BSO Tutorial for Tax Year
2016

Employer Report Status

Users can check wage report status or view errors for wage reports submitted for their companies by a
third party. This option is available only to users who have the View File/Wage Report Status, Errors,
and Error Notices role in their registration profile.
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STEP 1: Select Business & Government tab on the “Social Security” home page, then select Business
Services menu to go to the “Business Services” page. On the “Business Services” page, select Log in or
Use Business Services Online button to go to the “Business Services Online” page at:

http://www.socialsecurity.gov/bso/bsowelcome.htm

Social Security O SEARCH = MENU @ LANGUAGES (3 SIGNIN /UP

Home Business Services Online

Business Services Online

Welcome Business Services Online E

The Business Services Online Suite of Services allows organizations, businesses, LogIn Register
individuals, employers, attorneys, non-attorneys representing Social Security claimants,

Complete Phone Registration

and third-parties to exchange information with Social Security securely over the

internet. You must register and create your own password to access Business Services a
Online.
Business Services Online (BSO)
Alert
A limited number of users may experience issues while logging inte Business Hours of Operation
Services Online. If you have technical difficulties, please contact BSO Support at Monday - Friday: 5 AM - 1 AM ET
1-888-772-2970 (TTY 1-800-325-0778) Monday through Friday (except holidays), 7 Saturday: 5 AM - 11 PM ET
a.m. to 7 p.m., ET. You may also contact support via e-mail: bso.support@ssa.gov. Sunday: 8 AM - 11:30 PM ET
Far Employers
Alert
For Attorneys & Appointed
Reminders and Changes for Tax Year 2015 Reporting ~ Representatives
Social Security Number Verification
New for Tax Year 2016 Services (SSNVS)

January 31+t is the filing deadline for BOTH electronic and paper forms W-2. If this

. . . Consent Based Social Security
date falls on a Saturday, Sunday, or legal holiday, the deadline will be the next

Number Verification Service (CBSV)

business day.

STEP 2: Select the Log In button on the “Business Services Online” page. The system displays the
“Log In to Online Services” page.
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Social Security Online

www.socialsecurity.gov

Online Services Availability

* Monday-Friday: 5 AN - 1AM ET
« Saturday: 5 AM - 11 PMET
* Sunday: 8 AM - 11:30 PW ET

www.socialsecurity.gov

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

og In to Online Services

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

New User?

You must create an account to use this website Once you do,
you will be provided a User ID ta 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 L og In Account

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

STEP 3: Enter your User ID and Password.

STEP 4: Select the | have read & agree to these terms check box on the “Log In to Online Services”

page.

Existing User?
Please log in below:

User ID: |:|
[ ]

Forgot user ID?

Password:

Forgot your password?

User Certification:

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

I I'have read & agree to these terms.

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

~
v

To return to the “Business Services Online” page, select the BSO Welcome link at the top or
bottom of the page.
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SocialSecurity Online Business Services Online

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

s Main Menu HELE
i

DATV TEST

[[Logout | Welcome, DQTV TEST

Your password expires on November 07, 2016
Manage Account

e — Report Wages To Social Security

¢ Chanoe Password Test wage files using AccuWage
* Disable Account Submit, download and print W-2s and W-2cs

View submission status, errors and error notices for wage reports submitted by or for your company
Manage Services Request an extension to resubmit a wage file
* View / Edit Services
# Reguest New Services
* View Pending Services
« Enter Activation Codeis}

Have a question? Call 1-800-772-6270 Mondsy through
Fiiday, 7.00 a.m. to 7:00 p.m. Eastern Time fo speak with
Employer Customer

Service personnel. For TOD/TTY call 1-800-325-0778.

STEP 5: Select the Report Wages To Social Security link on the BSO “Main Menu” page. The system
displays the “Wage Reporting Attestation” page.

seemiyomine  BUSINESS Services Online

ocialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

" Wage Reporting Attestation

User Certification for Electronic Wage Reporting

lunderstand that the Social Security Admini ion {SSA) will vali 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 "l Accept" button, you certify that you have read, understand and agree to the user certification of Business Services Online.

IAccept | | IDONOT Accept

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

STEP 6: Select the | 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 | DO NOT Accept button.
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Soclseariyonine - DUSINESS Services Online

WWW Socialsecurity gov BSOMainMenu | BSOInformation | Keyboard Navigation | Logout

'i? Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms W-2/W-3 Online ‘ ‘FI)m!SWQdW-SEOfirE| |U[.imanlma‘IBdWa_pr| |Ac(lmage Mm| E-mail a Wage Reporting Expert

CrealeResume Form

« Create {filinthe form), save. print and submit Forms W-2 and W-3with up 1050 foms W-2 per W-3. There is nollimit on e number ofFoms W-3 an employer can submit, even for he same Empioyer
\gentiicaton Number EIN). Oniine Tutorals & Training

« Upto50 Forms W-3 can be saved ata e to be resumedisubmited at a later date. Each Form W-3 can have up to 50 Fomms W-2 assotiaed with it Wage Reporing Handbook

prowided to printthe Forms W-2 for distibuton 10 e empioyees and for e employer fevien. I me—.

ns 1 defemine whether you tan use Foms W-20W-=3 Online. SN Verifcation Handbook

Infom acin en Espafiol

Oniin Registration Handbook

Save (or Print) Submified W-2 Report(s JPDF i Your Compuier Oniine Tutorial

Aprintable final PDF wersion of a wage report created and submitied using Forms W-2W-3 Onlin can be saved to your com puter. The final PDF(s ) are avallable for downioad for only 30 days fom the date of FAQS - General Employer

submission

(Other Useful Information

Submission Status Employer Report Status » Before You Fie

W missi us View Em ployer Report Staius > Checking SSHs

E.ZILZ‘:;pnnsmus emors, and notice informafion for Iy Forms. Checkwage report siatus or view errors for reports s ubmified for your company bya third party » Uploading Formatied Fles

» For Oter Electronic Filers

.. . > W X

Wage q
Resubmission Notice General Ik about Wage Filiny
»|RS Inform afion

Ifyou received a Resubmission Nolice, you mayuse te following quest a one-ime 15

» Publication Resources
Request an Exiension fo File a Resubmission
o Youwill néd information from te Notice to request an exension

» Youcannot exiendif (a) the file has previously been resubmilted or (b) todayis more than 45 days fom the daie on the Resubmission Nofice: Empiower Suppor Link
mployer Support Links

Have 2 guestion? Call 1-800-772-6270 Mon. - Fi. 7AW 1o 7PV Eastern Time to speak with Employer Customer Senice personnel. For TDD/TTY call 1-800-325-0778.

STEP 7. Select the View Employer Report Status link to go to the “Employer Report Selection” page.
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. Employer Report Status

Employer Report Selection

Please read the following information before confinuing:
» Employer report information is displayed only if the report was submitted during the most recentfour years.
« Reports that have not yet been processed cannot be displayed.
» Processed moneytotals may not refiect the currently posted amounts.
« Thisinformation should not be used for reconciliation ortax liability purposes.
« Thisinformafion should not be used as the basis for a Form W-2c report

Tax Year
The Tax Year is the year in which fhe wages were eamed.

Pleasa Choose 2 TaxYear | 2016 ¥

[

Hawe a question? Call 1-800-772-6270 Mon. - Fri_ TAM to 7PM Eastem Time fo speak with Employer Customer Sendce personnel. For TOD/TTY call 1-800-3250778

STEP 8: Select a Tax Year. The current tax year is the default value.
Select the Continue button to go to the “Search Results” page.

If there is no Report Status available, the system displays the “Search Results” page with a
message.

Select the Cancel button to return to the EWR home page.
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Socizl Security Online

Electronic Wage Reporting (EWR)

www.socialsecurity.gov EWRHome | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

skey,

ﬁf’f‘m%‘ Employer Report Status
’Searcll Results

2 Report Summary 3 Errar Details

Search Results

Name: TEST COMPANY
EIN: 53-0090836

Tax Year: 2015

Total Reports: 0

& Important Message About Your Search Results

Report Level Infarmation is not available.

[ Back to Search J [ Print Page ]

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PN Eastern Time to speak with Employer Customer Senvice personnel. For TDDITTY call 1-800-325-0778
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sociaisscuritypov EWRHome | E-malls Wags Reporting Expert | Kejboerd Navigstion | Logout

‘i’ Employer Report Status

[
Daearcn Rasuts 2 Report Sumary 3 Emor Detsle
Search Results
Name TEST CO
EN M-ITIME
TarYear W4
Total Reponts: 35
Recsipt Dats status Dets Report Method EVI-ZE-2oe EEMOIS Detalls
10202014 10242014 PLOAD 8 3 FReport Detally
10202014 242014 3 3 Repont Dealle
10202014 0z4z0id 8 3 FReport Detalls
10702014 1z4zd 8 3 Repon Detalls
10202014 0z4z0id 8 3 FReport Detalls
10202014 0z4z0id 8 3 FReport Detalls
10202014 10242014 8 3 FReport Detally
10202014 0z4z0id 3 1 FReport Detalls
10202014 0z4z0id 2 3
10202014 10242014 8 3 FReport Detally
10202014 10242014 4 2 FReport Detally
10202014 0z4z0id 2 3 FReport Detalls
10232014 111032014 8 Noermors Repan Delle
102872014 11032014 50 2
10782014 111032014 8 Noermrs fiepont Detalls
10232014 11032014 1 1 FReport Detalls
10232014 11212014 2 1 FReport Detalls
12012014 12052014 2 1 FReport Detalls
12082014 12162014 3 1 FReport Detalls
12082014 12162014 2 1 FReport Detally
12082014 12162014 2 1 FReport Detalls
12082014 12162014 1 1 FReport Detalls
03132015 03162015 8 Noemrs FReport Detally
03122015 03162015 50 1
03132015 03162015 2 1 FReport Detalls
032018 ONE2015 2 1 Repon Dealle
03132015 03162015 2 1 FReport Detalls
0132018 WNG205 1 1 fRepon Detalls
03132015 03162015 8 Noemrs FReport Detally
03132015 03162015 8 No ermors FReport Detalls
03132015 03162015 8 3 FReport Detalls
03132015 03162015 ] 1 FReport Detally
03132015 03162015 1 1 FReport Detalls
03132015 03202015 8 No ermors FReport Detalls
03132015 03202015 8 Noemrs FReport Detally
Sz T

Hawe a guestion? Call 1-800-772-6270 Mon. - Fri. 7AM & 7P Eastem Time % speak with Emplover Customer Senice personnel. For TODITTY call 1-30-325-0778.
STEP 9: On the Search Results page:

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

Select the Report Details link to see the “Report Summary” page. If there is no error
information available, the system displays the “Report Summary” page with a message.

Select the Back to Search button to return to the “Employer Report Selection” page.

Select the Print Page button to print the “Search Results” page.
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P Flectronic Wage Reporting (EWR)

wvwsociasccuriygov EWR Home | E-mailaWage Regoring Expert | Keyboard Havigaion | Logout

.- Employer Report Status
]

1 seamh Results pﬂeponsummr 3 EmurDetais
Report De tails
ame: MONEY IC
TaxVeor 2016 Vi-3¢ nformation
Regort Type: CORRECTION Reparted Processed Amended
Status COMPLETE
Status Date: 091416 Correct Social Securiy Wages | $12035325 | $1208532 [ NOTAPPLICABLE
Hofitacs 3
o Correct Social Securiy Tps TN 77.10 | NOT APPLEABLE

Correct Medicare Wages and Tigs | 1,075.534105 | 31,075 584105 NOT APPLICA8LE

Correct Federal Taxable come | 353028225 | 3530 98225 NOT 4PPL48LE
Error Summary
Toal Emo: 1
# Critcal0
#Inbmatonat 1
| mgertance | Error Descripion | More Irformaton ‘
| IHFORMATIONA. [ Inaid Names andior33his ] EmorDetals ‘

BacktoTop

Backtn Search Results Frint Page

Haue 3 queshion? Call 1-800772-6270 Mon_- Fr 7A! b 7PM Eastem Time fo s, DT call 1-800-3250778.

Socrseariyonie Flectronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

o,

eg,_\miﬁ‘\; Employer Report Status

[}
1 Search Results »Repon Summary 3 Error Details
Report Details
MName: TEST CO
TaxYear 2014 V-3 Information
Report Type: REGULAR P A ded
Status: COMPLETE
Status Date: 11/03/2014 Social Security Wages $347,033,057.75 | $347,033,057.75 | NOT APPLICABLE
#orw-zs: 8 Social Security Tips $243,690351.34 | §243,690,351.34 | NOT APPLICABLE

Medicare Wages and Tips | $1,405,036,664.27 | §1,405,036,664.27 | NOT APPLICABLE
Federal Taxable Income $762,779,334.86 [ $762,779,334.86 | NOT APPLICABLE

Error Summary

Total Errors: 0

# Critical: 0
#Informational: 0

fti} Important Message About Your Search Results

Error information is not available.

[ BackioSearchResults | [ PrintPage

Have a guestion? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.
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STEP 10: On the Report Summary page:

Select the Status link in the Report Details section to see an Explanation of Processing Status
Code.

Select the Importance link in the Error Summary section to see an Explanation of the Error
Importance.

Select the Error Details link to go to the “Error Details” page.
Select the Back to Search Results button to return to the “Search Results” page.

Select the Print Page button to print the “Report Summary” page.
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pasarome Flectronic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail aWage Reporting Expert | Keyboard Navigation | Logout

Ox Employer Report Status

1 Search Resutis 2 Report Summary DErrorDetai\s

Error Details for: Out of Balance Over Tolerance - Total Compensation

Importance
CRITICAL

Description

We balance money fields by calculating totals for the Emplayee 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; 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)
Wages, Tips & Other Compensation $762,779,334.86 $9,999,999 999 999.99

Action
The error for which you have requested additional details is CRITICAL. As a result of this error, Social Security was not able to complete processing of this report. You or the party submitting on your behalf must correct any
CRITICAL errors that have been found in your report and resubmit this file to Social Security. Instructions for correcting many common errors can be found in our Online Error Reference Material . You can also download our free

AccuWage software which allows you to check your W-2 or W-2c file for many commonly made errars prior to submitting it o Social Security.

[ Back te Report Summary | [ PrintPage |

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AW to 7P Eastern Time to speak with Employer Customer Service personnel. For TODTTY call 1-800-325-0778.

STEP 11: 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 Back to Report Summary button to return to the “Report Summary” page.

Select the Print Page button to print the “Error Details” page.
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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.

Explanation of Processing Status Code
You have requested informtion about the COMPLETE processing status code.

COMPLETE Social Secunty was able to complete processing of this report. fyou or the people fling on your behaf are required to resubmit your wage fil, do NOT
change the information in this report

Please note that you may have to close thiz window in order fo resume your B30 s=gsion.
(lose Browser Window

You can use the File menu fo close thiz 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.

Explanation of Error Importance
You have requested information about CRITICAL ermors

The eror for which you have requested addifional defails is CRITICAL. As a resut of his eror, Social Secury was not ale fo complete processing of tis report. You or the party
ubimiting on your behalf must correct any CRITICAL errors that have been found n your report and resubimit thi file to Social Secunty.

Plaase node that you may have £ close this window in crdee fo resume your BS0 seasion

Com o Hedow. |

You can use e File seny 1o close this window
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