weeks for your submission information to be available.

Step 1. Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.
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Step 2. Select the Login link on the Business Services Online Welcome page.

= Login
o

fwou hire already registered, legin to use 850 serices and to maintain your BS0 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.
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The system displays the Business Services Online Login page.
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Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the
Cancdl button.)

Step 6:  Select the View Submission Status/Errors/Notice Information link.

B View Submissi Notice Inf :
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The system displays the Submission Selection page.
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Step 7. Select the Receipt Year of your origina submission from the Please Choose
Receipt Y ear drop-down menu.

Step 8:  Enter your WFID(s) for the selected Receipt Year. If you do not enter the WFID(s),

the system displays all of the WFID(s) under your Employer Identification Number
(EIN) for the selected Receipt Year. This step is optional.

If you are self-employed, and did not register using an EIN, only Internet
wage report submissions will be displayed.

Step 9:  Select an option from the Sort List By drop-down menu. The Sort Options are by
Receipt Date, WFID, Version, Submission Status, and Status Date.

Step 10: Select the Continue button. The system displays the Submission Information page.
(Otherwise, select the Cancel button to return to the BSO Home Page.)
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Step 11: Select the link in the Submission Status column of the specific submission to
display adefinition of the status. The system displays the Explanation of Processing
Status Codes pop-up window.

Social Security Administration Page 4 of 25



BSO Tutoria — Tax Year 2003 View Submission Status/Errors/Notice Information

Explanation of Processing Statas Codes

Touw have requested inbormatcon ab et the ERCEIVED submissicn processing status cods
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Step 12: The status of your submission is located at the top of the pop-up window. A list of
all status codesis also shown.

Step 13: Select the Close Browser Window button to close the pop-up window and return to
the Submission Information page.
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Lesson 2: View Submission Details

Follow the instructions below to view the detailed status of your submitted data.

If you filed using magnetic media or electronic data transmission, allow one
to six weeks for your submission information to be available.

Step 1. Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.
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Address I hktp: | e, socialsecurity, govibso/bsowelcame, htm j @GU

Step 2. Select the Login link on the Business Services Online Welcome page.

= Login
o

Fwou have already registered, legin to use B850 senvices and to maintain your B850 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

Ery meleciing s "1 Sccepd” Bulen, yeu mre cestifying el yvou
undergiend and agree to the terme of uee for Business Senpces
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=

The system displays the Business Services Online Login page.
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Step 4:  Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the
Cancd button.)

Step 6:  Select the View Submission Status/Error /Notice Infor mation link.

|

Wi curman aubinkssion shalus, meeusens i _holoss, afd e i mrashion ToF phe ik subbmiied wags dala

The system displays the Submission Selection page.
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Step 7. Select the Receipt Year of your origina submission from the Please Choose
Receipt Y ear drop-down menu.

Step 8:  Enter your WFID(s) for the selected Receipt Year. If you do not enter the WFID(s),

the system displays all of the WFID(s) under your EIN for the selected Receipt
Year. This step isoptional.

If you are self-employed, and did not register using an EIN, only Internet wage
report submissions will be displayed.

Step 9:  Select an option from the Sort List By drop-down menu. The Sort Options are by
Receipt Date, WFID, Version, Submission Status, and Status Date.

Step 10: Select the Continue button. The system displays the Submission Information page.
(Otherwise, select the Cancel button to return to the BSO Home Page.)
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View Submission Status/Errors/Notice Information
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Step 11:  Select the Details link in the Details column of the specific submission. The

system displays the Submission Details pop-up window.
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Submission Details
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| Vorsian |EE |
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Step 12: Select the Close Browser Window button to close the pop-up window and return to
the Submission Information page.
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Lesson 3: View Resubmission Notices

Follow the instructions below to view notices from SSA asking you to resubmit your data.
Refer to the Acknowl edge Resubmission Notice section for more information.

If you filed using magnetic media or electronic data transmission, allow
one to six weeks for your submission information to be available.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

43 Business Services Online Welcome Page - IE6 = FO i 1Ol =|

File Edit ‘iew Favorites Tools  Help ﬁ
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Address I hktp: | e, socialsecurity, govibso/bsowelcame, htm j @GU

Step 2. Select the Login link on the Business Services Online Welcome page.

= Login

Fwou have already registered, legin to use B850 senvices and to maintain your B850 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

Ery meleciing s "1 Sccepd” Bulen, yeu mre cestifying el yvou
undergiend and agree to the terme of uee for Business Senpces
Cirlirim Lhanl Sirdain 82 he Bypalad of @ crds pou ir BdSsrifed
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The system displays the Business Services Online Login page.
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Step 4:  Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the

Cancd button.)

Step 6: Select the View Submission Status/Error /Notice Infor mation link.

|

Wi curman aubinkssion shalus, meeusens i _holoss, afd e i mrashion ToF phe ik subbmiied wags dala

The system displays the Submission Selection page.
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Step 7:  Select the Receipt Year of your original submission from the Please Choose
Receipt Y ear drop-down menu.

Step 8:  Enter your WFID(s) for the selected Receipt Y ear. If you do not enter the WFID(s),

the system displays all of the WFID(s) under your EIN for the selected Receipt
Year. This step is optional.

If you are self-employed, and did not register using an EIN, only Internet
wage report submissions will be displayed.

Step 9:  Select an option from the Sort List By drop-down menu. The Sort Options are by
Receipt Date, WFID, Version, Submission Status, and Status Date.

Step 10: Select the Continue button. The system displays the Submission Information page.
(Otherwise, select the Cancel button to return to the BSO Home Page.)
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Step 11: Select the View link in the Resubmission Notice column of the specific submission.

The system displays the most recent Resubmission Notice.

The Resubmission Notice column may be empty if there is no resubmission
notice for the specific submission.
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Step 12: Select the Acknowledge This Notice button to acknowledge that you have received
the notice. The system displays the Acknowledge Resubmission Notice page.

The Acknowledge This Notice button will only be displayed if you have not
previously acknowledged the notice.

s, Socal SecurityOnline :
% Business Services Online
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Step 13: Enter your EIN, WFID, Version, and Receipt Y ear (exactly as they appear on the
resubmission notice you received from SSA) and indicate the appropriate filing
method.
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Step 14: Select the Acknowledge Notice button to process the acknowledgement.
(Otherwise, select the Cancel button to cancel the acknowledgement and return to
the BSO Home Page.) The system displays the Notice Acknowledgement Receipt

page.
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17D 03 (o0 5 Al Easism Time

Thenk you for aclmowiedging recaipl of your repdbmession noace
Pleass folow e insuclons prowided |0 the nodce Tor submiing your
comactad e

Py needd assisiancs, please call tha Employer Raporting Eranch at
SBO0TTIEITO bt en Mondey &vd Fndey, T 00 am 700 pm
Eactem Timea For TEUTTY call S-21-3 0% 0T TR

EX50 Moma |
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Fer TROUTTY e A0 225 87T,

Step 15: Select the BSO Home button to return to the BSO Home Page.

Social Security Administration Page 17 of 25



BSO Tutoria — Tax Year 2003 View Submission Status/Errors/Notice Information

Lesson 4: View Error Information for Previoudy Submitted Data

Follow the instructions below to browse information about errors found in your submission
data.

If you filed using magnetic media or electronic data transmission, allow
one to six weeks for your submission information to be available.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

43 Business Services Online Welcome Page - IE6 = FO i 1Ol =|

File Edit ‘iew Favorites Tools  Help ﬁ
= EBack - = v @ o | @Search [32] Favarites @Media ’53 | %v =h - Ej |§¢

Links **

81 5naglt

Address I hktp: | e, socialsecurity, govibso/bsowelcame, htm j @GU

Step 2. Select the Login link on the Business Services Online Welcome page.

= Login

Fwou have already registered, legin to use B850 senvices and to maintain your B850 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

Ery meleciing s "1 Sccepd” Bulen, yeu mre cestifying el yvou
undergiend and agree to the terme of uee for Business Senpces
Cirlirim Lhanl Sirdain 82 he Bypalad of @ crds pou ir BdSsrifed

'Ar.mleJ VO T g |

The system displays the Business Services Online Login page.
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Step 4:  Enter your PIN and password.

Step 5:  Select the L ogin button to display the BSO Home Page. The system displays the
BSO Home Page. (To return to the Business Services Online Welcome page, select

the Cancel button.)

Step 6: Select the View Submission Status/Error /Notice Infor mation link.

|

Wi curman aubinkssion shalus, meeusens i _holoss, afd e i mrashion ToF phe ik subbmiied wags dala

The system displays the Submission Selection page.
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Step 7:  Select the Receipt Year of your original submission from the Please Choose
Receipt Y ear drop-down menu.

Step 8:  Enter your WFID(s) for the selected Receipt Y ear. If you do not enter the WFID(s),

the system displays all of the WFID(s) under your EIN or SSN for the selected
Receipt Year. This step is optional.

If you are self-employed, and did not register using an EIN, only Internet
wage report submissions will be displayed.

Step 9:  Select an option from the Sort List By drop-down menu. The Sort Options are by
Receipt Date, WFID, Version, Submission Status, and Status Date.

Step 10: Select the Continue button. The system displays the Submission Information page.
(Otherwise, select the Cancel button to return to the BSO Home Page.)
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The View Errors column will not include any links if there are no errors
related to the specific submission.

Step 11:  Select either the By Error Description or By Report Number link in the View
Errors column of the specific submission to display any errors associated with the
submission. Refer to Step 12 if you select the By Error Description link. Refer to
Step 15 if you select the By Report Number link.
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Step 12: Select the By Error Description link in the View Errors column of the specific
submission you wish to view. The system displays the All Errors by Error
Description page.

— Sexal ?m:dw[.kh . 3
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Step 13: Select the Details link in the row of the error description you wish to view. The
system displays the Detailed Information for Error page.

Social Security Administration Page 22 of 25



BSO Tutoria — Tax Year 2003 View Submission Status/Errors/Notice Information

%" Business Services Onling
Socm Seciirety 1 dhinann Sacrican dakne (D501
B0 vl 820 R Lok | Conlast S8 | tapiad Wae gabin | Lt

Detailed Information for Effar

imvaiid Employment Sode in
Repart Numiser G000000M0E

Emror Information Por Submrtber EIM- 00 52000400
Recedpd Vear 2001, 'WFID: 400957, Verskon: 0, Rieport Numbsr: DO00000000

TP U fuat bavan 61 mery S0 Ao Fung Bsptidn i jee o ms 0 g8 0 prnd e s ©8 §aal oo

Empiloper Hame: &CRE ASSOC1ATES

Tax Yaar 20T
xmhrﬂﬂ' GOOTEEGg el B s
Emglaymme Reporbed W2 Ciounk: OO
Typa iriveh i Vb Reporied Procedsed W2 Conint 1
Tax Jurisdictisn
Coda Ciorrmatic Form W2
Errar Dedsriglian
The Ermplovmen] Code on e Empinysd Becord contansd an myel dwalos | e repor wenl 35
COMPLETE , the Ernpbowtrign] Conde wises Chamged 10 “FFHor Fagiiar

koG
Sl BN AT | | Rt e Subimissios fomanon
Fags
4 o by Bt Dwrecipion | Wigwr ol ereors by omor descnipaon
i Eriin by Faipiet Mas Lais |

Wigw o8 SR [h PECadT NfnDeal

s p quasana? Cull 100 FETERN io apanh erh Empleye Custione Sanes prizasas

Foi TODOTTY cof #-B00.J250774.

Step 14: Select the Submission I nformation button to return to the Submission Information
page.

Step 15: Select the By Report Number link in the View Errors column of the specific
submission to display any errors associated with the submission. The system
displaysthe All Errors by Report Number page.
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Step 16: Select the Details link in the row of the report number you wish to view. The
system displays the Detailed Information for Error page.
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Step 17: Select the All Errors by Error Description button to access the All Errors by
Error Description page. Select the All Errors by Report Number to access the All

Errors by Report Number page. (Otherwise, select the Submission Information
button to return to the Submission Information page.)
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