BSO Tutorial ( Tax Year 2016

Submission Status
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Business Services Online

Welcome

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

Alert

Alimited number of users may experience issues while logging into Business
Services Online. If you have technical difficulties, please contact BSO Support at
1-888-772-2970 (TTY 1-800-325-0778) Monday through Friday (except holidays), 7
am.to 7 p.m, ET. You may also contact support via e-mail: bso.support@ssa.gov.

Alert

Reminders and Changes for Tax Year 2015 Reporting A~

New for Tax Year 2016

January 31%is the filing deadline for BOTH electronic and paper forms W-2. If this
date falls on a Saturday, Sunday, or legal holiday, the deadline will be the next
business day.

Business Services Online

Login Register

Complete Phone Registration

]

Business Services Online (BSO)

Hours of Operation

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

For Employers

For Attorneys & Appointed
Representatives

Social Security Number Verification
Services (SSNVS)

Consent Based Social Security
Number Verification Service (CBSV)







BSO Tutorial for Tax Year 2016

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:
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
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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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o Monday-Friday: 5 Al - 1 AMET
« Saturday:5 Al - 11 PMET
« Sunday:8 A - 11:30 PMET

Business Services Online

jon | Keyboard

Log 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 o 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?

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Forgot your password?

User Certification:
I understand that the Social Security -
Administration (SSA) will validate the =
information | provide against the
information in SSA's files. -

] I have read & agree o 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 “Business Services Online” page, select the BSO Welcome link at the top or bottom of the page.
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[[Logout | Welcome, JIM TESTER

Your password expires on October 11,2016
Manage Account

D — ReportWages To Social Security

Test wage files using AccuWage

‘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
e Request an extension to resubmit a wage file

o View /EskServces
[
o View Fenong Servees
Ener Actvaion Cocels

Manage Employer Information

o asau & itormstion
o Remove Enployer formsten

Have s question? Call 1-800-772-6270 Morday trough
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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

1 understand that the Social Security Administration (SSA) will validate the information I 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 and/or 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 Bu
Online.

DO NOT Accept

TAccept

Have a question? Call 1-800-772.6270 & Mon. - Fri_ 7AW to 7PM Eastem Time to speak with Employer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778 (&2




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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/& Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms W-2/W-3 Online | | Forms W-2c/W-3c Online | | Upload Formatted Wage File | | Accuwage Online E-mail a Wage Reporting Expert
Create/Resume Forms W-2/W-3 Oniine Inform acin en Espafiol
« Create (filinthe form), save, print and submit Forms W-2 and W-3 with up 10 50 forms W-2 per W-3. There is no limit on the number of Forms W-3 an employer can submit, even for the same Em ployer
Identification Number (EIN). Online Tutorials & Training

+ Upto50 Forms W-3 can be sawed at atime to be resumed/submitied at a later date. Each Form W-3 can have upto 50 Foms W-2 associated with it

Wage Reporing Handbook
« Apre-submission PDF is provided to print the Forms W-2 for distribuion o the em ployees and for the employer review. -

o Read the listof restrictions to defermine whether you can use Forms W-2/W-3 Online. SSN Verification Handbook
Online Registration Handbook
Save (or Print) Submitted W-2 Report(s/PDF fo Your Computer Online Tutorial
‘Aprintable final PDF \ersion of a wage report created and submitied using Forms W-24-3 Oniine can be saved to your computer. The final PDF(s) are available for download for only 30 days from the date of oo e ST
submission

Other Useful Information

Submission Status Employer Report Status »Before You File
View Submission Status View Employer Report Status > Checking SSNs
Check report status, emrors, and notice informafion for previously submitied wage reports (Forms ‘Check wage report status or view errors for reports s ubmitted for your company by a third party. » Uploading Formatied Files
‘Uploading Formatted Files.
W-2/W-3).

> For Other Electronic Filers

s " > ge Filing
Resubmission Notice General Info about Wage Filn
»IRS Information

Ifyou received a Resubmission Notice, you may use the following link to request a one-time 15-day extension of the deadline:
»>Publication Resources
Request an Extension to File a Resubmission
» Youwill need information from the Notice to request an extension
+ You cannot extend f(a) the file has previously been resubmitied o (b) today is more than 45 days from the date on the Resubmission Notice. Emblover Support Links
Employer Support Links

Have a question? Call 1-800-772-6270 Mon. - Fii_7AM to 7PM Eastern Time to speak with Employer Customer Senvice personnel. For TDD/TTY call 1-800-325-0778.




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


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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‘Submission Search
Note: SSA will start processing your submissions in mia-February. Submission information is not displayed for paper submissions.

Note: If you need to delete a submission, you may do 0 on the Submission page before SSA processes it Once the Submission Status s no longer "RECEIVED, you will not have the option to delete a submission.

Choose an option to view your submissions:

‘Search by Date | | Search by WFID

You may specify up to five Wage File Identifirs (WFIDs) for the selected Receipt Year. Ifyou do not specify one or more WFIDs, the first 500 WFIDs for the Receipt Year will be displayed.
The Receipt Yearis the year thatthe Social Security Administration began processing your original submission. For Resubmissions, the Receipt Year is identified on your original Resubmission Notice.
Please Choose a Receipt Year
(For Submissions on or after 12/08/2015, choose Receipt Year 2016): 2016 v
Enter WFIDs:
WFID 1
WFID2:
WFID 3:
WFID 4
WFID 5:

Continue | [ Cancel

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74l to 7Pl Eastem Time to speak with Emploer Customer Senvice personnel. For TDDITTY 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 “Search Results” page. 
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B searcnresus 2 submision 3 Repor * emors % EnorDetals

‘Submitter EIN: 53-0090836
Receipt Year 2016
Range: 11712016 - 212612016

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_ 74l to 7Pl Eastem Time to speak with Emploer Customer Senvice personnel. For TDDITTY call 1.800-325.0778.
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B searcnresus 2 submision 3 Repor * emors % EnorDetals

‘Submitter EIN: 53-0090836
Receipt Year: 2016

New Search

Search Results

‘There are no submissions for the WFID(s) entered:
1.8BG549

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74l to 7Pl Eastem Time to speak with Emploer Customer Senvice personnel. For TDDITTY call 1.800-325.0778.
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‘Submiter EIN: 94-2728480
Receipt Year: 2016
New Search
Search Results
WED Version Status Receipt Date Status Date Details Resubmission Notice

BBL640 o1 RECEIVED 0712312015 0712312015 Submission Detalls

BBL649 o1 RECEIVED 0712412015 0712412015 Submission Detalls

BBLT4 o1 RECEIVED 0712812015 0712812015 Submission Detalls

BBLE75 o1 RECEIVED 0712812015 0712812015 Submission Detalls

BBLET7 o1 RECEIVED 0712812015 0712812015 Submission Detalls

Backto Top

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74l to 7Pl Eastem Time to speak with Emploer Customer Senvice personnel. For TDDITTY 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 the status is “RECEIVED”, the system displays the Submission page with a Delete This Submission button; if the status is “DELETE”, the system displays the Submission page with Overview and Current Status sections; 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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‘Submitter EIN: 94-2728480 WFID: BBM804
Receipt Year. 2016 Version: 01

Submitted: 1110412015
‘Submission Type: W-2¢

Total Reports: 1
New Search
Submission Details
Overview Reports
File Name: RCO_B44102.t Total Reports 1 View All Reports
‘Submission Method: INTERNET Completed Reports 1 View Completed Reports

‘Submission Type: W-2¢

Current Status
‘Submission Status: COVPLETE
Status Date: 11/1322015

Back 1o Search Resulis PrintPage
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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 Details” page.
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Select Report
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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:
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Select the Submission link or the Back to Submission button to return to the “Submission Details” page.

Select the Print Page button to print the “Report” page.
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‘Submitter EIN:94-2728480 WFID: BBN829 Report#:1 #Crifical: 0
Receipt Year: 2017 Version: 01 Report EIN: 859420143 #Informational: 2
‘Submitted: 0810972016 Status: DUPLICATE
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Total Reports: 1 CASH, CASH, CASH, CASH+CASH
# of Ertors:2
New Search
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Importance. Error Description More Information
INFORNATIONAL Invalid Names andlor SSNs Error Details
INFORNATIONAL Duplicate repor(s) detected Error Details
Backto Top
[BacktoReport PrintPage.
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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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‘Submitter EIN: 94-2728480 Report# 1 #Critcal: 0
Receipt Year. 2017 Version: 01 Report EIN: 859420143 #Informational: 2

‘Submitted: 0810912016 ‘Status: DUPLICATE

‘Submission Type: W-2 Name: CASH, CASH, CASH, CASH, CASH,

Total Reports: 1 CASH, CASH, CASH, CASH=CASH

#of Errors: 2

New Search

Error Details for: Invalid Names and/or SSNs

Importance
INFORUATIONAL

Description

‘Some Employee Wage Records in the wage report contain Names and/or Social Security Numbers (SSNs) that do not agree with our records. This may be due to a data processing error. Check the structure of the wage report
to ensure that Names and SSNs are in the proper positions in the RW Records. Also, please check all names to ensure that: a) the first name andlor the last name fields are not blank; b) the name agrees with the individual's
‘name exactly as itis shown on the individual's Social Security card; c) the first name, middle name and last name are provided in separate fields; d) the individual's title (Mr., Mrs., etc.) is notincluded in any of the name fields.

Please check all SSNs to ensure that a) the SSN agrees with the indvidual's SSN exactly as itis shown on the individual's Social Security card; b) the SSN is nine (9) numeric characters and does not contain letiers, blanks,
‘spaces, hyphens, prefixes or suffies; c) the SSN does not begin with "655" or 9" and d) the SSN is notin reverse order.

Reported All Non-Zero Missing Failed to Total Failed
Zeros orincomplete SShs Match sshis
o o B B

Action
‘The error for which you have requested dstails is INFORMATIONAL and requires no further action. In future years, you or the party submiting on your behalf may wish to review your reports prior to sending them to Social

‘Securityto ensure thatthis erfor is not present. Instructions for correcting many common erfors can be found in our Online Error Reference Material. You can also download our free Acculage software which allows youto
check your W-2 or W-2cfile for many commonly made errors prior to submitting itto Social Security.

Backio Errors Print Page

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74l to 7Pl Eastem Time to speak with Emploer Customer Senvice personnel. For TDDITTY 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”.
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RECEIVED  Social Security has received your submission.
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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”. 
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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.
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3. Submission (with Error) Page

The “Submission (with error)” page displays any errors at the submission level.
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‘Submission Status: RETURN
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4. Submission (when status is “RECEIVED”) Page
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5. Submission (when status is “DELETE”) Page
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6. Resubmission Notice Page

On the “Search Results” page, select View Notice link to see the “Resubmission Notice” page.  
Select the Back to Search Results button to return to the “Search Results” page.
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Resubmission Notice

Date: 2016-08-05.
Fiing Method: INTERNET WAD: BENS71-01
Receipt Year: 2017 Notice ID: *0000917996*

Wil are unable to process your Form W2cfile.
WHAT YOU NEED TODO

STEP1
Please visitthe Business Services Online (BSO) website at http/hvww socialsecurity govibs o/bs owelcome htm to view your error information. Then
select"Log In" You will need an active User ID and password to log onto BSO.If you do not have an active User ID and password, select Register "
IFyouneed help registering or viewing your errors, goto hittp /www socials ecurity goviem ployer/bsohbn ew htm to view the BSO Electronic W-2W-2c
Filing Handbook-

STEP2
Correct your file using your back-up copy of the file you originallysentus. See SSAPublication 42-014, Specifications for Filing Forms Wi-2c
Electronically(EFW2C). You can get itat http /v socialsecurity goviemployeripub him on the Intemet. Make any necessary changes to your file.
Note: Please DONOT submita W-2 formatted file to correctthe errors in your original file_Ifyou need help correcting your fil, call us toll free at1-
800-772:6270 (TTY 1-800-325-0778),

STEP3
Use BSOto resubmit your corrected file to us within 45 days from the date of this notice. Be sure to indicate thatitis a resubmission when prompted
forinformation aboutyour fle. You must kee p a back-up copyofthe corrected file for your records or be able to reconstructthe data

WAGE REPORTING SERVICES ON THE INTERNET

+ EMPLOYER FAILING INFORMATION
Please visit our employer website at hitp-/iwww socials ecurity goviemployer for manyresources. tincludes registration information, forms,
publications, Frequently Asked Questions (FAQs), contactinformation, news, and much more.

+ ACCUWAGE
Wi encourage you to use our AccuWage senvice to checkyour Form W-2 (Wage and Tax Statement) and Form W-2c (Corrected Wage and Tax
‘Statement) fles for over 200 kinds of errors before you send them to us. Visit ittp fiwww socials ecuritygov/employer/accuwage for more
information

+ VERIFYING SOCIAL SECURITY NUMBERS
Vi offer a free service thatlets youverify your employees” Social Security numbers. For more information. Visit
http Jhvww.socials ecurity goviemployers snv him for more information

IFYOU HAVE QUESTIONS

Ifyouhave questions, please:
» Visitour website at htp/iwww socialsecurity goviemployer
« Sendan email to employerinfo@ssa gov
» Callus toll free at 1-800-772-6270 (TTY 1-800-325-0778) between 700 am. and 7:00 p.m., Eastem Time, Mondaythrough Friday

Email trans missions are not secure. W do not send personal or sensitve information using email. Please do not send personal or sensitive
information in your emails to us

Sus pect Social Security Fraud?

Ifyou suspect Social Security fraud, please visit htp/oig ssa govr or call the Inspector General's Fraud Hotine at 1-800-269-0271 (TTY 1-866-501-
2101)
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