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BSO Tutorial for Tax Year 2008

Submit aWage File

Contains the following lessons:

. Submit aW-2 Wage File

. Submit aW-2c Wage File

. Submit a Resubmission File
. Submit a Reconciliation File
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LESSON 1: SUBMIT A W-2 WAGE FILE

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

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

Social Security Online Business Services Online
http:iival.ssa.govl Home | Questions? Contact Us Search _ '
Online Services Availability Business Services Online BSO HELP
Monday-Friday. 5 AM - 1 AM EST . - .
Saturday: 5 AN - 11 PM EST Welcome to Business Services Online

Sunday: 8 AM - 11:30 PM EST

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

Effective as of Octaber 2007, your Personal Access various BSO services and functions.
Identification Number (PIN) is now referred to as
your User 1D 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.

. 550\?'““”"1 222 Fling Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and
° %W trati display the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
= Ydeo - Sofware Demonsiration Maintenance” to request activation of additional services and functions, deactivate your User ID, and/or change your password or

Tutoral contact information
Emplover Information
Suite of Services

.
.
.
« Apply For EIN
.
.
.

Informacién para el Empleador en Espariol
Navigation

Online Security Polic Login to Business Services Online hers
The Privacy Act and the Freedom of

T New user? Register for Business Services Online here

e ContactUs

» Electronic Records Express Complete Phone Registration what is this? Complete Phone Registration
« Government to Government Services
Online
News Explanation of BSO Services

Reporting Wages to the SSA
o Wage News
o Electronic Records Express News
« Social Security Number Verification News
.
.

Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly
keying W-2 and W-2c information inta 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. Additionally, 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 Repering 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 Secial Security Numbers

Form SSA-1694 Request for Business Entity Taxpayer Information

Business entities that have attorney and/or non-atforney 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 ta complete the Form SSA-1694.

More information about the Aftormey Fee Senvice

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

TSA.gv

Vebsite Policies & Other Important Information | Site Map need Larger Text?

or modified esday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to
BSO page.

Social Security Administration Page 1
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Social Security Online Business Services Online
www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
LogIn to BSO BSO HELP
ESO Welcome > Login

Online Services Availability

® lMonday-Friday: 5 AM -1 AMEST

® Saturday: 5 AM - 11 PMEST User ID:

& Sunday: 8 AM - 11:20 PM EST to a5 FIN)

Password: Forgot your password?
[DONT USE YOUR BROWSER'S BACK BUTTON | )

| understand that the Social Security Administration (SSA) will validate the information |
Effective October 2007, your Personal provide against the information in SSA's files.
Identification Mumber (PIN) is now referred to | certify that:
as your User ID. ° B

« lunderstand that | may be subject to penalties if | submit fraudulent information | agree
that | am responsible for all actions taken with my User ID.

Need io complete your phone registration? i i
| understand that SSA may prevent me from using these services if SSA determines or

suspects there has been misuse of the services.

| am aware that any persan wha knawingly and willingly makes any representation to
falsely obtain information from Social 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.

| am authorized to do business under this User [D.

By checking the box below you certify that you have read, understand and
agree to the user certification of Business Services Online.

[ | Accept

Have a question? Call 1-600-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time o 5 i Employer C
s onnel. For 3250778

-80H

‘Www_socialsecurity.gov formation | Keyboard Navigation

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 L ogin button to display the BSO Main Menu page (To return to
the BSO Welcome page, select the Cancel button.).

Social Security Administration Page 2
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Sockil Security Oniize Business Services Online

www_socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu LOGOUT | BSO HELP
Online Services Availability
_ Welcome, JANE DOE
o Monday-Friday: 5 AM-1AME ' A
o Saturday: S Al - 11 PMET Your passward expires on September 15, 2008

Sunday: 8 AM - 11:30 PM ET . N
Report Wages To Social Security
|DON‘T USE YOUR BROWSER'S BACK BUTTON Submit, download or process W-2s and W-2cs

View submission status. acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services Online, you must
first request access to that service. To request
access to BSO services, select "Account " - -

Maintenance". From the Account Maintenance  VIEW File / Wage Report Status with Name / SSN Errors

page, select "Request Access to BSO View report status, errors and notice information
Services".

Social Security Numbers Verification Service
Request online 3SN verification, or
Submit files for SSN verification

Form S8A-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 senvices
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 lMonday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
rsonnel. For TDO/TTY

‘www.socialsecurity.gov

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

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

Report Wages To Social Security
Submit, download or process W-2s and W-2cs

“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions

The system displays the Report Wages to Social Security page.

Social Security Administration Page 3
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Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Fiine Report Wages to Social Security LOGOUT | BSO HELP

BSO Main Menu > Report Wages to Sccial Security

Online Services Availability
o MondayFrisay: s a1 aner  SuUbMIt or Resubmit Wage File, W-2 Online, and W-2¢ Online and

o Saturday: 5 AN - 11 P ET View Submission Status
= Sunday: & AM - 11:30 PM ET

Resubmission Notice Processing

DON'T USE YOUR BROWSER'S
BACK BUTTON

Acknowledge resubmission notices and request resubmission extensions

BS0 Main Menu

Have a question? Call 1-800-772-6270 Monday threugh
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service per=zonnel. For TOD/TTY call 1-800-325-0778.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 6: Select Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View
Submission Statuslink on the Report Wagesto Social Security page.

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

Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and
View Submission Status

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

Social Security Administration Page 4
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Social Security Online

www.socialsecurity.gov

Online Services Availability

= Monday-Friday: 5 AM-1ANMET
& Saturday: 5 AM- 11 PM ET
& Sunday: 8 AM - 11:30 PM ET

DON'T USE YOUR BROWSER'S
BACK BUTTON

www_socialsecurity.gov

Business Services Online

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

Submit or Resubmit Wage File, W-2 Online, and
W-2¢ Online and View Submission Status

BS0 Main Menu = Report Wages to Social Security » Submit or Resubmit Wi

LOGOUT | BSO HELP

Online and View Submission

Cnline, and

g= Fils

Status

Submita W-2 Wage File

Send an electronic file that contains annual wage data in the EFW2 format. You may submit a new EFW2
submission, an EFW2C submission to correct previous reports. or, if a Resubmission Notice has been received.
resubmit a file that has been returned because Social Security was unable to process the file successfully. (Note:
This link should not be used to submit wage reports created using W-2 Online or W-2c Online.

View Submission Status Information

View current status information for previously submitted VW-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 VW-2s.

Download Submitted W-2s

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

Create Forms W-2c Online

Enter Forms W-2¢
Create, print. and submit your Forms VW-2c and Form W-3c¢ for previously submitted and processed Tax Year
2007 W-2s. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubmitted YW-2cs.

Download Submitted W-2¢

Download a printable version of your submitted Forms W-2¢ 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 submission).

BS0 Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TOOATY call 1-800-325-0778

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

STEP 7: Select Submit a W-2 Wage File link on the Submit or Resubmit Wage File, W-2
Online, and W-2c Online and View Submission Status page. (To return to the BSO
Main Menu page, select the BSO Main Menu button.)

Social Security Administration Page 5
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Submit a W-2 Waqge File

Send an electronic file that containg annual wage data in the EFYW2 farmat. You may submit a new EFYW2 submission, an
EFW2C submission to correct previous reports, or, if @ Resubmission MNotice has been received, resubmit a file that has
been returned because Social Security was unable to process the file successfully. (Note: This link should not be used to
submit wage reports created using WW-2 Online or W-2c Online.

The system displays the Wage Reporting Attestation page.

ﬁm}\ Social SecurityOnline

5

~hi- Business Services Online
Wage Reporting Attestation
User Certification for Wage Reporting via 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 either attest to the accuracy of
the data and/or transmit wage information and to receive employee wage information for the employer.

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

I Accept | [ 1DO NOT Accept

STEP 8: Select the | Accept button after reading the conditions defined on the Wage Reporting
Attestation page. The system displays the Before Y ou Start page.

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

Social Security Administration Page 6
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iii- Business Services Online

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

4 BSO Help

Before You Start
Mame: BILL BREESE
Steps: 1. Before You Start 2. What's inthe File? 3. SubmitYourFile 4. Cenfirmation

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

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

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

What do these programs check?

Which errors are most critical to fix?

Download AccuWage Download AccuW2C

2. Zip Your File

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

WinZip and PKZip are examples of acceptable compression packages

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

Do not repeat the employer record for each W-20W-2c. If yvour organization files on behalf of multiple employers. include no more than 1 million RV

records or 50,000 RE records per submission. If your organization files on behalf of multiple employers. include no more than 500,000 RCW records
or 25.000 RCE records per submission. Following these guidelines will help to ensure that your wage data is processed in a timely manner

Quit without =ending

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

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

STEP 9: Select the Continue button after verifying that you have ensured the quality of your
submission and properly compressed your file(s). The system displays the What's in
the File? page.

(To return to the BSO Main Menu page, select the Quit without sending button.)

Social Security Administration Page 7
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,f’mm Social'SeaJ_titvDrﬂine ) )
=il - Business Services Online

Social Security’'s Business Services Online (BSO,

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

4 BSO Help

What's In the File?
Mame: BILL BREESE

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

Please select the type of wage report you are submitting.
@ Mew W-2s/\W-3s for current or previous tax year (EFW2)
O New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

O Resubmission ta carrect errers that prevented SSA from processing a previously submitted file
(Select only if you have received a Resubmission Motice)

Have you received a Reconciliation letter?

[ ¥ES, 1 am uploading this file because | received a letter saying the meney amounts reported to the IRS (944) did not match the
amounts reported to S5A (W-3).

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

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

STEP 10: 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 12.

Employer ldentification Number

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

Please select a submitter EIN for this file: | UINMNRIIER

STEP 11: Select the New W-25/W-3s for current or previous tax year (EFW2) radio button
and select the Continue button to access the Submit Your File page (The Back to

Step 1 button displays the Before You Start page and the Quit without sending
button displays the BSO Main Menu page.).

Social Security Administration Page 8
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“iih: Business Services Online

BSO Main Menu | BSO Information | Contact Us |Keyboard Mavigation | Logout

4 BSO Help

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

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

Selectfile: Browss...
Quit witheut 2ending ]

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

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

STEP 12: Type the name of the file in the Select file field or select the Browse button to the
right of the field to select thefile.

STEP 13: Select the Submit button to submit the file to SSA (The Previous Page button
displays the What' s in the File? page and the Quit without sending button displays the
BSO Main Menu page.). After displaying the Submission in Progress window (for
large files), the system displays the Confirmation — Y our File Was Received page with
a pop-up window for the option to request print of the confirmation.

STEP 14: Select the OK button in the pop-up window to print the Confirmation — Y our File Was
Received page. Otherwise, select the Cancel button to close the pop-up window.

At thistime, print this page and check the size of your file.

Social Security Administration Page 9
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ﬁﬁ\ Social SecurityOnline

~ui- Business Services Online

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

4 BSO Help

File Submission Confirmation
MName: BILL BREESE
Steps: 1. Before You Start 2. Whats inthe File? 3. SubmitYour File 4. Confirmation
Your submission was successful. Use your browser menu to save or print this acknowledgment of receipt for your records, as procf of your filing date, and to keep a record of the
\Wage File Identifier for checking the processing status.

Receipt Date: 07/31/2008 02:49 PM Eastern Standard Time Wage File ldentifier (WFID): KVS434
Employer Identification Humber (EIN): 112132133 Your File Name: MNew WinZip File ZIP
File Size: 140 bytes (0.1 Kb} Assigned File Name: 11B7A742ACAGTEDT_2009KVS43401

Check the size of your file. How?
Ifitis not the same as the file size shown on your computer, there may have been a problem with fransmission. Please contact B3O Technical Assistance at 1-888-772-2970. For

TDLUTTY call 1-800-325-0778

Vihat to expect:
You can check the status online at any time. However, allow 1-8 weeks for Social Security to complete the processing of your file, depending on the time of vear.

Thank you for submitting your report using Business Services Online.

[ submitAnotherFie | [ BSO0 Main Menu_ ]

Have a question? Call 1-800-772-6270 to speak with Employer Customer Serice personnel
For TDD/TTY call 1-800-325.0778.

BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation | Logout

STEP 15: To submit another file, select the Submit Another File button to return to the What's
in the File? page. To return to the BSO Main Menu page, select the BSO Main
M enu button.

If a communications disruption occurs while you are submitting a wage file,
log in again and select the View File/Wage Report Status [with or without]
Name/SSN Errors link from the BSO Main Menu page to determine whether
the file transfer was successful. If the submission is not displayed, you will
have to submit it again. Select the same submission type that you initially
selected.

Social Security Administration Page 10
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LESSON 2: SUBMIT A W-2C WAGE FILE

Follow the instructions below to submit a corrected W-2 wage file to the Social Security
Administration. For information on preparing formatted Electronically Filing Wage W-2c data
files (EFW2C, formerly MMREF-2), select the link for Specifications for Filing Forms W-2c
Electronically (EFW2C) at www.social security.gov/employer/pub.htm.

STEP 1: Point your browser to the BSO Welcome page:
www .soci al security.gov/bso/bsowel come.htm.

STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to
BSO page.

PR Business Services Online
www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
LogInto BSO BSO HELP
> Logil

Online Services Availability

® londay-Friday. § AM - 1 AMEST

® Saturday: 5AM - 11 PM EST User ID:

® Sunday: 8 AM - 11:30 PM EST lfermesly refemed te 25 FIN)

Password:
[DON'T USE YOUR BROWSER'S BACK BUTTON et e s
| understand that the Social Security Administration (SSA) will validate the information |

Effective October 2007, your Personal rovide against the information in SSA's files.
Identification Mumber (PIN) is now referred to \pcer'[if\,’ thgt'

as your User ID.

« lunderstand that | may be subject to penalties if | submit fraudulent information. | agree
that | am responsible for all actions taken with my User ID.
Meed to complete your phone regisiration?

+ lunderstand that SSA may prevent me from using these services if SSA determines or
suspects there has been misuse of the services.

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

« | am 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 cerntification of Business Services Online.

O | Accept

Have a question? Call 1-800-772-6270 Honday through
Friday, 7:00 a.i 0 p.m. Eastern Time to speak with Employer Customer
Ser sonnel. For TOD/TTY call 1-800-325-0778

'www._socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User 1D 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.).

Social Security Administration Page 11
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Social Sepmity Ontie Business Services Online

‘www.socialsecurity.gov

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

Main Menu LOGOUT | BSO HELP
Online Services Availability
- Welcome, JANE DOE
® londay-Friday: S AM -1 AME !
o Saturday: S AN - 11 P ET Your password expires on September 15, 2008

Sunday: & AW - 11:30 PM ET . .
Report Wages To Social Security
|DON‘T USE YOUR BROWSER'S BACK BUTTON ‘ Submit. download or process W-2s and VW-2cs

View submission status. acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services Onling, you must
first request access to that service. To request
access to BSO services, select "Account - - N

Maintenance”. From the Account Maintenance View File / Wage Report Status with Name / SSN Errors

page, select "Request Access to BSO View report status, errors and notice information
Services".

Social Security Numbers Verification Service
Request online SSN verification, or
Submit files for SSM verification

Form $8A-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 serices
Change your password
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TOD/TTY call 1-800-325-0778.
‘www.socialsecurity.gov

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

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

REDOI’T Waqes To Social SECUI'iW
Subrnit, download or process W-2s and W-2cs

“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions

The system displays the Report Wages to Social Security page.

Social Security Administration Page 12
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SocalSemiyomtine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

By Report Wages to Social Security LOGOUT | BSO HELP

BS0Q Main Menu > Report Wagses to Socizl Sscurity

Online Services Availability

o MondayFrisay s a1 aner  SuUbMIt or Resubmit Wage File, W-2 Online, and W-2¢ Online and

e Saturday: S AM- 11 PMET View Submission Status
* Sunday: & AM - 11:30 PM ET

Resubmission Notice Processing

DON'T USE YOUR BROWSER'S
BACK BUTTON Acknowledge resubmission notices and request resubmission extensions

BS0 Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TODTTY call 1-800-325-0778.

www.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 6: Select Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View
Submission Status link on the Report Wagesto Social Security page.

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

Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and
View Submission Status

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

Social Security Administration Page 13
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Social Security Online

www_socialsecurity.gov

Online Services Availability

Business Services Online

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

Submit or Resubmit Wage File, W-2 Online, and

LOGOUT | BSO HELP

& WMonday-Friday: 5 AM - 1 AM ET
= Saturday: 5 AM-11 PM ET
& Sunday: & AM - 11:30 PM ET

DON'T USE YOUR BROWSER'S
BACK BUTTON

www.socialsecurity.gov

Tl W-2¢ Online and View Submission Status
BSC Main Menu > Report Wages te Social Security = Submit or Resubmit Wage File, W-2 Cnling, snd W-2Zc Cnline 2nd View Submizsicn
Status

Submit a W-2 Wage File
Send an electronic file that contains annual wage data in the EFW2 farmat. You may submit a new EFW2
submission, an EFW2C submission to correct previous reports. or, if a Resubmission MNotice has been received
resubmit a file that has been returned because Social Security was unable to process the file successfully. (Note:
This link should not be used to submit wage reports created using W-2 Online or W-2c Online.

View Submission Status Information

View current status information for previously submitted VW-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-25

Download a printable version of your submitted Forms W-2 and Form VW-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 within 30 days of
the date of submission).

Create Forms W-2c Online

Enter Forms W-2c¢
Create. print, and submit your Farms VW-2c and Form WW-3c for previously submitted and processed Tax Year
2007 W-2s. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubmitted YW-2cs.

Download Submitted W-2¢

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

BSO Main Menu

Hawe a guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service persennel. For TODATY call 1-800-325-0778

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

STEP 7: Select Submit a W-2 Wage File link on the Submit or Resubmit Wage File, W-2
Online, and W-2c Online and View Submission Status page.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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Submit a W-2 Wage File

Send an electronic file that containg annual wage data in the EFYW2 format. You may submit a new EFW2 submission, an
EFW2C subrission to correct previous reports, or, if @ Resubmission Motice has been received, resubmit a file that has
been returmed because Social Secunty was unable to process the file successfully. (Mote: This link should not be used to
submit wage reports created using W-2 Online or W-2c Online.

The system displays the Wage Reporting Attestation page.

Py Sodial SecurityOnline

=i Business Services Online
Wage Reporting Attestation
User Centification for Wage Reporting via 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 either attest to the accuracy of
the data and/or transmit wage information and to receive employee wage information for the employer.

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

I Accept | [ 1DO NOT Accept

STEP 8: Select the | Accept button after reading the conditions defined on the Wage Reporting
Attestation page. The system displays the Before Y ou Start page.

(To return to the BSO Main Menu page, select the | DO NOT Accept button.)
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ﬁ\ﬁk Sodal.Seau:itv()nljne ) )
Business Services Online

Social Security's Business Services Online (BSO,

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

4 BSO Help

Before You Start
Mame: BILL BREESE

Steps: 1. Before You Start 2. What's inthe File? 3. SubmitYourFile 4. Cenfirmation

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

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

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

What do these programs check?

Which errors are most critical to fix?

Download AccuWage Download AccuW2C

2. Zip Your File

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

WinZip and PKZip are examples of acceptable compression packages

Do not put more than one wage file (EFVW2 format) into a zip file because a unique identifier will be assigned to each one

Do not repeat the employer record for each W-2/W-Zc. If your organization files on behalf of multiple employers. include no mare than 1 millian RVY

records or 50,000 RE recerds per submission. If your erganization files on behalf of multiple employers. include no more than 500,000 RCW records
or 25,000 RCE records per submission. Following these guidelines will help to ensure that your wage data is processed in a timely manner

Quit without sending

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

BSO Main Menu | BSO Information | Contact Us |Keyboard MNavigation | Logout

STEP 9: Select the Continue button after verifying that you have ensured the quality of your
submission and properly compressed your file(s). The system displays the What's in
the File? page.

(To return to the BSO Main Menu page, select the Quit without sending button.)
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s Social SecurityOnline !
~ii- Business Services Online

Social Security's Business Services Online (BSO,

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

4 BSO Help

What's In the File?
Mame: BILL BREESE

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

Please select the type of wage report you are submitting.

& Mew W-2s/\W-3s for current or previous tax year (EFV/2)

O New W-2cs/W-3cs to correct mistakes on previeusly processed W-2 forms (EFW2C)

(O Resubmission ta correct errors that prevented SSA from processing a previously submitted file

(Select only if you have received a Resubmission Motice)
Have you received a Reconciliation letter?

[1 YES, | am uplzading this file because | received a letter saying the money amounts reported to the IRS (941) did not match the
amounts reported to S5A (W-3).

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

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

STEP 10: 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 12.

Employer ldentification Number

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

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

STEP 11: Select the New W-2cs/W-3cs to correct mistakes on previously processed W-2
forms (EFW2C) radio button and select the Continue button to access the Submit

Your File page (The Back to Step 1 button displays the Before Y ou Start page and
the Quit without sending button displays the BSO Main Menu page.).
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Please select the type of wage report you are submitting.
O Mew W-2s/W-3s for current or previous tax year (EFW2)
® MNew W-2cs/\W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

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

. Sodial SecurityOnline
»ii- Business Services Online

BSO Main Menu | BSO Information | Contact Us |Keyboard Mavigation | Logout

4 BSO Help

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

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

Selectfile:
Quit witheut 2ending ]

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

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

STEP 12: Type the name of the file in the Select file field or select the Browse button to the
right of the field to select thefile.

STEP 13: Select the Submit button to submit the file to SSA (The Previous Page button
displays the What's in the File? page and the Quit without sending button displays
the BSO Main Menu page.). After displaying the Submission in Progress window (for
large files), the system displays the Confirmation — Y our File Was Received page with
a pop-up window for the option to request print of the confirmation.

STEP 14: Select the OK button in the pop-up window to print the Confirmation — Y our File Was
Received page. Otherwise, select the Cancel button to close the pop-up window.
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At thistime, print this page and check the size of your file.

-, Social Security Online
=i - Business Services Online

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

4 BSO Help

File Submission Confirmation
Mame: BILL BREESE
Steps: 1. Before You Start 2. Whats inthe File? 3. Submit Your File 4. Confirmation
Your submission was successful. Use your browser menu to save or print this acknowledgment of receipt for vour records, as proof of your filing date, and to keep a recard of the
WWage File Identifier for checking the processing status.

Receipt Date: 07/31/2008 02:49 PM Eastern Standard Time Wage File Identifier (WFID): KV3434
Employer Identification Number (EIN): 112132133 Your File Name: Mew WinZip File.ZIP
File Size: 140 bytes (0.1 Kb} Assigned File Name: 11BTA742ACAGTEDT_2009KV543401

Check the size of your file. How?
Ifitis notthe same as the file size shown on your computar, there may have been a problem with ransmission. Please contact BSO Technical Assistance at 1-888-772-2970. For

TODDUTTY call 1-800-325-0778.

VWhat to expect:
‘You can check the status onling at any time. However, allow 1-6 weeks for Social Security to complete the processing of vour file, depending on the time of vear.

Thank you for submitting your report using Business Services Online.

{ Submit Another File ][ BSO Main Menu ]

Have a question? Call 1-800.772-6270 to speak with Employer Customer Semvice personnel
For TDD/TTY call 1-800-325-0778.

BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation | Logout

STEP 15: To submit another file, select the Submit Another File button to return to the What's
in the File? page. To return to the BSO Main Menu page, select the BSO Main Menu
button.

If a communications disruption occurs while you are submitting a wage file,
log in again and select the View File/Wage Report Status [with or without]
Name/SSN Errors link from the BSO Main Menu page to determine whether
the file transfer was successful. If the submission is not displayed, you will
have to submit it again. Select the same submission type that you initially
selected.
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LESSON 3: SUBMIT A RESUBMISSION FILE

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

STEP 1: Point your browser to the BSO Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to
BSO page.

Social Security Online Business Services Online

'www._socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

LogIn to BSO BSO HELP

Online Services Availability

& londay-Friday: § AM -1 AMEST

® Saturday: S AM - 11 PM EST User ID:
® Sunday: & AM - 11:30 PM EST {forme: emed to as PIN}
Password:
[DON'T USE YOUR BROWSER'S BACK BUTTON | ot e it
| understand that the Social Security Administration (SSA) will validate the information |
Effective October 2007, your Personal provide against the information in SSA's files.

Identification Mumber (PIN) is now referred to | certify that:
as your User ID. i B

« | understand that | may be subject to penalties if | submit fraudulent information. | agree
that | am responsible for all actions taken with my User ID.
Meed 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.

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

« | am 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 certification of Business Services Online.

[ | Accept

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to T:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TOD/TTY call 1-800-325-0778

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

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.).

STEP 5: Select the Report Wagesto Social Security link on the BSO Main Menu page.
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Report Wages To Social Security
Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions

The system displays the Report Wagesto Socia Security page.

SocalSemiyomtine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Report Wages to Social Security LOGOUT | BSO HELP

BS0Q Main Menu > Report Wagses to Socizl Sscurity

Online Services Availability
o MondayFrisay s a1 aner  SuUbMIt or Resubmit Wage File, W-2 Online, and W-2¢ Online and

e Saturday: S AM- 11 PMET View Submission Status
& Sunday: & AM - 11:30 PM ET

Resubmission Notice Processing
DON'T USE YOUR BROWSER'S

BACK BUTTON Acknowledge resubmission notices and request resubmission extensions

BS0 Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TODTTY call 1-800-325-0778.

www.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 6: Select Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and View
Submission Status link on the Report Wagesto Socia Security page.

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

Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and
View Submission Status

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

www.socialsecurity.gov

Online Services Availability

= Monday-Friday: 5 AM-1ANMET
& Saturday: 5 AM- 11 PM ET
& Sunday: 8 AM - 11:30 PM ET

DON'T USE YOUR BROWSER'S
BACK BUTTON

www_socialsecurity.gov

Business Services Online

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

Submit or Resubmit Wage File, W-2 Online, and
W-2¢ Online and View Submission Status

BS0 Main Menu > Report Wages te Social Security > Submit or Resubmit Wags Fils

LOGOUT | BSO HELP

Online and View Submission

Cnline, and

Status

Submita W-2 Wage File

Send an electronic file that contains annual wage data in the EFW2 format. You may submit a new EFW2
submission, an EFW2C submission to correct previous reports. or, if a Resubmission Notice has been received.
resubmit a file that has been returned because Social Security was unable to process the file successfully. (Note:
This link should not be used to submit wage reports created using W-2 Online or W-2c Online.

View Submission Status Information

View current status information for previously submitted VW-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 VW-2s.

Download Submitted W-2s

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

Create Forms W-2c Online

Enter Forms W-2¢
Create, print. and submit your Forms VW-2c and Form W-3c¢ for previously submitted and processed Tax Year
2007 W-2s. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubmitted YW-2cs.

Download Submitted W-2¢

Download a printable version of your submitted Forms W-2¢ 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 submission).

BS0 Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
ergonnel. For TODATY call 1-800-325-0778

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

STEP 7: Select Submit a W-2 Wage File link on the Submit or Resubmit Wage File, W-2
Online, and W-2c Online and View Submission Status page.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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Submit a W-2 Wage File

Send an electronic file that containg annual wage data in the EFYW2 format. You may submit a new EFW2 submission, an
EFW2C subrission to correct previous reports, or, if @ Resubmission Motice has been received, resubmit a file that has
been returmed because Social Secunty was unable to process the file successfully. (Mote: This link should not be used to
submit wage reports created using W-2 Online or W-2c Online.

The system displays the Wage Reporting Attestation page.

ﬁm}\ Social SecurityOnline

~hi- Business Services Online
Wage Reporting Attestation
User Certification for Wage Reporting via 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 either attest to the accuracy of
the data and/or transmit wage information and to receive employee wage information for the employer.

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

I Accept | [ 1DO NOT Accept

STEP 8: Select the | Accept button after reading the conditions defined on the Wage Reporting
Attestation page. The system displays the Before Y ou Start page.

(To return to the BSO Main Menu page, select the | DO NOT Accept button.)
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ﬁ\ﬁk Sodal.Seau:itv()nljne ) )
Business Services Online

Social Security's Business Services Online (BSO,

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

4 BSO Help

Before You Start
Mame: BILL BREESE

Steps: 1. Before You Start 2. What's inthe File? 3. SubmitYourFile 4. Cenfirmation

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

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

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

What do these programs check?

Which errors are most critical to fix?

Download AccuWage Download AccuW2C

2. Zip Your File

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

WinZip and PKZip are examples of acceptable compression packages

Do not put more than one wage file (EFVW2 format) into a zip file because a unique identifier will be assigned to each one

Do not repeat the employer record for each W-2/W-Zc. If your organization files on behalf of multiple employers. include no mare than 1 millian RVY

records or 50,000 RE recerds per submission. If your erganization files on behalf of multiple employers. include no more than 500,000 RCW records
or 25,000 RCE records per submission. Following these guidelines will help to ensure that your wage data is processed in a timely manner

Quit without sending

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

BSO Main Menu | BSO Information | Contact Us |Keyboard MNavigation | Logout

STEP 9: Select the Continue button after verifying that you have ensured the quality of your
submission and properly compressed your file(s). The system displays the What's in
the File? page.

(To return to the BSO Main Menu page, select the Quit without sending button.)
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Py Social Security Online
'ilh

- Business Services Online

Social Security's Business Services Online (BSO,

z

LH

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

4 BSO Help

What's In the File?
MName: BILL BREESE

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

Please select the type of wage report you are submitting.

@ Mew W-2s/\W-3s for current or previous tax year (EFW2)

O New W-2cs/W-3cs to correct mistakes on praviously processed W-2 forms (EFW2C)

' Resubmission to carrect errors that prevented SSA from processing a previously submitted file

(Select only if you have received a Resubmission Notice)
Have you received a Reconciliation letter?

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

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

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

STEP 10: If multiple 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 12.

Employer Identification Number

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

Please select a submitter EIN for this file: | {URINRIIRE ~

STEP 11: Select the Resubmission to correct errorsthat prevented SSA from processing a

previously submitted file radio button (Select only if you received a Resubmission
Notice). The system will activate the fields below the Resubmission radio button.
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Please select the type of wage report you are submitting.
O New W-2s/\W-3s for current or previous tax year (EFV/2)
O New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C)

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

Please enter the following information from the Resubmission Motice
Original receipt year (not Tax Year)

Wage File ldentifier (WFID)

STEP 12: Select the original receipt year in the Original Receipt Year (not Tax Year) from

the drop-down menu. This should match the Receipt Y ear given on the Resubmission
Notice.

STEP 13: Enter the WFID in the WFID field.

STEP 14: Select the Continue button to access the Submit Y our File page (The Back to Step 1

button displays the Before You Start page and the Quit without sending button
displays the BSO Main Menu page.).

- Business Services Online

Social Security's Business Services Online (BSO,

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

4 BSO Help

Submit Your File
Mame: BILL BREESE

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

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

Selectfile:
Quit witheut 2ending ]

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

BSO Main Menu | BSO Information | Contact Us |Keyboard Mavigation | Logout

STEP 15: Type the name of the file in the Select file field or select the Browse button to the
right of the field to select thefile.
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STEP 16: Select the Submit button to submit the file to SSA (The Previous Page button
displays the What's in the File? page and the Quit without sending button displays
the BSO Main Menu page.). After displaying the Submission in Progress window
(for large files), the system displays the Confirmation — Your File Was Received
page with a pop-up window for the option to request print of the confirmation.

STEP 17: Select the OK button in the pop-up window to print the Confirmation — Y our File Was
Received page. Otherwise, select the Cancel button to close the pop-up window.

At thistime, print this page and check the size of your file.

.. Social SecurityOnline
- Business Services Online

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

4 BSO Help

File Submission Confirmation
MName: BILL BREESE
Sleps: 1. Before You Start 2. What's inthe File? 3. SubmitYour File 4. Confirmation
Your submission was successful. Use your browser menu to save or print this acknowledgment of receipt for your records, as proof of your filing date, and {o keep a record of the
\Wage File Identifier for checking the processing status

Receipt Date: 07/31/2008 02:49 PM Eastern Standard Time Wage File ldentifier (WFID): KV5434
Employer Identification Humber (EIN): 112132133 Your File Name: MNew WinZip File ZIP
File Size: 140 bytes (0.1 Ki) Assigned File Name: 11B7A742ACAGTEDT_2009K V242401

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

TDDITTY call 1-800-325-0778.

VWhat to expect:
“ou can check the status online at any time. However, allow 1-8 weeks for Social Security to complete the precessing of your file, depending an the time of year.

Thank you for submitting your report using Business Services Online.

{ Submit Another File ][ BS0 Main Menu ]

Have a question? Call 1-800-772-6270 to speak with Employer Customer Serice personnel
For TDD/TTY call 1-600-325-0778.

BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation | Logout

STEP 18: To submit another file, select the Submit Another File button to return to the What’s
in the File? page (To return to the BSO Main Menu page, select the BSO Main
M enu button.).
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If a communications disruption occurs while you are submitting a wage file, log
in again and select the View File/Wage Report Status [with or without]
Name/SSN Errorslink from the BSO Main Menu page to determine whether the
NOTE file transfer was successful. If the submission is not displayed, you will have to
submit it again. Select the same submission type that you initially selected.
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LESSON 4: SUBMIT A RECONCILIATION FILE

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

STEP 1. Point your browser to the BSO Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

STEP 2: Select the Log I n button on the BSO Welcome page. The system displays the Log In to
BSO page.

Business Services Online

www_Socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

LogIn to BSO BSO HELP
BSO Welcome > Login

Online Services Availability

® Monday-Friday: 5 AM - 1 AMEST

« Saturday: 5 AM - 11 PM EST User ID:
& Sunday: 8 AM - 11:30 PM EST (formerly referad to 55 FIN)
Password:
[DON'T USE YOUR BROWSER'S BACK BUTTON ot mmee semsition)
| understand that the Social Security Administration (SSA) will validate the information |
Effective October 2007, your Personal provide against the information in S5A's files.

Identification Number (PIN) is now referred to | certify that
as your User ID. ° B

« | understand that | may be subject to penalties if | submit fraudulent information. | agree
that | am responsible for all actions taken with my User ID.
MNeed to complete your phone registration?

« | understand that SSA may prevent me from using these services if SSA determines or
suspects there has been misuse of the services.

« | am aware that any person wha knowingly and willingly makes any representation ta
falsely obtain information from Social Security records and/or intends to deceive the
Sacial Security Administration as to the frue identity of an individual could be punished
by a fine or imprisonment, or bath.

« | am 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 certification of Business Services Online.

[ | Accept

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a. 0 p.m. Eastern Time to speak with Employer Customer
Se ersonnel. For TDD/TTY call 1-800-325-0778

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

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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Sockil Security Oniize Business Services Online

‘www_socialsecurity.gov

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

Main Menu LOGOUT | BSO HELP
Online Services Availability
_ Welcome, JANE DOE
o Monday-Friday: 5 AM-1AME ' A
o Saturday: S Al - 11 PMET Your passward expires on September 15, 2008

Sunday: 8 AM - 11:30 PM ET . N
Report Wages To Social Security
|DON‘T USE YOUR BROWSER'S BACK BUTTON Submit, download or process W-2s and W-2cs

View submission status. acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services Online, you must
first request access to that service. To request
access to BSO services, select "Account " - -

Maintenance". From the Account Maintenance  VIEW File / Wage Report Status with Name / SSN Errors

page, select "Request Access to BSO View report status, errors and notice information
Services".

Social Security Numbers Verification Service
Request online 3SN verification, or
Submit files for SSN verification

Form S8A-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 senvices
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 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TOD/TTY call 1-600-325-0776
‘www.socialsecurity.gov

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

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

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions

The system displays the Report Wages to Socia Security page.
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SocalSemiyomtine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

By Report Wages to Social Security LOGOUT | BSO HELP

BS0Q Main Menu > Report Wagses to Socizl Sscurity

Online Services Availability

o MondayFrisay s a1 aner  SuUbMIt or Resubmit Wage File, W-2 Online, and W-2¢ Online and

e Saturday: S AM- 11 PMET View Submission Status
* Sunday: & AM - 11:30 PM ET

Resubmission Notice Processing

DON'T USE YOUR BROWSER'S
BACK BUTTON Acknowledge resubmission notices and request resubmission extensions

BS0 Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TODTTY call 1-800-325-0778.

www.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 6: Select Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View
Submission Statuslink on the Report Wages to Social Security page.

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

Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and
View Submission Status

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

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Submit or Resubmit Wage File, W-2 Online, and
W-2c Online and View Submission Status

e

BSO Main Menu > Report Wages te Social Security = Submit or Resubmit Wags File, W-2 Cnlins, and W-2c Cnlins and View Submizsicn

LOGOUT | BSO HELP

Status

Online Services Availability

Monday-Friday: S AN - 1 AN ET Submit a W-2 Wage File

Saturday: 5 AM- 11 PW ET Send an electronic file that contains annual wage data in the EFW2 format. You may submit a new EFW2
submission, an EFW2C submission to correct previous reports, or, if a Resubmission Motice has been received.
resubmit a file that has been returned because Social Security was unable to process the file successfully. (Note:
This link should not be used to submit wage reports created using W-2 Online or W-2c Online.

Sunday: 8 AM - 11:30 PM ET

DON'T USE YOUR BROWSER'S
BACK BUTTON

View Submission Status Information
View current status information for previously submitted VW-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-25
Caontinue processing your unsubmitted VW-2s.

Download Submitted W-2s

Download a printable version of your submitted 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 within 30 days of
the date of submission)

Create Forms W-2c Online

Enter Forms W-2c
Create. print, and submit your Forms W-2c and Form W-3c for previously submitted and processed Tax Year
2007 W-2s. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubmitted W-2cs.

Download Submitted W-2¢

Download a printable version of your submitted 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 YW-2c Online within 30
days of the date of submission).

BSO Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzennel. For TODVTTY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 7: Select Submit a W-2 Wage File link on the Submit or Resubmit Wage File, W-2
Online, and W-2c Online and View Submission Status page.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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Submit a W-2 Wage File

Send an electronic file that containg annual wage data in the EFYW2 format. You may submit a new EFW2 submission, an
EFW2C subrission to correct previous reports, or, if @ Resubmission Motice has been received, resubmit a file that has
been returmed because Social Secunty was unable to process the file successfully. (Mote: This link should not be used to
submit wage reports created using W-2 Online or W-2c Online.

The system displays the Wage Reporting Attestation page.

jﬁam Social SecurityOnline

=i Business Services Online
Wage Reporting Attestation
User Certification for Wage Reporting via the SSA Business Services Online

| understand that the Saocial Security Administration (5SA) will validate the information | provide against the information in S5A's files.

| certify that | am the individual authorized to conduct business under this PIN and have the authority to either attest to the accuracy of
the data and/or transmit wage information and to receive employee wage information for the employer.

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

I Accept | [ 1DO NOT Accept

STEP 8: Select the | Accept button after reading the conditions defined on the Wage Reporting
Attestation page. The system displays the Before Y ou Start page.

(To return to the BSO Main Menu page, select thel DO NOT Accept button.)
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ﬁ\ﬁk Sodal.Seau:itv()nljne ) )
Business Services Online

Social Security's Business Services Online (BSO,

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

4 BSO Help

Before You Start
Mame: BILL BREESE

Steps: 1. Before You Start 2. What's inthe File? 3. SubmitYourFile 4. Cenfirmation

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

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

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

What do these programs check?

Which errors are most critical to fix?

Download AccuWage Download AccuW2C

2. Zip Your File

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

WinZip and PKZip are examples of acceptable compression packages

Do not put more than one wage file (EFVW2 format) into a zip file because a unique identifier will be assigned to each one

Do not repeat the employer record for each W-2/W-Zc. If your organization files on behalf of multiple employers. include no mare than 1 millian RVY

records or 50,000 RE recerds per submission. If your erganization files on behalf of multiple employers. include no more than 500,000 RCW records
or 25,000 RCE records per submission. Following these guidelines will help to ensure that your wage data is processed in a timely manner

Quit without sending

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

BSO Main Menu | BSO Information | Contact Us |Keyboard MNavigation | Logout

STEP 9: Select the Continue button after verifying that you have ensured the quality of your
submission and properly compressed your file(s). The system displays the What's in
the File? page.

(To return to the BSO Main Menu page, select the Quit without sending button.)
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fm—m Social Security Online

=il Business Services Online

Social Security's Business Services Online (BSO,

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

4 BSO Help

What's In the File?
MName: BILL BREESE

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

Please select the type of wage report you are submitting.
@ Mew W-2s/\W-3s for current or previous tax year (EFW2)
O New W-2cs/W-3cs to correct mistakes on praviously processed W-2 forms (EFW2C)

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

Have you received a Reconciliation letter?

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

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

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

STEP 10: If multiple 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 12.

Employer ldentification Number

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

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

Step 11: Select the appropriate type of file (New W-2, New W-2c, or Resubmission).

Step 12: Select the YES, | am uploading thisfile because SSA sent a letter saying the

money amountsreported to IRS (941) did not match the amountsreported
to SSA (W-3). checkbox.
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Step 13: Select the Continue button to access the Submit Y our File page. (The Back to
Step 1 button displays the Before Y ou Start page and the Quit without sending
button displays the BSO Main Menu page.)

ﬁ@\\ Social SecurityOnline

- Business Services Online

BS0O Main Menu | BSO Information | Contact Us | Keyboard Navigation | Logout

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

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

Selectfile: Browse. ..
Quit witheut 2ending ]

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

BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation | Logout

Step 14: Type the name of the file in the Select file field or select the Browse button to
theright of the field to select thefile.

Step 15: Select the Submit button to submit the file to SSA. (The Previous Page button
displays the What' s in the File? page and the Quit without sending button
displays the BSO Main Menu page.) After displaying the Submissionin
Progress window (for large files), the system displays the Confirmation — Y our
File Was Received page with a pop-up window for the option to request print of
the confirmation.

Step 16: Select the OK button in the pop-up window to print the Confirmation — Y our
File Was Received page. Otherwise, select the Cancel button to close the pop-
up window.
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At thistime, print this page and check the size of your file.

ﬁm\ Social.SecwitvOnljne ) b
~ii- Business Services Online

Social Security’s Business Services Online (BSO) [
BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation | Logout

4 BSO Help

File Submission Confirmation
Mame- BILL BREESE
Steps: 1. Before You Start 2. Whatsinthe File? 3. SubmitYour File 4. Confirmation
Your submission was successful. Use your browser menu to save or print this acknowledament of receipt for your records, as proof of your filing date, and to keep a record of the
WWage File Identifier for checking the processing status.

Receipt Date: 07/31/2008 02:49 PM Eastern Standard Time Wage File ldentifier (WFID): KVS434
Employer Identification Number (EIN): 112132133 Your File Name: Mew WinZip File.ZIP
File Size: 140 bytes (0.1 Kb} Assigned File Name: 11B7A742ACAGTE07_2009KV543401

Check the size of your file. How?
Ifitis notthe same as the file size shown on your computer, there may have been a preblem with fransmission. Please contact BSO Technical Assistance at 1-888-772-2970. For

TDLUTTY call 1-800-325-0778

V¥hat to expect:
You can check the status online at any time. However, allow 1-8 weeks for Social Security to complete the processing of your file, depending on the time of vear.

Thank you for submitting your report using Business Services Online.

[ submitanctherFie | [ BSO0 Main Menu_ |

Have a question? Call 1-800-772-6270 to speak with Employer Customer Serice personnel
For TDD/TTY call 1-800-325.0778.

BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation | Logout

Step 17: To submit another file, select the Submit Another File button to return to the
What' sin the File? page. To return to the BSO Main Menu page, select the
BSO Main Menu button.

If a communications disruption occurs while you are submitting awage
file, log in again and select the View File/ Wage Report Status [with
or without] Name/ SSN Errorslink from the BSO Main Menu page to
determine whether the file transfer was successful. If the submission is
not displayed, you will have to submit it again. Select the same
submission type that you initially selected.
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