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NOTE

BSO Tutorial ( Tax Year 2008

W-2 Online

BSO Tutorial for Tax Year 2008
W-2 Online
Contains the following lessons:
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NOTE


· Create Forms W-2 Online
· Resume Unsubmitted Forms W-2

· 

HYPERLINK  \l "_Lesson_3:_Download"

Download Submitted Forms W-2



Lesson 1: Create Forms W-2 Online
Follow the instructions below to create up to 20 Forms W-2 online.

Step 1:
Point your browser to the Business Services Online (BSO) 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 BSO Welcome page. The system displays the Log In to BSO page.
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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 the BSO page. Select the Login button. The system displays the BSO Main Menu page (To return to the BSO Welcome page, select the Cancel button.).
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o Sunday 3 Al- 11:30 P ET

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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BSO Main Menu
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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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o uonsay-Fraay:sau-1aner  SUbmita W-2 Wage File

o Saturday: 5 Al - 1 PUET ‘Send an electronic fle that contains annual wage data in the EFW2 format. You may subrmit a new EFW2

submission, an EFW2C submission to correct previous reports. or, if a Resubrmission Notice has been received
resubmit a file that has been retumed because Social Securty was unable to process the file successfully. (Note:
This link should not be used to subrmit wage reports created using W-2 Online or W-2c Online

© Sunday: 8 AM- 11:30 PUET

View Submission Status Information
View current status information for previously submitted W-2s.

Create Form W-2 Online

Enter Form W-2
Create. print. and submit your Forms W-2 and Form W-3 for Tax Year 2007 Twenty (20) reports can be entered
at one time

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

Download Submitted W-2s
Download a printable version of your subrmitted 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 W-2 Online vithin 30 days of
the date of submission).

Create Forms W-2c Online

Enter Forms W-2¢
Create_print. and submit your Forms W-2c and Form W-3c for previously submitted and processed Tax Year
2007 W-25 Five () reports can be entered at one time

Resume Unsubmitted W-2c
Continue processing your unsubmitted W-2cs

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

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 7:
Select the Enter Form W-2 link.
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The system displays the Wage Reporting Attestation page.
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Wage Reporting 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

| certify that | am the individual authorized to conduct business under this PIN and have the authority to atiest to 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.

1DO NOT Accept





Step 8:
Select the I Accept button after reading the conditions defined on the Wage Reporting Attestation page. If you do not have any saved but unsubmitted reports, the system displays the W-2 Online Information for Tax Year 2008 page.

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


If you have any existing unsubmitted reports, the system will display the W-2 Online Unsubmitted Reports for Tax Year 2008 page. For tax year 2008, you may have a maximum of 50 unsubmitted reports at one time. When you have reached the 50 'saved' report limit, you must first submit an existing report in order to be able to start a new report. If there are 49 or fewer reports, you may continue without submitting the existing reports by selecting the Start a New Report button. Refer to Lesson 2: Resume Unsubmitted W-2s for more information.
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W-2 Online
Information for Tax Year 2008

W2 Online lets you create, print, and submit up to 20 Forms -2 to the Social Security Aministration. You
may not use W-2 Online if any of the restrictions below applyto you

Note: -2 Online does not contain any Testfeatures. Please do not submit any data you do notwant
processed by the Social Securiy Administration

Data entered in boxes 14 through 20 on the Form -2 will not be shown on the Form W-3. Howsver, this data
will be displayed on individual W25 when printed. State data submitted to the Social Security Administration
will ot be furnished 1o the State

ou wil need Adobe Acrobat Reader (version .0 s recammended) to print your Form -3 and Forms -2,
Follow this link to go to Adobe's free download page.

BEFORE CONTINUING, YOU MUST:

« Read all restrictions carefuly
o Verifyyour regisration information
 Specify whether you are fling for yourself o another company.

When you have finished, select the Continue button atthe bottom ofthis page.

The following RESTRICTIONS apply to all W-2 Reports:

« Agent Indicator Codes may not be filed using Forms W-2.
« Seltemployed incore recipients who are not paid wages by  church or religious organization should
notiile Forms W-2.

Note: Sefterpioyment income and applcable taxes must be reported on the Intemal Revenue Sewvice Form
Schedule SE, as required by the Inlemal Revenue Sewvice. fyou have Guestions on sei employment ncorme
i tax reporing, visitthe Internal Revenue Service athttp: //www.irs.Gov,/ of cail 1-600-826-1040. For
TDOATY call 1-800-626-4056.

The following RESTRICTIONS apply only to W-2 Oy

Do NOT use -2 Online ifyou are attempting to fle Forms W2

« Do NOT use -2 Online ifyou are filing for a taxyear ofher than 2008

« Do NOT use -2 Online ifyou are filing for wages eamed in American Samoa, Guarm, Puerto Rico, the
Northern Mariana Isiands, or the Virgin Islands.

« DO NOT use W2 Oniine ifyou are fiing using milftary Employment ype or using a Milftary 8 lst
Employer dentifcation Nurnber EIN).

« Ifyou are fiing using a Milary A list EIN, you may only use an Employment type of Regular (841) or
Medicare Qualified Government Employment (MQGE), and the estatlishment number must be let
blank

« Do notuse W-2 Online ifyou are submiting "Third-party sick pay recap Forms W-2 and W-3" descibed
in part  of Intemal Revenue Service publication 15-4 at ttp: //www irs.gov,/. Arecap form is a
special -2 that does not contain an employee name or Social Securty Number. Subrmit those on 3
paner form -2 with a 3.

« You may enter up to 20 Forms V-2 per Form -3 using this systerm

REGISTRATION INFORMATION

You provided the following contact information when you registersd to use Business Senvices Online. This
information will be saved with your annual wage report so that we can contactyou if questions arise. Flease
checkto be sure this information is correct,

Your Company's Name:  bily's fire + icecream
Your Companys EIN: 112132133
YourName:  BILL BREESE
Your Address: 123 TEST LANE

BALTIMORE, MD
21230

YourPhone: 4108528525
our Extension (optional): <Not Specified>
Your Fax (optional): <Not Specified>

our E-Mail Address (optional)

ssa.gov

Ifthe above registration information is na longer accurate, please follow this link to log out and update it
Ifyou need assistance with the information requested on either the Form W2 of Form W-3, please visitthe

Infemal Revenue Service web site at http: //wiww.irs.gov/ or call 1-800-829-4933. For TODITYY call 1-800-
620-4059,

FOR WHOM ARE YOU FILING?

Please choose ane afthe following options:
O lam filing Forms W-2 for my company's employees.
O1am filing Forms W-2 for another company's employees

Options

Cor

Continue with W2 Online. Read Privacy Act and Papemork Reduction Act Notice.

<.

el ] | Abandon your changes and retum to the BSO Main Menu

Privacy Act and Paperwork Reduction Act Notice.
We ask for the information on Forms W-2 and W-3 to cany outthe Intermal Revenue laws ofthe United States.
We need itto figure and collectthe right amount oftax. Section 6051 and its regulations require youto furish
‘wage and tax statements to emplayees and 1o the Social Security Administration. Section 6108 requires you
to provide your employer identification number. Routine uses of his information include gving itto the
Departrent of Justice for civil and criminal liigation, and to cities, states, and the District of Colurbia for use
in adrministrating their tax law: I you failto provide this information in a imely manner, you may be subjectto
penalties.

You are not required to provide the information requested on a form thatis subjectto the Paperwork
Reduction Act unless the form displays a valid OMB conirol number. Books or recards relating to a farm or its
instructions must be retained as long as their cantents may become material in the administration of any
Internal Revenue law. Generally, tax returns and retum information are confidential, as required by section
6103

The fime needed to complete and fls these forms willvary depending on individual circumstances. The
estimated average times are: Form W.2 - 30 minutes, and Form W.3 - 28 minutes
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W-2 Online
Information for Tax Year 2008

W2 Online lets you create, print, and submit up to 20 Forms -2 to the Social Security Aministration. You
may not use W-2 Online if any of the restrictions below applyto you

Note: -2 Online does not contain any Testfeatures. Please do not submit any data you do notwant
processed by the Social Securiy Administration

Data entered in boxes 14 through 20 on the Form -2 will not be shown on the Form W-3. Howsver, this data
will be displayed on individual W25 when printed. State data submitted to the Social Security Administration
will ot be furnished 1o the State

ou wil need Adobe Acrobat Reader (version .0 s recammended) to print your Form -3 and Forms -2,
Follow this link to go to Adobe's free download page.

BEFORE CONTINUING, YOU MUST:

« Read all restrictions carefuly
o Verifyyour regisration information
 Specify whether you are fling for yourself o another company.

When you have finished, select the Continue button atthe bottom ofthis page.

The following RESTRICTIONS apply to all W-2 Reports:

« Agent Indicator Codes may not be filed using Forms W-2.
« Seltemployed incore recipients who are not paid wages by  church or religious organization should
notiile Forms W-2.

Note: Sefterpioyment income and applcable taxes must be reported on the Intemal Revenue Sewvice Form
Schedule SE, as required by the Inlemal Revenue Sewvice. fyou have Guestions on sei employment ncorme
i tax reporing, visitthe Internal Revenue Service athttp: //www.irs.Gov,/ of cail 1-600-826-1040. For
TDOATY call 1-800-626-4056.

The following RESTRICTIONS apply only to W-2 Oy

Do NOT use -2 Online ifyou are attempting to fle Forms W2

« Do NOT use -2 Online ifyou are filing for a taxyear ofher than 2008

« Do NOT use -2 Online ifyou are filing for wages eamed in American Samoa, Guarm, Puerto Rico, the
Northern Mariana Isiands, or the Virgin Islands.

« DO NOT use W2 Oniine ifyou are fiing using milftary Employment ype or using a Milftary 8 lst
Employer dentifcation Nurnber EIN).

« Ifyou are fiing using a Milary A list EIN, you may only use an Employment type of Regular (841) or
Medicare Qualified Government Employment (MQGE), and the estatlishment number must be let
blank

« Do notuse W-2 Online ifyou are submiting "Third-party sick pay recap Forms W-2 and W-3" descibed
in part  of Intemal Revenue Service publication 15-4 at ttp: //www irs.gov,/. Arecap form is a
special -2 that does not contain an employee name or Social Securty Number. Subrmit those on 3
paner form -2 with a 3.

« You may enter up to 20 Forms V-2 per Form -3 using this systerm

REGISTRATION INFORMATION

You provided the following contact information when you registersd to use Business Senvices Online. This
information will be saved with your annual wage report so that we can contactyou if questions arise. Flease
checkto be sure this information is correct,

Your Company's Name:  bily's fire + icecream
Your Companys EIN: 112132133
YourName:  BILL BREESE
Your Address: 123 TEST LANE

BALTIMORE, MD
21230

YourPhone: 4108528525
our Extension (optional): <Not Specified>
Your Fax (optional): <Not Specified>

our E-Mail Address (optional)

ssa.gov

Ifthe above registration information is na longer accurate, please follow this link to log out and update it
Ifyou need assistance with the information requested on either the Form W2 of Form W-3, please visitthe

Infemal Revenue Service web site at http: //wiww.irs.gov/ or call 1-800-829-4933. For TODITYY call 1-800-
620-4059,

FOR WHOM ARE YOU FILING?

Please choose ane afthe following options:
O lam filing Forms W-2 for my company's employees.
O1am filing Forms W-2 for another company's employees

Options

Cor

Continue with W2 Online. Read Privacy Act and Papemork Reduction Act Notice.

<.

el ] | Abandon your changes and retum to the BSO Main Menu

Privacy Act and Paperwork Reduction Act Notice.
We ask for the information on Forms W-2 and W-3 to cany outthe Intermal Revenue laws ofthe United States.
We need itto figure and collectthe right amount oftax. Section 6051 and its regulations require youto furish
‘wage and tax statements to emplayees and 1o the Social Security Administration. Section 6108 requires you
to provide your employer identification number. Routine uses of his information include gving itto the
Departrent of Justice for civil and criminal liigation, and to cities, states, and the District of Colurbia for use
in adrministrating their tax law: I you failto provide this information in a imely manner, you may be subjectto
penalties.

You are not required to provide the information requested on a form thatis subjectto the Paperwork
Reduction Act unless the form displays a valid OMB conirol number. Books or recards relating to a farm or its
instructions must be retained as long as their cantents may become material in the administration of any
Internal Revenue law. Generally, tax returns and retum information are confidential, as required by section
6103

The fime needed to complete and fls these forms willvary depending on individual circumstances. The
estimated average times are: Form W.2 - 30 minutes, and Form W.3 - 28 minutes




Step 9:
Select the appropriate response for the FOR WHOM ARE YOU FILING? section after reviewing the registration information.
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NOTE


The FOR WHOM ARE YOU FILING? radio buttons are not available for self-employed users.

Step 10: Select the Continue button after reviewing the Privacy Act and Paperwork Reduction Act notice. The system displays the W-2 Online Employer Data for Tax Year 2008 page (Otherwise, select the Cancel button to end this session and return to the BSO Main Menu page.).
Step 11: Enter your employer information.
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W-2 Online
Employer Data for Tax Year 2008

Please fill in your information below:

Fields matked with an asterise( " )MUST be completed

Employer's Information

Ermployer Identification Number (EIN) *
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NOTE


All fields marked with an asterisk must be completed. If you selected the “I am filing Forms W-2 for my company’s employees” radio button, the company information is populated from the Social Security Administration’s (SSA’s) records, but you can change it if need be.
Step 12: Select the Continue button. The system displays the W-2 Online Form W-2 for Tax Year 2008 page (Otherwise, select the Cancel button to exit and return to the BSO Main Menu page.).
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Step 13: Enter the W-2 data in the appropriate boxes.
Step 14: Select New W-2 to save this W-2 information and create another W-2. Select the Done button to save this W-2 information and precede to the W-2 Online Data Review for Tax Year 2008 page. Select the Cancel button to delete entries made to this W-2 and proceed to the W-2 Online Data Review for Tax Year 2008 page.
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NOTE


You can enter a maximum of 20 W-2s. When entering your twentieth W-2, the system will no longer display the New W-2 button.

Step 15: After you select New W-2 or done, you may receive an alert. If so, you will need to review your data and make any corrections or select an override response for each alert. Then, select Done or New W-2 to proceed to the W-2 Online Data Review for Tax Year 2008 page.
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W-2 Online
Data Review for Tax Year 2008

This wage report is being prepared for:
EIN: 112132133
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BALTIMORE , MD 21211

Name. Options.

TTESTER View (Edit #1_] [ Delete 71

Create another -2

Change the employer information you entered

View your Form -3 totals. From here you can subrmityour wage report, print
Your wage report, of retum 1o the -2 Oniine Data Review page.

ExitW-2 Online without subrnitting your annual wage reportto SSA. Your
employer information and Forms W-2 will be saved until 0171612005
Note: This is not an extension of the fling deaciine.

Exit W-2 Online without saving any data entered. This will DELETE your enire
repor,including your employer information and Forms W-2 from this session.
This includes any previously unsubrmitted -2 Online reports





Step 16: Select the View/Edit button next to the appropriate record to view or edit the W-2 data. If you want to delete the W-2 record, select the Delete button next to the appropriate record.
Step 17: Select one of the following options:

New W-2 button to create another W-2.

Edit Employer Info button to change previously entered employer information.


Go to W-3 button to view your form W-3 totals (see Step 19 for more details).


Save and Quit button to Exit W-2 Online without submitting wage report to SSA.

Quit and Delete Button to Exit W-2 Online without saving any data entered.
Step 18: Select the Go to W-3 button to submit your wage data. The system will display the W-2 Online Form W-3 for Tax Year 2008 page.
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Telephone number

4108528525

FaxNumber

ed this return and accompanying documents and, to the best of my knowledge and belief, they are true, correct, and complete.

s true and wish to submit my annual wage report to Social Security Adm now.

Submit this Tax Year 2008 wage report to the Social Secu istration.

ity Ads
Your Form W3 must recancile with the Forms 941, 943, 944, or Schedule H that you filed with the Internal Revenue Senvice

Note: You will be given an opportunity to download & deta file needed to print your Form W-3 and Forms W-2.
No test feature is provided for W-2 Oniine. Selecting this button will cause your data to be submitted.

Pi

it your unsubmitted Tax Year 2008 wage report.

Note: Selecting this option wil not submit your wage report to the Social Security Administration

Return to the W-2 Onl

ine Data Review Page to review and/or edit your wage report.
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NOTE



The New W-2 option will not be available if 20 W-2s are already saved for the current report. The Go to W-3 option will not be available if no saved W-2s exist for the current employer.

Step 19: Select one of the following options:
Submit Wage Report button to submit your wage information. Go to Step 20 for more information.
Print Wage Report button to print or preview your wage report prior to submitting it to SSA. Go to Step 24 for more information.

Return to W-2 Online Data Review Page button to edit your data.

Step 20: Select the Submit Wage Report button on the W-2 Online Form W-3 for Tax Year 2008 page.
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NOTE


If more than one Employer Identification Number (EIN) is associated with this User ID, the system displays the Submitter’s EIN web page.
[image: image15.png]Employer Identification Number
Your User D is associated with muliple Emplayer Identification Nurbers (EIN).

Please select a submitter EIN for this file:





The system submits your W-2/W-3 wage data and displays the W-2 Online Receipt Acknowledgement for Tax Year 2008 page along with the print pop-up window. Select the OK button to print the W-2 Online Receipt Acknowledgment for Tax Year 2008 page.
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Otherwise, select the Cancel button to close the pop-up window.
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‘W-2 Online
Receipt Acknowledgment for Tax Year 2008

Date: 18-August.08 Time: 02:07 PM Eastern Standard Time

Your Annual Wage Report has been submitted to the Social Security Administration.
Please do not send us paper forms.

This annual wage report was submitted for:
Employer Name: TEST 100
EIN: 11-132133

Your Wage File Identifier (WFID) is KVS545.

The WFID i a number associated to your submission for tracking purposes. You can check on
the status of your subrmission by selecting Report Wages To Social Security on the BSO main
menu, selecting Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View
Submission Status, then selecting View File/Wage Report Stafus from the following page and
looking for this WFID.

IMPORTANT! Do the following before proceeding:

1. Use your browser men to save or print this acknowledgment of receipt for your records

2. Right-click on the file link below (or tab to it and press Shift + F10) and select Save Asto
download your \W-2 /W3 file. Depending on your computer's configuration, this download
could take 5 minutes or longer. You willieed Adobe Acrobat Reader to print your Forms W-
2 and Form W3. Acrobat Reader version 5.0 is recommended. ff this software is not
installed on your computer, fallow this link to download it from Adobe's free download page
Note: You can also open the file in Acrobat Reader from its current location without
downloading it. To open the file from its current location, left-click on the file link (or tab to it
and press Enter).

Employers are recuired by law to keep copies of Forms W-2 and W3 for 4 years
“This file will continue to be available through 09/17/2008 by selecting Report Wages To
Social Security, selecting Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online
and View Subrission Stafus and then selecting Download Submitted W-2 from the BSO
Main Menu. After this date, it will be discarded
KVS545, pdf
For Employer records only! Do not send this form to the Social Security Administration

The information contained on this form was subrmitted to the Social Security Administration on
18-August-08

The Wage File ID (WFID) assigned to this subriission is KVS545.




Step 21: Right-click the file link to save the wage file.
Step 22: Select Save Target As option from the browser menu to save the file (Otherwise, select the Continue button.).
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NOTE


Your wage file will be available for you to review under your BSO account until the date displayed on your W-2 Online Receipt Acknowledgement.

Step 23: Select the Continue button. The system displays the W-2 Online Thank You page. Select the BSO Main Menu button to return to the BSO Main Menu page.
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‘W-2 Online
Thank You

Thank you for using W-2 Online.

If you have not saved your file, right-click on the filename below (o tab to it and press Shift +
F10) and select Save Asto save your Form W-3 and Form W-2 information on your computer.

KVS545.pdf

This file will continue to be available through 0911712008 by selecting Report Wages To Social
Securlty, selecting Submit or Resubrit Wage File, W-2 Online, and W-2¢ Online and View
Submission Status and then selecting Download Submitted W-25 from the BSO Main Menu

After you have saved your file, fallow this ink to download Adobe Acrobat Reader if this software
is not already installed on your computer. You will ieed Adobe Acrobat Reader (version 5.0 is
recommended) to print your Form W-3 and Forms W-2

550 vain e




Step 24: (From Step 19) Select the Print Wage Report button on the W-2 Online Form W-3 for Tax Year 2008 page to print the wage report. The system displays the W-2 Online Report Print page.
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Your annual wage report has NOT been submitted to the Social Security Administration.

You can view, prirt, or save your Form W3 and Forms W2 using Adobe Acrobat Reader (version
5.0 is recommended)

Ifthe above software is already installed on your computer, select the Print Previewlink below to
open it with Acrobat Reader

Print Preview

Assistive Technology / Keyboard Users - Select this link to review Forms W-2 in HTML Format
Ifthe above software is not already installed on your computer.

1. Right-click on the Print Preview link (or tab to it and press Shift + F10).
2. Select Save Asto save your Form W-3 and Form W-2 information on your compLter.

Depending on your cormputer's cofiguration, this download could take 5 minutes or longer.
After you have saved your file, fallow this link to download Acrobat Reader from Adobe's free
download page.

Options

Under penalties of perjury, | declare that | have examined this return and accompanying
documents and, to the best of my knowledge and belief, they are true, correct, and
complete. By selecting the Submit Wage Report button below, | affirm that the above
statement is true and wish to submit my annual wage report to the Social Security
Administration now.

Submit Wage Report Your Form W3 must reconcile with the Forms 941, 944, 943, or Schedule
H that you fled with the Internal Revenue Senice.

Note: You will be given an opportunity to download & data file needed to
print your Form W-3 and Forms W-2

View your Form W.3 totals.
Returnto W.3

Fom here you can submit your annual wage report, print your wage report,
or tetur to the -2 Online Data Review Page.

Returnto W.2
to the W-2 Online Data Review page to review and/or edit

your wage report.

ne Data Review Page

Exit W2 On

ine without finali

ing your annual wage report.
Save & Quit

Your employer information and Forms W2 will be saved until 01/08/200.
Note: This is not an extension of the filing deaciine.

Exit W2 Online without saving any data entered. This will DELETE
your entire report, including your employer information and Forms W-2 from
this session. This includes any previously unsubrritted W-2 Online reports,

Quit and Delete.
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NOTE


If you do not have Adobe Acrobat Reader on your computer, you can download it by selecting “follow this link” near the middle of the page.
Step 25: Select the Print Preview link. The system displays the Forms W-2.

Step 26: Select File>Print from the menu bar or select the Print icon from the tool bar.

Step 27: Select File>Close on the menu bar after printing to close the window. The system returns you to the W-2 Online Report Print page.
Step 28: Select one of the following options on the W-2 Online Report Print page:

Submit Wage Report button to send the W-2/W-3 data to SSA.
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NOTE


If more than one EIN is associated with this User ID, the system displays the Submitter’s EIN web page.
[image: image20.png]Employer Identification Number
Your User D is associated with muliple Emplayer Identification Nurbers (EIN).

Please select a submitter EIN for this file:





Return to W-3 button to return to the W-2 Online Form W-3 for Tax Year 2008 page.

Return to W-2 Online Data Review Page button to return to the W-2 Online Data Review for Tax Year 2008 page.

Save & Quit button to save the W-2/W-3 data you have entered. The system will display the “Are you sure you want to save and exit W-2 Online without submitting your annual wage report to SSA?” page. Select the Yes button to save and quit, and return to the BSO Main Menu page. Select the No button to return to the W-2 Online Data Review for Tax Year 2008 page.
Quit & Delete button to exit W-2 Online without saving any data entered. You will be given the opportunity to confirm that you wish to quit and delete the wage report on the WARNING: This will DELETE your entire annual wage report. Select the Yes button to delete the entire wage report. Select the No button to return to the W-2 Online Data Review for Tax Year 2008 page.
Lesson 2: Resume Unsubmitted Forms W-2
Follow the instructions below to continue working with W-2 Online reports that you have saved but not yet submitted. SSA will delete any saved reports that you do not submit or update within 120 days. All unsubmitted Forms W-2 will be removed on December 11, 2009.
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NOTE


You may have up to 50 saved reports. Each report may contain up to 20 Forms W-2. If you have any unsubmitted reports, the system will automatically display a list of the unsubmitted W-2s upon entering W-2 Online.
Step 1:
Point your browser to the 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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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 to display the BSO Main Menu page (To return to the BSO 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 Submission Status Information
View current status information for previously submitted W-2s.

Create Form W-2 Online

Enter Form W-2
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Resume Unsubmitted W-2s
Continue processing your unsubmitted W-2s

Download Submitted W-2s
Download a printable version of your subrmitted 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 W-2 Online vithin 30 days of
the date of submission).

Create Forms W-2c Online
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Create_print. and submit your Forms W-2c and Form W-3c for previously submitted and processed Tax Year
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Step 7:
Select the Resume Unsubmitted W-2s link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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The system displays the Wage Reporting Attestation page.
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Step 8:
Select the I Accept button after reading the conditions on the Wage Reporting Attestation page. The system displays the W-2 Online Unsubmitted Reports for Tax Year 2008 page.

(To return to the BSO Main Menu page, select the I DO NOT Accept button.)
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Step 9:
Select the View/Edit button for the specific report to view or modify the report. The system displays the W-2 Online Data Review for Tax Year 2008 page (To delete the report, select the Delete button for the specific report. The system requests a confirmation of the delete.). Additional options include the following:


Start a New Report button to start a new W-2 Online wage report.


BSO Main Menu button to Return to the BSO Main Menu.
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NOTE


If you have saved 50 reports, the “Start New Report” button may not display until you delete an existing unsubmitted report.
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NOTE


The New W-2 button (on the W-2 Online Data Review page for Tax Year 2008 page) will not be displayed if you have the maximum number of unsubmitted W-2s (20) per report.
Step 10: Select the Go to W-3 button. The system displays the W-2 Online Form W-3 for Tax Year 2008 page.
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ed this return and accompanying documents and, to the best of my knowledge and belief, they are true, correct, and complete.

s true and wish to submit my annual wage report to Social Security Adm now.

Submit this Tax Year 2008 wage report to the Social Secu istration.

ity Ads
Your Form W3 must recancile with the Forms 941, 943, 944, or Schedule H that you filed with the Internal Revenue Senvice

Note: You will be given an opportunity to download & deta file needed to print your Form W-3 and Forms W-2.
No test feature is provided for W-2 Oniine. Selecting this button will cause your data to be submitted.

Pi

it your unsubmitted Tax Year 2008 wage report.

Note: Selecting this option wil not submit your wage report to the Social Security Administration

Return to the W-2 Onl

ine Data Review Page to review and/or edit your wage report.




Step 11: Select one of the following options on the W-2 Form W-3 for Tax Year 2008 page:

Submit Wage Report button to send the W-2/W-3 data to SSA.
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The Submitter’s EIN Confirmation page is displayed where there are multiple EINs associated with the submitters User ID.

[image: image32.png]Employer Identification Number
Your User D is associated with muliple Emplayer Identification Nurbers (EIN).

Please select a submitter EIN for this file:





Print Wage Report button to print your unsubmitted wage report from the W-2 Online Report Print page.
Return to W-2 Online Data Review Page button to return to the W-2 Online Data Review Page to review and/or edit your wage report.

Lesson 3: Download Submitted Forms W-2

Follow the instructions below to download an Adobe file containing Forms W-2 and W-3 for a W-2 Online report submitted within the last 30 days.
[image: image57.emf]   

NOTE


Submitted wage report files are available for 30 days or until December 31, whichever comes first.
Step 1:
Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.
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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
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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 link on the BSO Welcome page. Log In to BSO page.
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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 to display the BSO Main Menu page (To return to the BSO 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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Change your password
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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 Menus page, select the BSO Main Menu button.)
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Step 7:
Select the Download Submitted W-2s link.
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The system displays the Wage Reporting Attestation page.
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Step 8:
Select the I Accept button after reading the conditions defined on the Wage Reporting Attestation page. The system displays the W-2 Online Download for Tax Year 2008 page.

(To return to the BSO Main Menu page, select the I DO NOT Accept button.)
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‘W-2 Online
Download for Tax Year 2008

Right-click on the WFID (or tab to it and press Shift + F10) and select Save Asto download your W-2/W-3 file. Depending on your computer's configuration, this download could
take 5 minutes or longer. You will ieed Adobe Acrobat Reader to print your Forms \W-2 and Form WW-3. Acrobat Reader version 5.0 is recommended. Ifthis software is not
installed on your computer, fallow this link to download it from Adobe's free download page

Note: You can also open the file in Acrobat Reader from its current location without downloading it. To open the file from its current location, left-click on the WFID
(or tab to it and press Enter).

WFID  Date Submitted Purge Date
KvS4s0.pdf  08/05/2008  09/04/2008
KvS4slpdf  08/05/2008  09/04/2008
Kvs4gz.pdf  08/13/2008  09/12/2008

KvSS4s.pdf  08/18/2008  09/17/2008
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Step 9: 
Right-click the WFID link you wish to download (The system displays the W-2/W-3 in Adobe Acrobat Reader).
Step 10: Select the Save Target As option from the browser menu to download the file onto your computer. If you wish to view the file before choosing to save, instead select Open in New Window.

Adobe Acrobat Reader is required to view your downloaded wage file. If you do not have Adobe Acrobat Reader on your computer, you can download it by pointing your browser to http://www.adobe.com.


Step 11: Select the BSO Main Menu button to return to the BSO Main Menu page.
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