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Submission Status
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L) Welcome to Business Services Online

Business Senvices Oniine (BSO) enables organizations and authorized individuals to conduct business with
‘and submit confidential information to the Social Secuity Administration You must Register o use this
website. Registered users may Request, Actvate and Access various BSO services and functions.

REGISTRATION - you are a new user, select the "Register” buiton to create a password and receive your
UserID. Ifyou have started and need to complete your Registration process, select the "Complete Phone.

Registraion” button.In ether case, after your Registration s complete, you can Request, Actvate and
Access senvices and functions.

LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Logn”
butonto login and display the BSO Main Menu_Then you may access senvices and functons you have
already actvated, or you may select rks from the left panel to manage your account information (deactivate.
your User ID and change your password) of manage your services (request new senvices, view pending
Senvices, and enter actation code), and in Some cases manage your employef information.

Informac 1 c i

Loginto Business Services Oniine here

New user? Register for Business Services Online
here

Complete Phone Registration

Explanation of BSO Services
Reporting Wages to the SSA

‘Allows youo send forms W-2 and W-2c to Social Security by uploading a specificaly formatted
electronic file or by directly keying W-2 and W.2c information info an oniine form. Capabily to view
‘Submission and Report processing status is availabl. f you have received a nolice requesting that you
resubmit your wage fle, it can be acknowledged oniine. Additonaly, you may ask for a one time 15-day
‘extensionto the deadine for resubmiting your wage fle.

Social Security Number Verification Service (SSNVS)

Forthe purposes of completing W-2 and W-2c SNV allows youo complete an oriine form or subimit
specificaly formatted fils o request verification of ames and Social Security Numbers of employees
ofthe company for which you work o the company that has hired you o perform tis senvice.

infomation ing Social Nt
Form SSA-1694 Request for Business Entity Taxpayer Information

Business entites that have attorney andlor non-attomey representatives s partners or employees who
receive direct payment may provide SSA with taxpayer identiication information using the Form SSA-
1694,

To Login or Register Online
Scrollto the top of this page and:

« Select Login to complete, update or view the Form SSA-1694.

« Select Register o obtain a User ID and password fo complete the Form SSA-1694.
b < 1694 with instruct
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BSO Tutorial for Tax Year 2011

Submission Status

Submission Status allows submitters to view the submission status, resubmission notice, errors, and detail submission information. You need to have the View File/Wage Report Status, Error, and Error Notices role in order to access the application. If you would like to view report level information submitted on your behalf by a third party, use the Employer Report Status application. See the Employer Report Status Tutorial for more information.

Step 1:
Point your browser to the Business Services Online (BSO) “Welcome to Business Services Online” page: www.socialsecurity.gov/bso/bsowelcome.htm.
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Step 2:
Select the Log In button on the BSO “Welcome to Business Services Online” page.  The system displays the “Log In to Online Services” page.
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o Honday-Friday: 5 AM - 1AM ET
o Saturday: 5 AM - 11 PUET.
© Sunday: 8 AM- 11:30 PMET

Business Services Online

og In to Online Services

For your security, please log out of the application and close all Internet windows when you are

New User?

You must create an account to use this
website.Once you do, you will be provided a
User ID to log in to our online services.

To create new account you will need to:
« Provide personal information
« Provide contact information
« Create your password and security
questions

Create Log In Account

Did you register with SSA by phone or
paper form and need to create a
password?

ished.

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Forgot your password?

User Certification:

Iunderstand that the Social Security -
Administration (SSA) will validate the
information | provide against the

information in SSA's files. =

[] Ihave read & agree to these terms.





Step 3:
Enter your User ID and Password.

Step 4:
Select the I have read & agree to these terms check box on the “Log In to Online Services” page. 



Select the Log In button to display the “BSO Main Menu” page.

To return to the BSO “Welcome to Business Services Online” page, select the BSO Welcome link at the top or bottom of the page.
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0 Main Menu | BSO Information | Contact Us | Keyboard I

Main Menu HELP

'ERESUB VALIDATION
Welcome, ERESUB VALIDATION
Your password expires on May 05, 2099

Report Wages To Social Security
Manage Account ‘Submit, download or process W-2s and W-2cs
View submission status, acknowledge resubmission notices o
e B e otk Request resubmission extensions
 Change Password View errors and error notices for wage files and/or wage reports submitted by or for your company
 Disable Account

Social Security Number Verification Service
Manage Services Request online SSN verification, or
‘Submit files for SSN verification

» View/ Edit Senices

« Request New Senices
» View Pending Senices
« Enter Activation Codes|

Manage Employer Information

« Add/Update Employer Information
+ Remove Emploer Information





Step 5:
Select the Report Wages to Social Security link on the “BSO Main Menu” page.  The system displays the “Wage Reporting Attestation” page.
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User Certification for Electronic Wage Reporting

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

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

DO NOT Accept

Have a question? Call 1.800.772.6270 on. - Fri. 74l to 7PM Eastern Time to speak with Employer Customer Senvice personnel. For TDDITTY call 1.800.325.0778.




Step 6:
Select the I Accept button on the “Wage Reporting Attestation” page to go to the EWR home page.



To return to the “BSO Main Menu” page, select the I DO NOT Accept button.
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iii- Electronic Wage Reporting (EWR)

Reporting Wages to Social Security P

Forms W-2W-3 Oniine | | Forms w-2cw-3c oniine | | Upload Formattea wage File:

E-mail 3 Wage Reporting Expert
Create/Resume Forms W-2\W-3 Online
‘« Create (il in the form), save, print and submit up to 50 Forms W-2 per Form W-3. There is no limit on the Informacion en Espariol

‘number of Forms W-3 with up to 50 Forms W-2 an employer can enter, even ifthe multiple Forms W-3 are for
the same Employer dentication Number (EIN).

« Atany pointin fime, up to 50 Forms W-3, each containing up to 50 Forms W-2, can be saved and B ST
resumedisubmitted at a ater date. Wage Reporting Handbook

= Apre-submission PDF is provided to printthe Forms W-2 for distribution to the employees andfor the ‘SN Verification Handbook
employer review.

Online Redistration Handbook

« Read the list of restrictions to determine whether you can use Forms W-2/W-3 Online.
Online Tutorial

EAQs - General Emplover
Save (or Print) Submitted W-2 Repor(s)PDF to Your Computer B et
‘Aprintable final PDF version of a wage report created and submiited using Forms W-20-3 Online can be savedto
Your compuer. The final PDF(s) are avallable for download for only 30 days from the date of submission. Other Useful Information
> Before You File
Submission Status Employer Report Status > Checking SSNs
View Submission Status View Emplover Report Status > Uploading Formatted Files
Check report status, errors, and notice information for Check wage reportstatus orview efrors for reports A
previously submitted wage reports (Forms W-2/W-3). ‘Submited for your company by a third party. ForoierEecionic e
> General Info about Wage Fiing
Resubmission Notice *IRS Information
If you received a Resubmission Notice, you may use the following link to acknowledge receiving the Notice and/or to *Euslication Resources

request a one-time 15-day extension of the deadiine:

‘Acknowledge Notice andlor Reques! Extension Emplover Support Link
Emplover SupportLinks
' You will need information from the Notice to acknowledge the notice or request an extension. IR S

« You cannot extend i (a) the fle has previously been resubmitted or (o) today is more than 45 days from the
date on the Resubmission Notice.

Have a question? Call 1.800.772.6270 Hon. - Fri_ 74l to 7Pl Eastern Time to speak with Employer Customer Senice personnel. For TDD/TTY call 1.800.325.0778.




Step 7:
Select the View Submission Status link to access Submission Status.  The system displays Submission Search page. 
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ii- Submission Status

EWR Handbook

Submission Search

Note: SSA will start processing your submissions in mid Jaruary. Submission information is not displayed for paper submissions.

Choose an option to view your submissions:

Search by Date | | Search by WFID

You may select a specific option to view the submissions for the selected Receipt Year. Ifthere are more than 500 submissions for the option that you have
selected, only the first 500 submissions will be displayed. If you o not see the submission you are looking for in the results, please select a diferent
option.

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

Please Choose a Receipt Year:

(For Submissions After 12032010
Choose ReceiptYear2011y 2011 =

‘Showthe first 500 submissions for: Select -

(ostong) [ Canoets]

Havea (Call 1-800-772-6270 Mon. - Fri. 7AM to TPM Eastern Time to speak with Customer Service For TDD/TTY call 1-800-325-0778.




Step 8:
You can search a submission by Date or by WFID on the “Submission Search” page.

Search by date: Search by Date is a default tab.

Select a Receipt Year and a submission date range, then select Continue button to go to the “Search Results” page.  If there are no submissions matching the date range selected, the system displays the Search Results page with a message.

Search by WFID:


Select the Search by WFID tab to see the options listed on the “Submission Search” page.  See Step 8A. 
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iii- Submission Status

‘Submission Search

Note: SSA willstart processing your submissions in mid January. Submission information is not displayed for paper submissions.

Choose an option to view your submissions:

‘Search by Date | | Search by WFID

You may specify up to five Wage File Identifiers (WFIDs) for the selected Receipt Year. Ifyou do not specify one or more WFIDs, the first 500 WFIDs for the Recsipt Year
will be displayed.

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

Please Choose a Receipt Year
(For Submissions after 1210312011, choose Receipt Year 2012): 2012 +

Enter WFIDs
WFID 1

WFID2:
WFID3:
WFID 4

WFID 5:

({Contiue J [ Cancel ]

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 8a: Select a Receipt Year and enter the WFIDs for the selected Receipt Year when you search by WFID on the “Submission Search” page. 

If there are no submissions matching the WFID entered, the system displays the Search Results page with a message. 


If you do not enter the WFIDs, the system displays all of the WFIDs for the selected Receipt Year on the “Submission Results” page. 
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iii- Submission Status

Do [2 s D Deres B o

‘Submitter EIN: 53-0090868
Receipt Year 2012
Range: 11312012 - 11512012

New Search

Search Results

D ‘There are currently no submissions based on your search criteria.

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.
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ii- Submission Status

Do [2 s D Deres B o

‘Submitter EIN: 53-0090868
Receipt Year: 2012

New Search

Search Results

‘There are no submissions for the WFID(s) entered:
1.45300Q

Have 3 question? Call 1-800-772-6270 Mon.

ri_ 741 to 7PM Eastern Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.
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/Zi* Submission Status

°
B e [2 somenen S Do E—
‘Submiter EIN: 94-2728480
Receipt Year: 2011
New Search
Search Results
WED | Version | status ReceiptDate | _Status Date Details Resubmission Notice

KWB138 o1 RETURN 10082010 10152010 Submission Detalls View Notice

KWB138 02 RETURN 10172010 10222010 Submission Detalls

KWB138 03 RETURN 110172010 11052010 Submission Detalls View Notice

KWB138 04 RETURN 11162010 11222010 Submission Detalls

KWB138 05 RETURN 11202010 12022010 Submission Detalls View Notice

Backto Top

Have 3 question? Call 1-800-772-6270 Mon.

ri_ 741 to 7PM Eastern Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 9:
On the Search Results page:


The Submission Status is displayed in the Status column.  The possible submission statuses are: RECEIVED, IN PROCESS, COMPLETE, RETURN, DELETE, and DUPLICATE
. 

Select the column header WFID, Status or Receipt Date to sort submissions accordingly.


Select the specific Status to see an Explanation of Processing Status Code.


Select the Submission Details link in the Details column to see the “Submission” page.  If submission level error exists, the system displays the Submission page with submission error.

If Resubmission Notice exists, select the View Notice link in the Resubmission Notice column to see the Resubmission Notice.



Select the Back to Search button to return to the “Submission Search” page.


Select the Print Page button to print the “Search Results” page. 
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‘Submiter EIN: 53.0090868  WFID: KWB820
Receipt Year: 2011 Version: 01

‘Submitted: 11172010

‘Submission Type: W-2c

Total Reports: 1
New Search
‘Submission Details
Overview Reports.
File Name: NIA Total Reports 1 View All Reports
‘Submission Hethod: W2 ONLINE ‘Completed Reports 1 View Completed Reports
‘Submission Type: W-2c
Current Status
‘Submission Status: COMPLETE
Status Date: 111972010

Back to Search Fesuls Firt Page

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 10:
On the Submission page: 


Select any link in the Reports section to go to the Report page.


Select Search Results link or the Back to Search Results button to return to the Search Results page.

Select the Print Page button to print the “Submission” page.
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’ﬁm‘ Submission Status

°
‘Submiter EIN: 53.0090868  WFID: KWB821 Report#
Receipt Year: 2011 Version: 01 ReportEIN
‘Submitted: 11172010 Status:
‘Submission Type: W-2c Name:
Total Reports: 1 #ofEmors:0
New Search
Select Report
You canfilterthe total reports using one of the following options:
Enter a reportrange: From: To
Enter areport EIN
© Selectareport status: AL -
Filter Resuls
1repor(s)
Report# | Report N | Company Name |~ Status | RO |t of errors | view w3
1 |s01234585 COuPLETE | 0000001 | No ermors | W3 Details
Backto Top

Pt e

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 11:
On the Report page: 


Select one of the filter radio buttons to filter the total reports accordingly.  The report table will be refreshed.

Select the specific status link in the Status column to see an Explanation of Processing Status Code.

If the report has errors, select the # of Errors link to go to the Errors page. 


Select the W-3 Details (or W-3c Details) link to view Detailed W-3 Information (or W-3c Information).  See the screenshot below:
[image: image13.png]1 report(s)

Reported| #of
Report#| Report EIN Company Name status | FETED) ol [View w3
Detailed W-3 Information

Reported Processed
1 [530000892 | CASH, CASH, CASH, CASH, |RETURN| 0000008 | 1 |, jic, ||SSWages $9.099,999,099099.99| $347,033,057.75
— + etails
EEEz Medicare Wages, Tips | $1,405,036,664.27 | $1,405,026,664.27
Fed Taxable Income $76277933486| §762779,33486

Backto Top





 
Select the Submission link or the Back to Submission button to return to the Submission page.

Select the Print Page button to print the “Report” page.
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e
1 SearcnResuts 2 suomission 3 gepor [ 7. 5 erorDetais
Submiter EIN: 38.3066835  WFID: KWB136 Report# 1 #Crtieat 1
Receipt Year: 2011 Version: 01 ‘Report EIN: 530090892 #Informational: 0
Submited: 101082010 Status: RETURN
‘Submission Type: W-2 Name: CASH, CASH, CASH,
Total Reports: 1 (CASH, CASH, CASH, CASH,
CASH, CASH+CASH
New Searen #ofErmors 1
Report Errors for: CASH, CASH, CASH, CASH, CASH, CASH, CASH, CASH, CASH+CASH
importance Error Description Wore Information
CRIICAL OutofBatance Over Taerance -Socia Securty Wages ErorDetals
BacktoTop

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step12:
On the Errors page: 


Select the Importance link to see an Explanation of the Error Importance.

Select the Error Details link to go to the Error Details page. 


Select the Report link or the Back to Report button to return to the Report page.


Select the Print Page button to print the “Errors” page.
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Receipt Year: 2011 Version: 01 ‘Report EIN: 530090892 #Informational: 0
M
‘Submission Type: W-2 ‘Name: CASH, CASH, CASH, CASH,
Total Reports: 1 'CASH, CASH, CASH, CASH,
e

Error Details for: Out of Balance Over Tolerance - Social Security Wages

Importance
CRITICAL

Description

'We balance money fields by calculating totals for the Employee Wage Record money fields and comparing them to totals reported by submitters in the Total Record money
fields. This error condition can be caused by the following: 1) negative amounts in the Employee Wage Record money fields - we process signed money fields as unsigned,
‘which will change the totals you intended to report, 2) failure to initialize the Total Record money fields; 3)failure to correctly calculate Total Record money fields; 4) invalid record
identifiers, which are dropped during processing; 5) fields in a record being shifted out of position; or 6) unreliable media that prevents all of the data from being accurately read.

Money Field(s) Our RW Total(s) Your RT Total(s)
Social Security Wages. $347,033057.75 $9,999,099,099,999.99

Action

“The error for which you have requested additional details is CRITICAL. As a result ofthis error, Social Security was not able to complete processing of this submission. You or the.
party submiting on your behalf must correct any CRITICAL erors that have been found in your submission and resubmit this file to Social Security. Instructions for correcting
many comman erfors can be found in our Online Exror Reference Waterial. You can also download our ree AccuWage software which allows youto check your W-2 or W-2c fle
for many commonly made errors prior to submiting itto Soctal Secury.

Backio Erors Pt Page

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 13:
On the Error Details page: 


Select the Importance link to see an Explanation of the Error Importance.


Select the Online Error Reference Material link to see Employer W-2 Filing Instructions & Information.


Select the AccuWage link to see AccuWage Information and Software.


Select the Errors link or the Back to Errors button to return to the Errors page.


Select the Print Page button to print the “Error Details” page. 
Appendix: Other pages
1. Explanation of Processing Status Code (Submission Status) Page 

Users can access this page by selecting the specific status link in the Submission Status column or the Report Status column on any error page. Here is an example of “RECEIVED”.
[image: image16.png]Explanation of Processing Status Code

You have requested information about the RECEIVED processing status code.
RECEIVED  Social Security has received your submission.

Pisase nata that you may have t cfose this window i arder to resume your BSO session

Cluse Browser Window,

Vou can use the File meny 0 close this window.




2. Explanation of Error Importance Page

Users can access this page by selecting either “CRITICAL” link or “INFORMATIONAL” link in Importance column on any error page. Here is an example of “CRITICAL”. 

[image: image17.png]Explanation of Error Importance

You have requested information about CRITICAL errors.

‘The error for which you have requested additional details is CRITICAL. As a resul of this error, Social Security was not
able to complete processing of this submission. You or the party submifting on your behalf must correct any CRITICAL
ervors that have been found in your submission and resubmit ths fle to Social Security

Pisase nata that you may have t cfose this window i arder to resume your BSO session

Cluse Browser Window,

Vou can use the File men to close this window.




3. Submission (with Error) Page

The “Submission (with error)” page displays any errors at the submission level.
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ii- Submission Status

Dt [Posmin D Deres B o
s sz v sz
Receipt Year: 2011 Version: 01

[ —

‘Submission Type: W-2

ey

‘Submission Error

The submission contained invalid record dentifers. Five records with invaid record identifiers are encountered priorto the RFIRGF Record. Record identiers
must be RARCA, REIRGE, RWIRGW, ROIRCO, RSIRCS, RTIRCT, RUIRCU, RVRCY or RFIRGF. We do not process records with invalid record identifers.
Checkthe submission to ensure that all records contain valid record identfiers.

Current Status
‘Submission Status: RETURN
‘Status Date: 03/17/2011

File Name: W2COB.doc:
‘Submission Method: INTERNET

Reports
Duetothe status of your submission, nformation on your eports is unavailabl.

Backio Search Resuls Pt Page

Have 3 question? Call 1.800-772.6270 Won. - Fri. 7Al to 7PM Esstern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325.0778.




4. Resubmission Notice Page

On the “Search Results” page, select View Notice link to see the “Resubmission Notice” page.  If the Submission Notice displayed has not been acknowledged, the Acknowledge This Notice button will be displayed below the Submission Notice.  Select the Acknowledge This Notice button to acknowledge that you have received the notice. The system displays the “Acknowledge Resubmission Notice and/or Request Extension” page in the Acknowledge Resubmission Notice and/or Request Extension application.  See Acknowledge Resubmission Notice and/or Request Extension Tutorial for details.  

Note: The Acknowledge This Notice button will take you out of the application. To return to the Submission Status application, go to EWR home page. 

Select the Back to Search Results button to return to the “Search Results” page.
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