Business Services Online (BSO) Tutorial for Tax Year 2008 (TY08)
View Submission Status, Errors, and Notice Information
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BSO Tutorial for Tax Year 2008

View Submission Status, Errors, and Notice Information

Contains the following lessons:

· View Current Submission Status
· View Submission Details
· View Report-Level Information for a Submission
· View Resubmission Notices
· View Error Information for Previously Submitted Data
Lesson 1: View Current Submission Status

The View Submission Status, Errors, and Notice Information link should be used by the individual who submitted the file. If you would like to view report level information that was submitted on your behalf by a third party, use the View Employer Report Status, Errors, and Notice Information link. See the View Employer Report Status/Errors/Notice Information section for more information.

Step 1:
Point your browser to the Business Services Online (BSO) Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.
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Business Services Online
Welcome to Business Services Online

Business Senvices Online (BSO) enables organizations and atthorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to s this website. Registered users may Request, Activate and
Access various BSO services and functions

Effective as of October 2007, your Personal
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

Information complete, you can Request, Activate and Access services and functions.

Log in to Business Services Online here

Complete Phone Registration

Online Security Policy

The Privacy Act and the Freedom of
Information Act

Contact Us
« Electronic Records Express

« Goverment to Government Services
Online

. wm LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and

o %ﬂ”“’m”g o display the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
. w Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
o Likiel contact information

o Employer Information

« Sufte of Senvices Informacién para el Empleador en Espatiol

« Apply For EIN

« Navigation

New user? Register for Business Services Online here

Complete Phone Registration what s this?

News Explanation of BSO Services

Reporting Wages to the SSA
Wage News
Electronic Records Express News

e e e s Allows you to send forms W-2 and W-2c 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 have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionall, you may ask
for a one time 15-day extension to the deadline for resubmitting your wage file

Consent Based SSN Verification
Form SSA-1694 News

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 $SA-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorey 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 Aftorney Fee Service

Have a question? Call1-800-772-6270 to speak wih Empioyer Customer Service personnel.
For TODITTY call1-800-325-0772.

Privacy Polcy | Iiebsie Poicies & Ofher imporlant informatin | 2 iag
Last reviewed or modified Wednesday Nov 21, 2007

“TsA.gov. liees Larger Text?




Step 2:
Select the Log In button on the BSO Welcome page. The system displays the Log In to BSO page.
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regisiration? « | understand that SSA may prevent me from using these services if
SSA determines or suspects there has been misuse of the
services

« 1am aware that any person who knowingly and wilingly makes any
representation to falsely obtain information from Sacial Security
records and/or intends to deceive the Social Security
Administration as to the true identity of an individual could be
punished by a fine or imprisonment, or both

+ 1am authorized to do business under this User ID.
By checking the box below you certify that you have

read, understand and agree to the user centification of
Business Services Online.

01 Accept

Have a question? Call 1-800-772-6270 londay through
Friday, 7:00 a.m. {0 7:00 p.m. Eastern Tme to speak wih Employer Customer
‘Service personnel For TOD/TTY call1-800-325-0778.





Step 3:
Enter your User ID and password.
Step 4:
Select the “I Accept” check box after reading the conditions defined on the Log In to BSO page. Select the Login button. The system displays the BSO Main Menu page (To return to the Business Services Online Welcome page, select the Cancel button.).
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‘Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant
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Update your user registration or employer information, or Remove employer information
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Step 5:
Select the Report Wages to Social Security link.
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The system displays the Report Wages to Social Security menu page.
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Step 6:
Select the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status link. The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status menu page.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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View File / Wage Report Status without Name/SSN Errors
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Enter Form W-2
Create, print, and subrit your Forms W-2 and Form -3 for Tax Year 2006, Twenty (20) reports can be entered at
one tire.

Resume Unsubmitted W-2s
Continue processing your unsubrritted W-2s

Download Submitted W-2s

Download a printable version of your subrritted Forms W-2 and Form W-3. This printable version can be saved to
your PC. (This feature is only available for Forms W-2 and Form W-3 created with -2 Online within 30 days of the
date of subrission).

Create Forms W-2c¢ Online

Enter Forms W-2¢
Create, print, and subrit your Forms W-2c and Form W-3c for previously subritted and processed Tax Year 2006
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Step 7:
Select the View File/Wage Report Status [with or without] Name/SSN Errors link.
              (To return to the BSO Main Menu page, select the BSO Main Menu button.)
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NOTE

If you did not elect to View File/Wage Report with or without Name/SSN Errors when you selected your roles in the Request Access to BSO process, the link may appear as View Submission Status Information. If that is the case, selection of the View Submission Status Information link results in display of the Query Attestation page, as shown in Step 9 below, for you to then proceed with Step 10.

The system displays the View File/Wage Report Status [with or without] Name/SSN Errors menu page.
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Step 8:
Select the View Submission Status, Errors, and Notice Information link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)


The system displays the Query Attestation page.
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Step 9:
Select the I Accept button after reading the conditions defined in the Query Attestation page. The system displays the Submission Selection page.

(To return to the BSO Main Menu page, select the I DO NOT Accept button.)
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Step 10: Select the Receipt Year of your original submission from the Please Choose a Receipt Year drop-down menu.
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NOTE


If you submitted your file after 12/14/07, select 2008.

Step 11: If multiple Employee 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 13.
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Step 12: Enter your Wage File Identifier(s) (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 is optional.
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NOTE


If you are self-employed, and did not register using an EIN, only Internet wage report submissions will be displayed.
Step 13: 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 14: Select the Continue button. The system displays the Submission Information page (Otherwise, select the Cancel button to return to the BSO Main Menu page.).
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Step 15: Select the link in the Submission Status column of the specific submission to display a definition of the status. The system displays the Explanation of Processing Status Codes pop-up window.
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NOTE


The status of your submission is located at the top of the pop-up window.

Step 16: Select the Close Browser Window button to close the pop-up window and return to the Submission Information page.
Lesson 2: View Submission Details

Follow the instructions below to view the detailed status of your submitted data.
Step 1:
Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.
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Step 2:
Select the Log In button on the BSO Welcome page. The system displays the Log In to BSO page.
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Step 3:
Enter your User ID and password.
Step 4:
Select the “I Accept” check box after reading the conditions defined on the Log In to BSO page. Select the Login button. The system displays the BSO Main Menu page. (To return to the Business Services Online Welcome page, select the Cancel button.)
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Step 5:
Select the Report Wages to Social Security link.
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The system displays the Report Wages to Social Security menu page.
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Step 6:
Select the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status link. The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status menu page.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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View report status, errors, and notice information for previously subrmitted W-2s

Create Form W-2 Online

Enter Form W-2
Create, print, and subrit your Forms W-2 and Form -3 for Tax Year 2006, Twenty (20) reports can be entered at
one tire.

Resume Unsubmitted W-2s
Continue processing your unsubrritted W-2s

Download Submitted W-2s

Download a printable version of your subrritted Forms W-2 and Form W-3. This printable version can be saved to
your PC. (This feature is only available for Forms W-2 and Form W-3 created with -2 Online within 30 days of the
date of subrission).

Create Forms W-2c¢ Online

Enter Forms W-2¢
Create, print, and subrit your Forms W-2c and Form W-3c for previously subritted and processed Tax Year 2006
W-25. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubrritted W-2cs

Download Submitted W-2¢

Download a printable version of your subrritted Forms W-2c and Form W-3c. This printable version can be saved to
your PC. (This feature is only available for Forms W-2c and Form W-3c created with W-2c Online within 30 days of
the date of subrmissior).

BS0 Main Menu

Have & auestion? Call1-600-T72-6270 Monday through
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BSO Main Menu | BSO Information | Contact Us | Keyboard Navigi





Step 7:
Select the View File / Wage Report Status [with or without] Name/SSN Errors link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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NOTE

If you did not elect to View File/Wage Report with or without Name/SSN Errors when you selected your roles in the Request Access to BSO process, the link may appear as View Submission Status Information. If that is the case, selection of the View Submission Status Information link results in display of the Query Attestation page, as shown in Step below, for you to then proceed with Step 10.

The system displays the View File/Wage Report Status menu page.
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Step 8:
Select the View Submission Status, Errors, and Notice Information link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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The system displays the Query Attestation page.
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Step 9:
Select the I Accept button after reading the conditions defined in the Query Attestation page. The system displays the Submission Selection page.

(To return to the BSO Main Menu page, select the I DO NOT Accept button.)
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‘The Receipt Year s the year that the Social Security Administration began processing your original submission. For Resubmissions,
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Note: If you recently filed using efectronic data transrmission, allow one 1o six weeks for your submission information to be
available. If you are self-empioyed, only Intemet submissions wil be displeyed unless you specify one o more WFIDs
Subimission information is not displayed for paper subrmissions

Enter WFIDs,

WFID 1
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NOTE
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Step 10: Select the Receipt Year of your original submission from the Please Choose a Receipt Year drop-down menu.

[image: image91.emf] 

NOTE


If you submitted your file after 12/14/07, select 2008.

Step 11: If multiple Employee 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 13.
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Step 12: If you do not enter the WFID, the system displays all of the WFID(s) submitted under               your EIN for the selected Receipt Year. This step is optional.
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NOTE


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

Step 13: 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 14: Select the Continue button. The system displays the Submission Information page.                   (Otherwise, select the Cancel button to return to the BSO Main Menu page.)
[image: image28.png]i’ﬂ Social SecurityOnline
-ii- Business Services Online

Social Security’s Business Services Online (BSO)

B50 Main Menu |BSO Information | Contact Us | Keyboard Navigation | Logout

BSO Hel,

Return to Submizsion Selection

Submission Information

‘Submission Information for EIN:

1-2132134, Receipt Year:

009

Selectthe View Notice link n the Resubrmission Notice calumn to view your resubmission nofice.
Selectthe links in the View Exrors column to view your error infarmation.
Selectthe Visw Reports link in the Reports column to view the status of your report(s).

Selectthe results displayed in the Submission Status calumn for an explanation of subrmission status cades.

Ifyou used amethod other than the Intemet to file your submission, allow sixwesks for tto be displayed here.
Ifyou have used the Intemetto resubimit a file, allow 30 days for itto be displayed here.

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records

* Note: The Resubrmission Notice, View Errors, and Reports columns will be blank If they do not apply to the submission.

Receipt Date

Page 1 of 1

“This page displays submission recards 1 through 2 of the 2 total subrmissions.
WHD Version

Submission Status Date
Status
0871412008 Kvg486 o0 RECEIVED 0871412008
0810512008 k8482 o0 RECEIVED 080512008
This page displays submission records 1 though 2 ofthe 2 total subrmissions,
Page 1 of1
Back to Top

Have a question? Call 1800772.6270 to speak with Employer Custormer Senice personnel.
For TODATTY call 1.800-325.0778,

B50 Main Menu |BSO Information | Contact Us | Keyboard Navigation | Logout

Submission
Details

Details

Details




Step 15: Select the Details link in the Submission Details column of the specific submission. The system displays the Submission Details pop-up window.
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Step 16: Select the Close Browser Window button to close the pop-up window and return to the Submission Information page.

Lesson 3: View Report-Level Information for a Submission

This option is available only to users who selected the View File/Wage Report Status, Error, and Error Notices with or without Name/SSN Errors role.  Follow the instructions below to view the report-level information for your submitted data. 

Step 1:
Point your browser to the Business Services Online Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.
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Step 2:
Select the Log In button on the Business Services Online Welcome page. The system displays the Log In to BSO page.
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Step 3:
Enter your User ID and password.
Step 4:
Select the “I Accept” check box after reading the conditions defined on the Log In to BSO page. Select the Login button. The system displays the BSO Main Menu page. (To return to the Business Services Online Welcome page, select the Cancel button.)
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Step 5:
Select the Report Wages to Social Security link.
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The system displays the Report Wages to Social Security menu page.
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Step 6:
Select the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status link.


(To return to the BSO Main Menu page, select the BSO Main Menu button.)

The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status menu page.
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Step 7:
Select the View File / Wage Report Status [with or without] Name/SSN Errors link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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The system displays the View File / Wage Report Status menu page.
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Step 8:
Select the View Submission Status, Errors, and Notice Information link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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The system displays the Query Attestation page.
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Step 9:
Select the I Accept button after reading the conditions defined in the Query Attestation page. The system displays the Submission Selection page.

(To return to the BSO Main Menu page, select the I DO NOT Accept button.)
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Step 10: Select the Receipt Year of your original submission from the Please Choose a Receipt Year drop-down menu.
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NOTE


If you submitted your file after 12/14/07, select 2008.


Step 11: If multiple Employee 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 13.
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Step 12: 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 is optional.
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NOTE


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

Step 13: 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 14: Select the Continue button. The system displays the Submission Information page. (Otherwise, select the Cancel button to return to the BSO Main Menu page.)
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Step 15: Select the View Reports link in the Reports column of the specific submission. The system displays the Submission Report Level Information page.
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Submission Report Level Information

Reportinformation for Submitter EIN: 00-9999999

Receipt Year: 2006, WFID: 601102 , Versiol

Submission Status Date: 03/13/2006, Submission Type:REGULAR

IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before
resubmitting. When you resubmit a file, include any reports that show COMPLETE status also, but make no

changes in the COMPLETE reports. A COMPLETE report will be processed again if it contains changes. This can

cause serious tax consecuences for employees and the employer. Corrections after a report is COMPLETE can

only be made by filing a W-2¢ report

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records

This page displays reports 1 through 1 of the 1 total reports

Page 1 of 1

Report | Report EIN Reported Money Totals as Reported From W-3 Report
Number W-2 (Processed totals may be different) Status
Count
SS Wages(Box 3): $9,999,999,999 999.99
Medicare(Box 5). $6,000.00
Fed Taxable(Box 1): $28,000.00
1 00- 9999999 0000002 Fad Tax(Box 2). $1.200.00 RETURN
Adv EIC(Box 9): $200.00
This page displays reports 1 through 1 of the 1 total reports.
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Step 16: Select the Submission Information button to return to the Submission Information page.

Lesson 4: View Resubmission Notices

This option is available only to users who selected the View File/Wage Report Status, Error, and Error Notices with or without Name / SSN Errors role. Follow the instructions below to view notices from SSA asking you to resubmit your data. Refer to the Acknowledge Resubmission Notice section for more information.

Step 1:
Point your browser to the Business Services Online Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.
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Business Services Online
Welcome to Business Services Online

Business Senvices Online (BSO) enables organizations and atthorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to s this website. Registered users may Request, Activate and
Access various BSO services and functions

Effective as of October 2007, your Personal
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

Information complete, you can Request, Activate and Access services and functions.

Log in to Business Services Online here

Complete Phone Registration

Online Security Policy

The Privacy Act and the Freedom of
Information Act

Contact Us
« Electronic Records Express

« Goverment to Government Services
Online

. wm LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and

o %ﬂ”“’m”g o display the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
. w Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
o Likiel contact information

o Employer Information

« Sufte of Senvices Informacién para el Empleador en Espatiol

« Apply For EIN

« Navigation

New user? Register for Business Services Online here

Complete Phone Registration what s this?

News Explanation of BSO Services

Reporting Wages to the SSA
Wage News
Electronic Records Express News

e e e s Allows you to send forms W-2 and W-2c 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 have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionall, you may ask
for a one time 15-day extension to the deadline for resubmitting your wage file

Consent Based SSN Verification
Form SSA-1694 News

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 $SA-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorey 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 Aftorney Fee Service

Have a question? Call1-800-772-6270 to speak wih Empioyer Customer Service personnel.
For TODITTY call1-800-325-0772.

Privacy Polcy | Iiebsie Poicies & Ofher imporlant informatin | 2 iag
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Step 2:
Select the Log In button on the Business Services Online Welcome page. The system displays the Log In to BSO page.
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| understand that the Social Security Administration (SSA) will validate
the information | provide against the information in SSA's files.
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Personal Identification Number (PIN)

i fe d e User ID.
L how referred 10 8s your teel « lunderstand that | may be subject to penalties if | submit fraudulent

information. | agree that | am responsible for all actions taken with

my User ID.
Need to complete your phone
regisiration? « | understand that SSA may prevent me from using these services if
SSA determines or suspects there has been misuse of the
services

« 1am aware that any person who knowingly and wilingly makes any
representation to falsely obtain information from Sacial Security
records and/or intends to deceive the Social Security
Administration as to the true identity of an individual could be
punished by a fine or imprisonment, or both

+ 1am authorized to do business under this User ID.
By checking the box below you certify that you have

read, understand and agree to the user centification of
Business Services Online.

01 Accept

Have a question? Call 1-800-772-6270 londay through
Friday, 7:00 a.m. {0 7:00 p.m. Eastern Tme to speak wih Employer Customer
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Step 3:
Enter your User ID and password.

Step 4:
Select the “I Accept” check box after reading the conditions defined on the Log In to BSO page. Select the Login button. The system displays the BSO Main Menu page. (To return to the Business Services Online Welcome page, select the Cancel button.)
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Maintenance”. From the Account

Maintenance page, select "Request ~ §ocial Security Numbers Verification Service
Eeeesiblitnfenicad Request online SSN verification. or
‘Submit files for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer Information
‘Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant
representation

Account Maintenance
Request, activate or remove access to senices
Re-request activation code for senices
Change your password
Update your user registration or employer information, or Remove employer information
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Step 5:
Select the Report Wages to Social Security link.
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The system displays the Report Wages to Social Security menu page.
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Step 6:
Select the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status link.


(To return to the BSO Main Menu page, select the BSO Main Menu button.)

The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status menu page.
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LOGOUT | HELP

Online Services Availability

o Monday-Frisay:5 a1 avest  Submit a W-2 Wage File

« Seturdey: 5AM- 11 PMEST Send an electronic file that contains annual wage data in the EFW2 format. You may subrit a new EFW2

& Gt S e subrmission, an EFW2C submission to cortect previous reports, or, if a Resubrmission Notice has been received,
resubmit a file that has been retumed because Social Security was unable to process the file successfully. (Note:

This link should not be used to subrrit wage reports created using W-2 Online or W-2c Online.

View File / Wage Report Status without Name/SSN Errors

View report status, errors, and notice information for previously subrmitted W-2s

Create Form W-2 Online

Enter Form W-2
Create, print, and subrit your Forms W-2 and Form -3 for Tax Year 2006, Twenty (20) reports can be entered at
one tire.

Resume Unsubmitted W-2s
Continue processing your unsubrritted W-2s

Download Submitted W-2s

Download a printable version of your subrritted Forms W-2 and Form W-3. This printable version can be saved to
your PC. (This feature is only available for Forms W-2 and Form W-3 created with -2 Online within 30 days of the
date of subrission).

Create Forms W-2c¢ Online

Enter Forms W-2¢
Create, print, and subrit your Forms W-2c and Form W-3c for previously subritted and processed Tax Year 2006
W-25. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubrritted W-2cs

Download Submitted W-2¢

Download a printable version of your subrritted Forms W-2c and Form W-3c. This printable version can be saved to
your PC. (This feature is only available for Forms W-2c and Form W-3c created with W-2c Online within 30 days of
the date of subrmissior).
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Step 7:
Select the View File / Wage Report Status [with or without] Name/SSN Errors link.


(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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The system displays the View File / Wage Report Status menu page.
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Step 8:
Select the View Submission Status, Errors, and Notice Information link.


(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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The system displays the Query Attestation page.
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Services Online.
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Step 9:
Select the I Accept button after reading the conditions defined in the Query Attestation page. The system displays the Submission Selection page.

(To return to the BSO Main Menu page, select the I DO NOT Accept button.)
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Submission Selection

Receipt Year

‘The Receipt Year s the year that the Social Security Administration began processing your original submission. For Resubmissions,
the Receipt Year is identified on your original Resubrnission Notice.

Please Choose a Receipt Year
(For Suimissions Afer 1214107 Choose 2008): | 2008 ¥

WFID Option

You may specify up to five Wage File Identifisrs (WFIDs) for the selected Receipt Year. Ifyou do not specify one of more WFIDs, all
WFIDs for the Receipt Year will be displayed.

Note: If you recently filed using efectronic data transrmission, allow one 1o six weeks for your submission information to be
available. If you are self-empioyed, only Intemet submissions wil be displeyed unless you specify one o more WFIDs
Subimission information is not displayed for paper subrmissions

Enter WFIDs,

WFID 1
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NOTE
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Step 10: Select the Receipt Year of your original submission from the Please Choose Receipt Year drop-down menu.
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NOTE


If you submitted your file after 12/14/07, select 2008.

Step 11: If multiple Employee 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 13.
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Step 12: 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 is optional.
[image: image98.emf] 

NOTE


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

Step 13: 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 14: Select the Continue button. The system displays the Submission Information page. (Otherwise, select the Cancel button to return to the BSO Main Menu page.)
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Submission Information for Ell

°
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Submission Information

0-9999999  Receipt Year: 2006

Select the results displayed in the Submission Status column for an explanation of submission status codes
Select the View Netice link in the Resubmission Notice colurmn to view your resubrmission notice.

Select the links in the View Errors column to view your ertor information

Select the View Reports link in the Reports column to view the status of your report(s)
If you used a method other than the Intemet to file your submission, allow six weeks for it to be displayed here.
If you have used the Intemet to resubmit a file, allow 30 days for it to be displayed here

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records

* Note: The Resubrmission Netice, View Errors, and Reports columns will be blenk If they do not apply to the submission.

Page 1 of 1

This page displays submission records 1 thiough 8 of the 3 total subrmissions,

Receipt Date WFID Version Status Date | “Resubmi “View Errors Submission |*Reports
Notice Details

By Error Description View

03/10106 601102 01| RETURN |03/132006 | view Notice |0 " PIER T Details o SR
View

03106 601101 01| COMPLETE |03/1172008 Detalls | oM
031106 601100 01| COMPLETE |03/11/2006 Details | VW

Reports
031006 601099 01| RECEMED |03/1172008 Details | VW

Reports
By Error Description View

o1/1916 BOOEGH| 01| RETURN (011222008 | view Notice | o BEERIET | petats | oM
By Error Description View

ot/1916 800813 01| RETURN (017222008 | View Notice | o BEETRIEN | patais | 1o
By Error Description View

o1/1916 G00812| 01| RETURN (017222008 | view Notics | S BERRIER | petais | oW
By Error Description View

o1/1916 B00B11| 01| RETURN (01222008 | View Notice | S BEETRIEN | petais | oW
By Error Description View

o1/19106 BO0EO| 01| RETURN (011222008 | view Notice |3 o BEERIET | et | non

This page displays submission records 1 through 9 of the 9 total submissions.
Page 1 of 1
Back to Top

Have a question? Call 1.800772.6270 to speak with Employer Custorer Senice personnel
For TODATTY call 1.800-325.0778.
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Step 15: Select the View Notice link in the Resubmission Notice column of the specific submission. The system displays the most recent Resubmission Notice.
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Resubmission Notice

TIP: Use your browser menu Save As or Print feature if you wish to save or pint this page for your records

Date: March 14,2006 EIN: 00-9999999
Slot: 400039 WFID: 601102 - 01
Receipt Year: 2005 Notice ID: "D00000B499°

NO-NAME COMPANY
1 NO-NAME STREET
ANYTOWN, ST 99999

We found errors in your Form W-2 file that we cannot correct. Log into view your error information at
http:tfuw socialsecurity. gowbsa/bsowelcome. htm With your active PIN and password

If you have registered and have not received your password, call 1-800-772-6270 for information
about your errors. If you do not have an active PIN and password, see the Registration section
below for additional information

|WHAT YOU NEED TO DO

STEP 1
VERIFY receipt of your notice within two weeks of the date of this nofice on SSA's Business
Sevices Online (BSO) Web Site at htp:/immw sociaisecurty gov/bsa/bsonsicome. htm. After logging on to
this site, select Acknowledge Resubrission Nofice on the BSO Home Page. Enter the EIN, WFID
|(Wage File Identifier) and receipt year as they appear on this nofice and choose the appropriate
statement. Select Continue

STEP 2
VIEW your errors on SSA's BSO Web site at kit /fwm.sociaisscurty.gov/bsa/bsoweloome. him. Log o to
the BSO Home Page and select View Status /Notice / Error Information. Enter the receipt year and
the first six characters of the WFID noted above. Select Continue. In the View Critical Erors
column, select By Error Description to view error information organized by error type OR select By
Report Nurber to view error information organized by report number. Use the underlined links
within the error display to navigate among various views of the data

STEP 3

CORRECT your file using your back-up copy of the file you originally set us. Check the Magnetic
Media Reporting and Electronic Filing (MMREF-1) reporting specifications and make any
necessary changes. f you need help correcting your file, call us toll free at 1-800-772-6270. f you
need a copy of the MMREF-1 publication, visit our Web site at

http:ffuww socialsecurity. gowlernployer/pub. htm.

STEP 4
RETURN your corrected file to Social Security within 45 days. You must keep a back-p copy of the
corrected file for your records. We will not retum your file since you elected to receive electronic
notification of efrors. Label your Form W-2 media with your EIN and WFID when resubrniting on
diskette, tape or cartridge

POSSIBLE PENALTIES
The Internal Revenue Service (IRS) may assess penalties for files that are not filed on time or not
according to our requirements. Paper and magnetic media filers must file correctly before March 1
of each year. Electroric filers must file correctly before April 1. The amourt of the penalty depends
on the date a correct report is filed

o §15 per W2 for correct filing after March 1 for paper and magnetic media, and ater April 1 for electronic
subrmissions

o §30 per W2 for correct filing after the timefrarmes above but before August 1

« 8§50 per W2 for correct fiing on or after August 1, of no report filed.

|Since the file must be both on time and correct, the IRS may charge penalties for incorrect filing
aven if we receive the wage reports before the due date. We give you two attermpts to correct afile
before advising the IRS that the fle is late

A penalty may also apply if you do not return your file within 45 days
\WAGE REPORTING SERVICES ON THE INTERNET

« EMPLOYER REPORTING INSTRUCTIONS AND INFORMATION
SSA provides emplayers with access to many resources at hiip:w socialsecurity govierployer, including
forms, publications, Frequently Asked Questions (FAQs), contact information, news and much more,

« ACCUWAGE
AccuWagefAccUW2C is free software from SSA that allows you to check your W-2 (Wage and Tax Staterment)
and W-2C (W-2 Carrection) fles for over 200 diferent errors before you send them to SSA. You can download
AccuWage and AccuW2C from the Intemet at Attp://wsw socialsecurty gowernpioyerfaccunage.

|+ VERIFYING SOCIAL SECURITY NUMBERS
Social Security offers a free senice that allows you to verify your employees’ Social Securty Numbers (SSNs).
For more information please visit our Wb site at http:/fwww. sociaisecurity goviermployen/ssnv. htm.

« REGISTRATION
Registration is required to use BSO. You may register online at
it sociaisecurity. gowlbso/bsowsicorie. htm or by phone at 1-800-772-6270,
You must change your password at least once every 365 days. If your password has expired, you must re-
register.

IF YOU HAVE QUESTIONS

If you have questions concerning this e-mail, you may call us tollfree at 1-800-772-6270 between
7:00 a.m. and 7:00 p.m. Eastern Time, Monday through Friday or send an e-mail to
employerinfo@ssa.gov.

E-mail transmissions are not secure and SSA does not send personal or sensitive information over
email. You should not send personal or sensitive information in your e-meil commurications with
SSA

Ifthe company narme andfor mailing address shown on this notice are incorrect, review the address
information and EIN on the Code RA-Submitter Record of your Form W-2 MMREF-1 file prior to
resubmitting the file

W, Burnell Hurt
Associate Commissioner,
Office of Central Operations

| options

| Acknowledge that you received this notice.
| This is not necessary if you have already
acknowledged receipt of the notice either
online or by phone.

Acknowledge This Notice

Subi Inf ti
SR RN Return to the Submission Information Page

Have a question? Call 1800772:6270 to speak with Employer Customer Senice personnel
For TODATTY call 1.800-325.0778.

BSO Home | BSO Information Links | Contact 5S4 | Keyboard Navigation | Logout
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Resubmission Notice

TIP: Use your browser menu Save As or Print feature if you wish to save or pint this page for your records

Date: March 14,2006 EIN: 00-9999999
Slot: 400039 WFID: 601102 - 01
Receipt Year: 2005 Notice ID: "D00000B499°

NO-NAME COMPANY
1 NO-NAME STREET
ANYTOWN, ST 99999

We found errors in your Form W-2 file that we cannot correct. Log into view your error information at
http:tfuw socialsecurity. gowbsa/bsowelcome. htm With your active PIN and password

If you have registered and have not received your password, call 1-800-772-6270 for information
about your errors. If you do not have an active PIN and password, see the Registration section
below for additional information

|WHAT YOU NEED TO DO

STEP 1
VERIFY receipt of your notice within two weeks of the date of this nofice on SSA's Business
Sevices Online (BSO) Web Site at htp:/immw sociaisecurty gov/bsa/bsonsicome. htm. After logging on to
this site, select Acknowledge Resubrission Nofice on the BSO Home Page. Enter the EIN, WFID
|(Wage File Identifier) and receipt year as they appear on this nofice and choose the appropriate
statement. Select Continue

STEP 2
VIEW your errors on SSA's BSO Web site at kit /fwm.sociaisscurty.gov/bsa/bsoweloome. him. Log o to
the BSO Home Page and select View Status /Notice / Error Information. Enter the receipt year and
the first six characters of the WFID noted above. Select Continue. In the View Critical Erors
column, select By Error Description to view error information organized by error type OR select By
Report Nurber to view error information organized by report number. Use the underlined links
within the error display to navigate among various views of the data

STEP 3

CORRECT your file using your back-up copy of the file you originally set us. Check the Magnetic
Media Reporting and Electronic Filing (MMREF-1) reporting specifications and make any
necessary changes. f you need help correcting your file, call us toll free at 1-800-772-6270. f you
need a copy of the MMREF-1 publication, visit our Web site at

http:ffuww socialsecurity. gowlernployer/pub. htm.

STEP 4
RETURN your corrected file to Social Security within 45 days. You must keep a back-p copy of the
corrected file for your records. We will not retum your file since you elected to receive electronic
notification of efrors. Label your Form W-2 media with your EIN and WFID when resubrniting on
diskette, tape or cartridge

POSSIBLE PENALTIES
The Internal Revenue Service (IRS) may assess penalties for files that are not filed on time or not
according to our requirements. Paper and magnetic media filers must file correctly before March 1
of each year. Electroric filers must file correctly before April 1. The amourt of the penalty depends
on the date a correct report is filed

o §15 per W2 for correct filing after March 1 for paper and magnetic media, and ater April 1 for electronic
subrmissions

o §30 per W2 for correct filing after the timefrarmes above but before August 1

« 8§50 per W2 for correct fiing on or after August 1, of no report filed.

|Since the file must be both on time and correct, the IRS may charge penalties for incorrect filing
aven if we receive the wage reports before the due date. We give you two attermpts to correct afile
before advising the IRS that the fle is late

A penalty may also apply if you do not return your file within 45 days
\WAGE REPORTING SERVICES ON THE INTERNET

« EMPLOYER REPORTING INSTRUCTIONS AND INFORMATION
SSA provides emplayers with access to many resources at hiip:w socialsecurity govierployer, including
forms, publications, Frequently Asked Questions (FAQs), contact information, news and much more,

« ACCUWAGE
AccuWagefAccUW2C is free software from SSA that allows you to check your W-2 (Wage and Tax Staterment)
and W-2C (W-2 Carrection) fles for over 200 diferent errors before you send them to SSA. You can download
AccuWage and AccuW2C from the Intemet at Attp://wsw socialsecurty gowernpioyerfaccunage.

|+ VERIFYING SOCIAL SECURITY NUMBERS
Social Security offers a free senice that allows you to verify your employees’ Social Securty Numbers (SSNs).
For more information please visit our Wb site at http:/fwww. sociaisecurity goviermployen/ssnv. htm.

« REGISTRATION
Registration is required to use BSO. You may register online at
it sociaisecurity. gowlbso/bsowsicorie. htm or by phone at 1-800-772-6270,
You must change your password at least once every 365 days. If your password has expired, you must re-
register.

IF YOU HAVE QUESTIONS

If you have questions concerning this e-mail, you may call us tollfree at 1-800-772-6270 between
7:00 a.m. and 7:00 p.m. Eastern Time, Monday through Friday or send an e-mail to
employerinfo@ssa.gov.

E-mail transmissions are not secure and SSA does not send personal or sensitive information over
email. You should not send personal or sensitive information in your e-meil commurications with
SSA

Ifthe company narme andfor mailing address shown on this notice are incorrect, review the address
information and EIN on the Code RA-Submitter Record of your Form W-2 MMREF-1 file prior to
resubmitting the file

W, Burnell Hurt
Associate Commissioner,
Office of Central Operations

| options

| Acknowledge that you received this notice.
| This is not necessary if you have already
acknowledged receipt of the notice either
online or by phone.

Acknowledge This Notice

Subi Inf ti
SR RN Return to the Submission Information Page

Have a question? Call 1800772:6270 to speak with Employer Customer Senice personnel
For TODATTY call 1.800-325.0778.

BSO Home | BSO Information Links | Contact 5S4 | Keyboard Navigation | Logout
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NOTE


The Resubmission Notice column may be empty if there is no resubmission notice for the specific submission.

Step 16: Select the Acknowledge This Notice button to acknowledge that you have received the notice. The system displays the Acknowledge Resubmission Notice page.
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The Acknowledge This Notice button will be displayed only if you have not previously acknowledged the notice.
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Acknowledge Resubmission Notice

Use this form to acknowledge that you received a notice from the Social Security Administration requiring you to resubmit your wage data. Please specify the

Ermployer Identification Number (EIN), Wage File Identifier (WFID), and Receipt Year exactly as they appear on the resubmission notice you received from the
Social Security Administration

EIN: [ |
WFID - Version: [
Receipt Year: 2007 |

Choose one of the following:

© Ifled using electronic media (e.g. Intemet or Electronic Data Transfer)
© Ifled using physical media (2.0, tape, cartridge, or diskette) and | received my subrmission in the mail

O Iled using physical media (e.g. tape, cartridge, or diskette) and | did not receive my submission in the mail

Aoknoviedgs Nolise

Have a question? Call 1800772.6270 to speak with Employer Custorer Senice personnel.
For TODATTY call 1.800-325.0778.




Step 17: Enter your EIN, WFID, Version, and Receipt Year (exactly as they appear on the Resubmission Notice you received from SSA) and indicate the appropriate filing method.

Step 18: Select the Acknowledge Notice button to process the acknowledgement. (Otherwise, select the Cancel button to cancel the acknowledgement and return to the BSO Main Menu page.) The system displays the Notice Acknowledgement Receipt page.
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BSO Hel,

Notice Acknowledgment Receipt

14-Sep-06 02:29 PM Eastern Time
Thank you for acknowledging receipt of your resubrmission notice. Please follow the instructions provided in the notice for subrmitting your corrected fle

If you need assistance, please call the Employer Reporting Branch at 1-800-772-6270 between Monday and Friday, 7:00 a.m. to 7:00 p.m. Eastern Time. For

TODATTY call 1-800-325-0778.
BS0 Home

Have a question? Call 1.800772.6270 to speak with Employer Customer Senice personnel.
For TODATTY call 1.800-325.0778.

BSO Main Menu | BSO Information Links | Contact 5S4 | Keyboard Navigation | Logout




Step 19: Select the BSO Home button to return to the BSO Main Menu page.

Lesson 5: View Error Information for Previously Submitted Data

This option is available only to users who selected the View File/Wage Report Status, Error, and Error Notices with or without Name/SSN Errors role. Follow the instructions below to browse information about errors found in your submission data.
Step 1:
Point your browser to the Business Services Online Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.
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DON'T USE YOUR BROWSER'S BACK BUTTON

Business Services Online
Welcome to Business Services Online

Business Senvices Online (BSO) enables organizations and atthorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to s this website. Registered users may Request, Activate and
Access various BSO services and functions

Effective as of October 2007, your Personal
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

Information complete, you can Request, Activate and Access services and functions.

Log in to Business Services Online here

Complete Phone Registration

Online Security Policy

The Privacy Act and the Freedom of
Information Act

Contact Us
« Electronic Records Express

« Goverment to Government Services
Online

. wm LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and

o %ﬂ”“’m”g o display the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
. w Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
o Likiel contact information

o Employer Information

« Sufte of Senvices Informacién para el Empleador en Espatiol

« Apply For EIN

« Navigation

New user? Register for Business Services Online here

Complete Phone Registration what s this?

News Explanation of BSO Services

Reporting Wages to the SSA
Wage News
Electronic Records Express News

e e e s Allows you to send forms W-2 and W-2c 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 have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionall, you may ask
for a one time 15-day extension to the deadline for resubmitting your wage file

Consent Based SSN Verification
Form SSA-1694 News

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 $SA-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorey 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 Aftorney Fee Service

Have a question? Call1-800-772-6270 to speak wih Empioyer Customer Service personnel.
For TODITTY call1-800-325-0772.

Privacy Polcy | Iiebsie Poicies & Ofher imporlant informatin | 2 iag
Last reviewed or modified Wednesday Nov 21, 2007

“TsA.gov. liees Larger Text?




Step 2:
Select the Log In button on the Business Services Online Welcome page. The system displays the Log In to BSO page.
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« Monday-Frday: § Al - 1 Al EST
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Password| | Forgot vour passwora?

_ s

| understand that the Social Security Administration (SSA) will validate
the information | provide against the information in SSA's files.
Effective October 2007, your | certify that
Personal Identification Number (PIN)

i fe d e User ID.
L how referred 10 8s your teel « lunderstand that | may be subject to penalties if | submit fraudulent

information. | agree that | am responsible for all actions taken with

my User ID.
Need to complete your phone
regisiration? « | understand that SSA may prevent me from using these services if
SSA determines or suspects there has been misuse of the
services

« 1am aware that any person who knowingly and wilingly makes any
representation to falsely obtain information from Sacial Security
records and/or intends to deceive the Social Security
Administration as to the true identity of an individual could be
punished by a fine or imprisonment, or both

+ 1am authorized to do business under this User ID.
By checking the box below you certify that you have

read, understand and agree to the user centification of
Business Services Online.

01 Accept

Have a question? Call 1-800-772-6270 londay through
Friday, 7:00 a.m. {0 7:00 p.m. Eastern Tme to speak wih Employer Customer
‘Service personnel For TOD/TTY call1-800-325-0778.





Step 3:
Enter your User ID and password.
Step 4:
Select the “I Accept” check box after reading the conditions defined on the Log In to BSO page. Select the Login button. The system displays the BSO Main Menu page. (To return to the Business Services Online Welcome page, select the Cancel button.)
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Pl et Your password expires on September 15, 2008
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Report Wages To Social Security

‘Submit, download or process W-2s and W-2cs
View submission status, acknowledge resubmission notices or

Request resubmission extensions

To use any Business Services

ﬂ":;:f;‘,ﬁx"?f:;iﬂff;:ﬁf w File / Wage Report Status with Name / SSN Errors

BSO services, select "Account View report status, errors and notice information
Maintenance”. From the Account

Maintenance page, select "Request ~ §ocial Security Numbers Verification Service
Eeeesiblitnfenicad Request online SSN verification. or
‘Submit files for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer Information
‘Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant
representation

Account Maintenance
Request, activate or remove access to senices
Re-request activation code for senices
Change your password
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-772-6270 londay through
Friday, 7:00 a.m. {0 7:00 p.m. Eastern Tme to speak wih Employer Customer
‘Service personnel For TOD/TTY call1-800-325-0778.





Step 5:
Select the Report Wages to Social Security link.
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The system displays the Report Wages to Social Security menu page.
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© Saturday: S AM-11 PI ET Submission Status
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Resubmission Notice Processing

_ Acknowledge resubmission notices and request resubmission extensions

BSO Main Menu

Have a question? Call 1-800-772-6270 londay through
Friday, 7:00 a.m. {0 7:00 p.m. Eastern Tme to speak wih Employer Customer
‘Service personnel For TOD/TTY call1-800-325-0778.





Step 6:
Select the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status link.


(To return to the BSO Main Menu page, select the BSO Main Menu button.)

The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View Submission Status menu page.
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Submit or Resubmit Wage File, W-2 Online, and W-
2c Online and View Submission Status

B50 Main Men » Raport Wages to Sosial Security > Submit or Resubmit Wage File, W2 Online, and W26 Online and View Submission
status

LOGOUT | HELP

Online Services Availability

o Monday-Frisay:5 a1 avest  Submit a W-2 Wage File

« Seturdey: 5AM- 11 PMEST Send an electronic file that contains annual wage data in the EFW2 format. You may subrit a new EFW2

& Gt S e subrmission, an EFW2C submission to cortect previous reports, or, if a Resubrmission Notice has been received,
resubmit a file that has been retumed because Social Security was unable to process the file successfully. (Note:

This link should not be used to subrrit wage reports created using W-2 Online or W-2c Online.

View File / Wage Report Status without Name/SSN Errors

View report status, errors, and notice information for previously subrmitted W-2s

Create Form W-2 Online

Enter Form W-2
Create, print, and subrit your Forms W-2 and Form -3 for Tax Year 2006, Twenty (20) reports can be entered at
one tire.

Resume Unsubmitted W-2s
Continue processing your unsubrritted W-2s

Download Submitted W-2s

Download a printable version of your subrritted Forms W-2 and Form W-3. This printable version can be saved to
your PC. (This feature is only available for Forms W-2 and Form W-3 created with -2 Online within 30 days of the
date of subrission).

Create Forms W-2c¢ Online

Enter Forms W-2¢
Create, print, and subrit your Forms W-2c and Form W-3c for previously subritted and processed Tax Year 2006
W-25. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubrritted W-2cs

Download Submitted W-2¢

Download a printable version of your subrritted Forms W-2c and Form W-3c. This printable version can be saved to
your PC. (This feature is only available for Forms W-2c and Form W-3c created with W-2c Online within 30 days of
the date of subrmissior).

BS0 Main Menu

Have & auestion? Call1-600-T72-6270 Monday through
Friday, 7:00 am. o 7:00 p.m. Eastern Tine o speak with Emplayer Customer
‘Servics personmel. For TODATTY call 1-800-325-0778.

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





Step 7:
Select the View File / Wage Report Status [with or without] Name/SSN Errors link.


(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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The system displays the View File / Wage Report Status menu page.
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View Employer Report Status. Errors. and Notice Information
‘View current employer report status information, and error information for previously submitted wage data.

BS0 Main Menu

Have & auestion? Call1-600-T72-6270 Monday through
Friday, 7:00 am. 0 7:00 pm. Eastern Tine o speak with Emplayer Customer
‘Servics personnel. For TODATTY call 250775,

Menu | BSO information | Contact Us | Keyboard Navigation





Step 8:
Select the View Submission Status, Errors, and Notice Information link.


(To return to the BSO Main Menu page, select the BSO Main Menu button.)
[image: image71.png]View Submission Status. Errors. and Notice Information
View current submission status, resubmission notices, and error information for previously submitted wage data.






The system displays the Query Attestation page.
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Query Attestation
User Certification to Query the SSA Business Services Online

| understand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's
files

I certify that | am the individual authorized to conduct business under this PIN and have the authority to atiestto the accuracy of the
data and 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.
1 Accept 1D0 NOT Accept




Step 9:
Select the I Accept button after reading the conditions defined in the Query Attestation page. The system displays the Submission Selection page.


(To return to the BSO Main Menu page, select the I DO NOT Accept button.)
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Submission Selection

Receipt Year

‘The Receipt Year s the year that the Social Security Administration began processing your original submission. For Resubmissions,
the Receipt Year is identified on your original Resubrnission Notice.

Please Choose a Receipt Year
(For Suimissions Afer 1214107 Choose 2008): | 2008 ¥

WFID Option

You may specify up to five Wage File Identifisrs (WFIDs) for the selected Receipt Year. Ifyou do not specify one of more WFIDs, all
WFIDs for the Receipt Year will be displayed.

Note: If you recently filed using efectronic data transrmission, allow one 1o six weeks for your submission information to be
available. If you are self-empioyed, only Intemet submissions wil be displeyed unless you specify one o more WFIDs
Subimission information is not displayed for paper subrmissions

Enter WFIDs,

WFID 1
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Have a question? Call 1800772.6270 to speak with Employer Custorer Senice personnel.
For TODATTY call 1800-325.0778,

B50 Main Menu | BSO Information Links | Cantact SS4 |Keyboard Navigation | Logout




Step 10: Select the Receipt Year of your original submission from the Please Choose a Receipt Year drop-down menu.

If you submitted your file after 12/14/07, select 2008.
Step 11: If multiple Employee 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 13.
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Step 12: This step is optional. 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 or SSN for the selected Receipt Year. 


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

Step 13: 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 14: Select the Continue button. The system displays the Submission Information page. (Otherwise, select the Cancel button to return to the BSO Main Menu page.)

[image: image76.jpg]BSO Hel,

Social SecurityOpline )
Business Services Online

Online (BS0)

BSO Main Menu 1BSO Infarmation Links | Contact SSA | Keybaard Navigation | Logout

Returnto Submizsion Selsction

Submission Information for Ell

°

00000

Submission Information

0-9999999  Receipt Year: 2006

Select the results displayed in the Submission Status column for an explanation of submission status codes
Select the View Netice link in the Resubmission Notice colurmn to view your resubrmission notice.

Select the links in the View Errors column to view your ertor information

Select the View Reports link in the Reports column to view the status of your report(s)
If you used a method other than the Intemet to file your submission, allow six weeks for it to be displayed here.
If you have used the Intemet to resubmit a file, allow 30 days for it to be displayed here

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records

* Note: The Resubrmission Netice, View Errors, and Reports columns will be blenk If they do not apply to the submission.

Page 1 of 1

This page displays submission records 1 thiough 8 of the 3 total subrmissions,

Receipt Date WFID Version Status Date | “Resubmi “View Errors Submission |*Reports
Notice Details

By Error Description View

03/10106 601102 01| RETURN |03/132006 | view Notice |0 " PIER T Details o SR
View

03106 601101 01| COMPLETE |03/1172008 Detalls | oM
031106 601100 01| COMPLETE |03/11/2006 Details | VW

Reports
031006 601099 01| RECEMED |03/1172008 Details | VW

Reports
By Error Description View

o1/1916 BOOEGH| 01| RETURN (011222008 | view Notice | o BEERIET | petats | oM
By Error Description View

ot/1916 800813 01| RETURN (017222008 | View Notice | o BEETRIEN | patais | 1o
By Error Description View

o1/1916 G00812| 01| RETURN (017222008 | view Notics | S BERRIER | petais | oW
By Error Description View

o1/1916 B00B11| 01| RETURN (01222008 | View Notice | S BEETRIEN | petais | oW
By Error Description View

o1/19106 BO0EO| 01| RETURN (011222008 | view Notice |3 o BEERIET | et | non

This page displays submission records 1 through 9 of the 9 total submissions.
Page 1 of 1
Back to Top

Have a question? Call 1.800772.6270 to speak with Employer Custorer Senice personnel
For TODATTY call 1.800-325.0778.

B5O Main Menu |BSO Infarmation Links | Contact SSA | Keybaard Navigation | Lagout






The View Errors column will not include any links if there are no errors related to the specific submission.

Step 15:
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 16 if you select the By Error Description link. Refer to Step 19 if you select the By Report Number link.

Step 16:
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.
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All Errors by Error Description

Error Information for Submitter EIN: 00-9999999
Receipt Year: 2006, WFID: 601102, Version: 01

Select a particular report number to view ll errors for that report. Select View Al to view all reports for a particular
efror. If no View Alllink is presert, all reports are already displayed. Select the resuts displayed in the Report Stafus
colurmin for an explanation of status codes. Select Details to view detailed error information for a particular error found
in & particular report.

IMPORTANT: If the submission shows one or rore reports in RETURN status, view and correct errors before
resubmitting. When you resubmit a file, include any reports that show COMPLETE status also, but make NO changes
inthe COMPLETE reports. A COMPLETE report will be processed again if it contains changes. This can cause
serious tax consequences for employees and the employer. Corrections fter a report is COMPLETE can only be
ade by filing @ W-2¢ report

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records

ErrorDescription‘ Importance | TR Error|  Report ‘ Reoord ‘ Repolt ‘

nvalid Narmes

andior SSNs 1]NFORMAT]ONAL 1 00-9999999 ‘ 0000000001 | COMPLETE | Details
Options

Return to the Submission Information
|Page

All Errors by Report Nurber

‘ Submission Information
‘ View All Errors by Report Number

Have a question? Call 1.800772.6270 to speak with Employer Custorer Senice personnel.
For TODATTY call 1.800-325.0778.

B50 Main Menu | BSO Information Links | Contact SS4 |Keyboard Navigation | Logout




Step 17:
Select the Details link in the in the row of the error description that you wish to view. The system displays the Detailed Information for Error page.
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Detailed Information for Error
Invalid Names and/or SSNs in
Report Number 0000000001

Error Information for EIN: 00-9999999, Tax Year: 2003

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records
Employer Name: NO-NAME COMPANY : Tax Year: 2008
Employer EIN: 00-3999939 Establishment Number: 1113
Employer Employment Type: Agricutural Reported W.2 Count: 8338888
Tax Jurisdiction: Domestic Form -1 Processed W-2 Count: 0002

Importance: INFORMATIONAL

Error Description: Some Employes Wage Records inthe wage repart contain Names andior Social Security Numbers (SSNs) that do not
agree with our records. This may be due to a data processing emor. Checkthe structure ofthe wage reportto ensure that Names and S5Ns
are inthe proper positions i the RW Records. Also, please check all names to ensure that @) the first name andior the last name fislds are
not blank b) the name agrees with the individual's name exactly as itis shown on the indvidual's Social Security card; ¢ the first name,
middle name and last name are provided in separate isids; d) the individual's ttls (., Mrs., etc)is not included in any of the name fields
Please check all SSNs to ensure that. a) the SSN agrees with the individual's SSN exactly as it s shown on the Indigduals Sacial Security
card; by the SSN is nine (3) numeric characters and does not contain letters, blanks, spaces, hyphens, prefies or Suffxes; ¢ the SSN does
notcantain™111111111%,"333333333" 0r"123456788", o) the SN does not begin with and e) the 88N is notin reverse order.

Reported All Non-Zero Missing Failedto  Total Failed
Zeros. or Incomplete SSNs. Match SSNs
aggg 0 9999 19908

Options.
Al Errors for Report View All Errors for this Report
[ e R e T | | Returtothe Employer Report Detailed

Information Page,

Have a question? Call 1800772.6270 to speak with Employer Customer Senice personnel.
For TODATTY call 1.800-325.0778.

B50 Main Menu | BSO Information Links | Cantact SS4 | Keyboard Navigation | Logout




Step 18: Select the Submission Information button to return to the Submission Information page.
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Submission Information

0-9999999  Receipt Year: 2006

Select the results displayed in the Submission Status column for an explanation of submission status codes
Select the View Netice link in the Resubmission Notice colurmn to view your resubrmission notice.

Select the links in the View Errors column to view your ertor information

Select the View Reports link in the Reports column to view the status of your report(s)
If you used a method other than the Intemet to file your submission, allow six weeks for it to be displayed here.
If you have used the Intemet to resubmit a file, allow 30 days for it to be displayed here

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records

* Note: The Resubrmission Netice, View Errors, and Reports columns will be blenk If they do not apply to the submission.

Page 1 of 1

This page displays submission records 1 thiough 8 of the 3 total subrmissions,

Receipt Date WFID Version Status Date | “Resubmi “View Errors Submission |*Reports
Notice Details

By Error Description View

03/10106 601102 01| RETURN |03/132006 | view Notice |0 " PIER T Details o SR
View

03106 601101 01| COMPLETE |03/1172008 Detalls | oM
031106 601100 01| COMPLETE |03/11/2006 Details | VW

Reports
031006 601099 01| RECEMED |03/1172008 Details | VW

Reports
By Error Description View

o1/1916 BOOEGH| 01| RETURN (011222008 | view Notice | o BEERIET | petats | oM
By Error Description View

ot/1916 800813 01| RETURN (017222008 | View Notice | o BEETRIEN | patais | 1o
By Error Description View

o1/1916 G00812| 01| RETURN (017222008 | view Notics | S BERRIER | petais | oW
By Error Description View

o1/1916 B00B11| 01| RETURN (01222008 | View Notice | S BEETRIEN | petais | oW
By Error Description View

o1/19106 BO0EO| 01| RETURN (011222008 | view Notice |3 o BEERIET | et | non

This page displays submission records 1 through 9 of the 9 total submissions.
Page 1 of 1
Back to Top

Have a question? Call 1.800772.6270 to speak with Employer Custorer Senice personnel
For TODATTY call 1.800-325.0778.

B5O Main Menu |BSO Infarmation Links | Contact SSA | Keybaard Navigation | Lagout





Step 19: 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 displays the All Errors by Report Number page.
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Error Information for Submitter EIN: 00-9999999
Receipt Year: 2006, WFID: 601102, Version: 01

Select a particular error description to view all reports for that error.
Selectthe restilts displayed in the Report Status colurmn for an explanation of status codes

Select Defails to view detailed error information for a particular error found in a particular report

IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before
resubmitting. When you resubmit a file, include any reports that show COMPLETE status also, bt make NO changes
inthe COMPLETE reports. 4 COMPLETE report will be processed again if it contains changes. This can cause
serious tax consequences for employees and the employer. Corrections fter a report is COMPLETE can only be
made by filing & W-2¢ report

TIP: Use your browser menu Save As or Print feature if you wish to save or pint this page for your records

| ot et Rt rordscrpton | mporancs |
‘0000000001 ‘00,9999999 COMPLETE .| Ivalid Names and/or ‘w;owmom Details
[ options

‘ Subrnission Information Return to the Submission Information
- |Page

View All Errors by Error Description

‘ All Enars by Ertor Description

Have a question? Call 1.800772.6270 to speak with Employer Custorner Senice personnel.
For TODATTY call 1.800-325.0778.

BSO Main Menu | BSO Information Links | Contact SSA | Keyboard Navigation | Logout




Step 20:
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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Detailed Information for Error
Invalid Names and/or SSNs in
Report Number 0000000001

Error Information for EIN: 00-9999999, Tax Year: 2003

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records
Employer Name: NO-NAME COMPANY : Tax Year: 2008
Employer EIN: 00-3999939 Establishment Number: 1113
Employer Employment Type: Agricutural Reported W.2 Count: 8338888
Tax Jurisdiction: Domestic Form -1 Processed W-2 Count: 0002

Importance: INFORMATIONAL

Error Description: Some Employes Wage Records inthe wage repart contain Names andior Social Security Numbers (SSNs) that do not
agree with our records. This may be due to a data processing emor. Checkthe structure ofthe wage reportto ensure that Names and S5Ns
are inthe proper positions i the RW Records. Also, please check all names to ensure that @) the first name andior the last name fislds are
not blank b) the name agrees with the individual's name exactly as itis shown on the indvidual's Social Security card; ¢ the first name,
middle name and last name are provided in separate isids; d) the individual's ttls (., Mrs., etc)is not included in any of the name fields
Please check all SSNs to ensure that. a) the SSN agrees with the individual's SSN exactly as it s shown on the Indigduals Sacial Security
card; by the SSN is nine (3) numeric characters and does not contain letters, blanks, spaces, hyphens, prefies or Suffxes; ¢ the SSN does
notcantain™111111111%,"333333333" 0r"123456788", o) the SN does not begin with and e) the 88N is notin reverse order.

Reported All Non-Zero Missing Failedto  Total Failed
Zeros. or Incomplete SSNs. Match SSNs
aggg 0 9999 19908

Options.
Al Errors for Report View All Errors for this Report
[ e R e T | | Returtothe Employer Report Detailed

Information Page,

Have a question? Call 1800772.6270 to speak with Employer Customer Senice personnel.
For TODATTY call 1.800-325.0778.

B50 Main Menu | BSO Information Links | Cantact SS4 | Keyboard Navigation | Logout




If you have authorization to view the names and SSNs from your wage submission that failed to match, they will appear on the Detailed Information for Error page where the error indicates invalid names and SSNs. Otherwise, you will see the number of failed SSNs. For instructions on requesting authorization to view this information, see the Registration Services section of the tutorial. 
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