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BSO Tutorial for Tax Year 2016

W-2c Online

Contains the following lessons:

· Lesson 1: Create/Resume Forms W-2c Online
· Lesson 2: Download Submitted Reports
· Appendix: Other Pages
Lesson 1: Create/RESUME Forms W-2c Online
Follow the instructions below to create up to fifty reports with twenty-five Forms W-2c in each report.

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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Business Services Online

MLoglnloOn ine Services

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

New User?

You mustcreate an accountto 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 willneed to:

« Provide personal information
« Provide contactinformation
« 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:
vsori [—
passwore: —
Forqot user D?
Foraol vour password?

User Certification:
Iunderstand thatthe Social SecurityAdministration
(SSA) willvalidate the information | provide against A
the information in SSA' files
I certfy that: ¥

[ I have 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 “Business Services Online” page, select the BSO Welcome link at the top or bottom of the page. 
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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

lunderstand 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 and/or trans mit 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.

1DO NOT Accept

Have a i estion? Call 1-800-772-6270 Mon. - Fri. 7AWto 7PM Easter Time to s ieak Wi Emilnﬁ Customer Senice iersnmlel For TDD/TTY 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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’ﬁﬁm“ Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms W-2AW-3 Online | | Forms W-2cW-3¢ Online | | Upload Formatted Wage File | | AccuWage Online I S e
CreateResume Forms W-2W:3 Online Informacion en Espafiol

« Create (fill in the form), save, print and submit Forms W-2 and W-3 with up to 50 forms W-2 per W-3. There is

no limiton the number of Forms W-3 an employer can submit, even for the same Employer Identification Online Tutorials & Training

Number EIN)
Wage Reporting Handbook
+ Upto 50 Forms W:3 can be saved ata time to be resumed/submitied ata later date. Each Form W-3 can have Wage Reporting Handbook
upto 50 Forms W2 associated with it SSN Verfication Handbook

« Apre-submission PDF is provided to printthe Forms W-2 for distribution to the employees and forthe
employer review

« Read the listof restrictions to determine whether you can use Forms W:2W-3 Online.

Online Registration Handbook
Online Tutorial

FAQs - General Employer
Save (or Print) Submitted W-2 Report{s)/PDF to Your Computer

Aprintable final PDF version of a wage report created and submitted using Forms W-2/W-3 Online can be saved to Other Useful Information
your computer. The final PDF(s) are available for download for only 30 days from the date of submission » Before You File

> Checking SSNs

Submission Status Employer Report Status U S .
View Submission Status View Employer Report Status > For Other Electronic Filers
Check report status, errors, and nofice information for Check wage report status or view errors for reports
previously submitted wage reports (Forms W-2/W-3). ‘submitted for your company by third party. » General Info about Wage Filin

> RS Information

Resubmission Notice > Publication Resources

Ifyou received a Resubmission Notice, you mayuse the following link to request a one-time 15-day extension ofthe
deadiine

Employer SupportLinks
Request an Extension to File a Resubmission
« You will need information from the Notice to request an extension

« You cannotextend if(a) the file has previously been resubmitied or (b) todayis more than 45 days from the
date on the Resubmission Notice.

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




Step 7: On the EWR home page:

Go to the Forms W-2c/W-3c Online tab.  Select the Create/Resume Forms W-2c/W-3 Online link. If there are no unsubmitted reports, the system displays the “Before You Create Your Form(s) W-2c/W-3c” page.  If there are unsubmitted Forms W-2c/W-3c, the system displays the Forms W-2c/W-3c Online “Unsubmitted Reports” page.  
You may have a maximum of fifty unsubmitted reports at one time. When you have reached the fifty “saved” report limit, you must first submit at least one of the unsubmitted reports in order to be able to start a new report. If there are forty-nine or fewer reports, you may continue without submitting the existing reports. 
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To resume & previous repor, select the "Edit button next 0 the report

Hove & auestion? Call 1-800.772.5270 Mon._ Fr_ AL to 7P Easter Tims to spesk with Employer Cusioms Senvios personnelFor TOD/TTY call 1.800.325.0773




Step 8:

On the Unsubmitted Reports page:


Select the Start a New Report Correction button.  The system displays the “Before You Create Your Form(s) W-2c/W-3c” page. 


Select the Edit link or the Employer Name link to go to the “W-2c List for this Submission” page. 


Select the Delete link to delete an unsubmitted report. The “Are you sure you want to delete the unsubmitted report?” page will be displayed. 


Select the Cancel button to return to the EWR home page.

You cannot submit reports marked in red after 4-16-2017 due to the status of limitation for report corrections.  However, you may view and update them.
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Forms W-2¢/W-3¢ Online

Before You Create Your Form(s) W-2¢c/W-3c °

Please answer the following questions

» For which taxyear is this wage reportbeing

corrected?
¥ Foruom e ting?
» Have you received a Reconciliation Letter? [ YES, 1am creating this report because | received a letier saying the
moneyamounts reported to the IRS (941) did not match the amounts reported
to SSA(W-3).
Check for Exceptions

Does this wage reportinvolve anyof the following uncommon situations? More Info
IFanyofthese applyto you, contact us for advice on filing your wage reports

#re you attempting to file Forms W-2?

#xe you filing for Self-Employed income that is not from a church or religious organization?
Agentindicator codes?

#re you submiting IRS Third-party Sick PayRecap Correction Forms W-2c and W-3¢?

] Yes. one or more of the se situations applyto this wage report.

® Warning: Be sure to selectthe correctinformation. You will ot be able to return fo this page when you select"Continue”

Continue >>

Have a question? Call 1-800-772-6270 Mon.- Fri. 7AMto TPM Eastern Time to speak with Employer Customer Senice personnel_For TDD/TTY call 1.800-325-0778




Step 9:
On the Before You Create Your Form(s) W-2c/W-3c page:


Provide correct information related to tax year and company name.  If none of the situations listed in the Check for Exceptions section apply, select the Continue button to go to the “Employer Information for this Wage Report Correction” page.

If any of the situations listed in the Check for Exception section apply, select the check box and the Continue button to go to the “W-2c Online Restrictions” page.  

Select the Cancel button to return to the EWR home page.
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Forms W-2¢/W-3¢ Online

steps: @) Employer Information (D Form(s)w- @D w- @w- ® printa ® sign & submit (@) Submission Confirmation (2) Save
2¢c 2cList 3c Preview Review PDF
nEmponer Information for this Wage Report Correction ]

Fields marked with an asterisk (*) MUST be completed

Enter/Review Employer Information for this Wage Report Correction
Please note: If this information has changed - updating on this page only changes information for this currentwage report. To officiall
correct IRS records you will need to contact the IRS or use the appropriate IRS employer tax returm form

*Employer Name: | |

*EIN: [530090837

United States V|

s —
T —

ZPExt.(US.only): [ |

Contact Person for this Submission Contact Person for this Employer
Name{DOVTEST |
“Ema
R e —

[

Other Information

Please fillin the following if it applies to you (itis generallyuncommon)

Establis hment Number: :I
L —

Kind of Payer

Selectthe Kind of Payer that best describes your situation, review the contact information on file and make anynecessary changes

* Kind of Payer:
® Warming: Be sure to select the correct Kind of Payer. You will not be able to change your selection for this wage reportat any fime

941 (Regular)

Household Employer

943 (Agriculture)

944 (Regular)

CT-1 (Railroad)

Medicare Government Employer (For Goverment Employers only)
Miliary

0000000

Kind of Employer

Selectthe Kind of Employer that best describes your situation

* Kind of Employer:

o

Federal Government

O TaxBEsemptEmployer (501c Non-Govt)

O state and Local Governmental Employer (State/Local Non-501c)
O State and Local TaxExempt Employer (State/Local 501c)

O None Apply

[m]

Third-party Sick Pay

Have a question? Call 1-800-772-6270 Mon_- Fri. 7AW to 7PM Eastem Time to speak with Employer Customer Senice personnel. For
TDD/TTY call 1-800-325-0778





Step 10:
On the Employer Information for this Wage Report Correction page:
Enter or review Employer Information, Contact Person information, Other Information and select the Kind of Payer and the Kind of Employer, then select the Continue button to go to the “Enter W-2c Information” page.

Select the Cancel button to return to the EWR home page.
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Forms W-2¢/W-3¢ Online

Steps: @ Employer Information

@ Form(s) W-2c @ weclist

@ w-3c Preview

® Print & Review

® sign & Submit

@ submission Confirmation (©) save PDF

© Enter W-2¢ Information

You are currertly working on W-2c number: 1 of 25.

Fields marked with an asterisk () MUST be completed

For official use only
OMB No. 1545-0008

aEmployer's name, address, and ZIP code

DEMO EMPLOYER
ELLICOT CITY, MD 21276

bEmployers federal EIN
53-0090837

Note: Only complete moneyfields that are being corrected.

Previously Reported
1 Wages.tips, other compensation

c TaxyearfForm corrected
2016 /W2

e Corrected SSN and/orname  []

d " Employee’s comect social securitynumber

-

(Checkthis boxif you are correcting either the employee’s name or Social SecurityNumber )

ffthe employee’s name was entered on the W-2 (not left blank). enter

in Boxg as it appeared on the W-2, even when submiting a correction for onlythe SSN

fEmployee's previously reported social securitynumber

gEmplojee’s previously reported name

First] ] Middle:|

Last] Suffix

hEmployee’s name

* First] | Middie] ]

* Last] Suffixc
i Employee’s address and ZIP code.
e E—
L —
|

* Country| United States

* State /Province:

L |
*ZP/Postalcode] _ |zipExt (USoni| ]

Correct Information

1 Wages, tips, other compensation

Previously Reported
2 Federalincome taxwithheld

Correct Information
2 Federalincome taxwithheld

s s ] ]

3 Social securitywages 3 Social securitywages 4 Social securitytaxwithheld 4 Social securitytaxwithheld
E sl ] ]

5 Medicare wages and tips 5 Medicare wages and tips 6 Medicare taxwithheld 6 Medicare taxwithheld

E sl ] ]

7 Social securitytips 7 Sodial securitytips 8 Alocated tips 8 Alocated tips

s s ] ]

9 9 10 Dependent care benefits 10 Dependent care benefits

11 Nongualified plans
‘Section 457 distributions or contributions

s ]

Not section 457 distributions or contributions

L]

13
Statutory  Retirement  Third-party
employee plan sickpay
[m) [m] [m)
14 Other

Description(ty:[ ]
Amount(t)y: s |
Description(2: |
Amownt@: s |
Descripton(@k |
Amount(: s ]

Previous ly Reported
15 State (1)

Employers state ID number (1)

11 Nonqualified plans
‘Section 457 distributions or contributions

]

Notsection 47 distributions or contributions

L]

13
Statutory  Retirement  Third-party
employee plan sickpay.

[m] [m] [m]

14 Other

Descripton(ty[ |
Amownt(t)y: s |
Descripton(@: |
Amownt@: s |
Description(@: |
Amowt(y: s |

Correct Information
15 State (1)

Employer's state ID number (1)

]

12a
Code.

12b
Code.

12¢

Code.

12d
Code.

State Correction Information
Previously Reported
15 State (2)

Employers state ID number (2)

]

12a
Code.

12b
Code.

12¢

Code.

12d
Code.

Correct Information
15 State (2)

Employer's state ID number (2)

16 State wages, tips, etc. (1)
s

17 State income tax(1)
sl

18 Local wages. ips, etc. (1)

16 State wages. tips, etc. (1)
il

17 State income tax (1)
sl

18 Local wages. tips, etc. (1)

16 State wages, tips. etc. (2)

17 State income tax(2)

Locality Correction Information
18 Local wages, ips, etc. (2)

16 State wages. tips. etc. (2)

17 State income tax(2)

18 Local wages, tips. etc. (2)

s s
19 Local income tax (1) 19 Local income tax(1) 19 Local income tax (2) 19 Local income tax (2)
s il

20 Localityname (1)

Cancel Changes Delete this W-2c

20 Localityname (1)

20 Localityname (2)

20 Localityname (2)

Save and Go to W-2c List >>

Have a i estion? Call 1-800-772-6270 Mon. - Fri. 7AWto 7PM Eastern Time to sieakw Emilnﬁ Customer Senice ievsnmlel For TDD/TTY call 1.800.325.0778.




Step 11:
On the Enter W-2c Information page:


Select the Save and Start Next W-2c button to save this W-2c information and create another W-2c.  The system may display some alerts.  If an alert is displayed, you may proceed by making corrections to the W-2c or by selecting the override checkbox.


Select the Save and Go to W-2c List button when you finish creating W-2c to go to the “W-2c List for this Submission” page.  


 You can enter a maximum of twenty-five (25) W-2cs.  The number of the current W-2c is displayed at the top of the “Enter W-2c Information” page. When entering your twenty-fifth W-2c, the system will no longer display the Save and Start Next W-2c button.

Select the Cancel Changes button to discard changes made to this W-2c and go to the “W-2c List for this Submission” page.  

Select the Delete this W-2c button: If the form has been saved previously, the system will display the “Are you sure you want to delete this W-2c” page; If the form has not been saved previously, the system will display the “W-2c List for this Submission” page.
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steps: (D Employer information @ Form @ w. @ w- ® printa ® sign & submit @) Submission Confirmation (©) Save
(©)W-2c  2cList  3cPreview  Review PDF

(3] W-2c List for this Submission (DEMO EMPLOYER) .

To review or edit a W-2c, select the employee name. Once you are finished entering Form(s) W-2c, you can
preview the W-3c.

This report was last modified on 08-08-2016. Form(s) W-2c Entered: 1

1 [TOR_BILLY XXX-XX-0838 Delete

Edit Employer Information
Continue to W-3c Preview >>

Have a question? Call 1-800-772-6270 Mon_ -Fri_ 7AMto 7PMEaster Time to speak with Employer Customer Senvice personnel. For TDD/TTY call 1-
800.325.0778.




Step 12: On the W-2c List for this Submission page:

Select a name to view and edit the W-2c data.  


Select the Delete link to delete the W-2c.  When you select the delete link, “Are you sure you want to delete this W-2c” page will be displayed for your assistance.

Select the Save and Quit button to exit W-2c Online without submitting your wage report to the Social Security Administration (SSA). When you select this button, “Are you sure you want to save and exit W-2c Online without submitting your annual wage report to SSA?” page will be displayed for your assistance.

Select the Edit Employer Information button to go to the “Employer Information for this Wage Report Correction” page.


Select the Start a New W-2c button to go to the “Enter W-2c Information” page. 

Select the Continue to W-3c Preview button to view “W-3c Preview for this Submission” page.
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steps: (D Employer Information (@) Form
(s)W-2¢

Ow

2cList

3c Preview

® Frinta ©® sign & Submit (@ Submission Confirmation (2) Save
Review

PDF

O w-3c Preview for this Submission

Ensure that the information on your Form(s) W-2c for this employer reconciles with the total of Forms 941,
943,944, or Schedule H that you fled with the Intemal Revenue Service

To editthis data, please Retum to W-2c List and select the W-2c you need to edit.

aTaxyearForm corrected
2016/ W-2

DEMO EMPLOYER
ELLICOT CITY, MD 21276
d Number of forms W-2c
1

Boses h.iand j are not
applicable for W-2c Online

Total of amounts previously
reported as shown on
enclos ed Forms W-2¢

1 Wages, tips, other

bEmployer's name, address, and ZIP code

e Emplojer's federal EIN
53.0090837

h Employer's incorrect federal
EN
Not applicable
Total of corrected amounts
as shown on enclosed
Forms W-2c

1 Wages, tips, other

For official use only
OMB No. 1545-0008

cKind of payer
944 - Regular

f Establishment number

i Incomrectestablishment number
Not applicable

Total of amounts previously
reported as shown on
enclosed Forms W-2¢

2 Federalincome taxwithheld

Kind of employer
StatelLocal Non-501c

g Employer's state ID number

j Incorrect state ID number
Notapplicable

Total of corrected amounts
as shown on enclosed
Forms W-2¢

2 Federal income taxwithheld

etum to W-2c List

compensation compensation 50.00 $0.00
$0.00 $0.00
3 Social securitywages 3 Sodial securitywages 4 Social securitytaxwihheld |4 Social securty taxwithheld
$0.00 $0.00 $000 $0.00
5 Medicare wages and tips 5 Medicare wages and tips 6 Medicare taxwithheld 6 Medicare taxwithheld
$0.00 $0.00 $000 $0.00
7 Social securitytips 7 Socil securiytips 8 Alocated tips 8 Alocated tips
$0.00 $0.00 $000 $0.00
9 9 10 Dependent care benefis |10 Dependentcare benefits
$000 $0.00
11 Nonqualifed plans 11 Nonqualified plans 12aDeferred compensation | 12aDeferred compensation
$0.00 $0.00 $000 $0.00
141nc. TaxWH bythi-paty |14 Inc TaxWH bythird-party | 12b HIRE exemptwages and tips | 12b HIRE exempt wages and tips
sick pay payer sick paypayer $0.00 $0.00
5000 | sfooo ]
16 State wages, ips,etc. 16 State wages, tips, etc. 17 State income tax 17 State income tax
sPoo ] |slooo | |sho ] |slooo J
18 Local wages, tips. etc. 18 Localwages. tips, etc. 19 Local income tax 19 Localincome tax
s[0.00 | Isfooo | |s[ooo | lsfooo |
Coremtmnen Taanmanm
BILLYBOBTOR 38458980
T Fannte
BILLYBOB@YAHOO.COM

Continue >>

Have a question? Call 1-800-772-6270 Mon_ -Fri. 7AMto TPMEaster Time to speak with Employer Customer Service personnel. For TODATTY call 1-
800.325.0778




Step 13: On the W-3c Preview for this Submission page:


You may enter the state or local wages and taxes totals.  This information will not be used by Social Security, nor will it be forwarded to any state or local entity.

Select the Continue button to go to the “Print Unsubmitted Form(s) W-2c/W-3c for Review” page. 



Select the Return to W-2c List button to return to the “W-2c List for this Submission” page. 


Select the Save and Quit button to exit W-2c Online without submitting your wage report to SSA. When you select this button, “Are you sure you want to save and exit W-2c Online without submitting your annual wage report to SSA” page will be displayed for your assistance.
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Forms W-2¢/W-3¢ Online

Steps (@ Employer Information @ Form(s)W-2c @ weclist @ w-3c Preview @ Print & Review ® sign & Submit @ submission Confirmation (©) save POF
. . . I orderto view or printthes fls inthe FDF format, y ou wil need
O Frint Unsubmitted Form(s) W-2¢/W-3c for Review Adobe's Acrobat® reader. Y ou wil need fo download and istallhe.

free Acrobat Reader on you Computer. Version 5.0 or greater 5
recommended.

« Printthe PDF file below to review your unsubmitted Form(s) W-2c and W-3c. We recommend that you right click the "Print Unsubmitted " link and use the "Save Target As " option to save the Unsubmitted forms to your hard drive for m

review.
+ Once you have reviewed your Form(s) W-2c and W-3c, give copies to your employees. Ask them to review the information before you submit the final Form(s) W-2c to Social Security. Please note that the PDF provided is for printing and o

record keeping purposes, to be provided to your em ployees
« Ifyou need to change anyW-2c information, please selectthe "Return to W-2c List" button
« When you believe the W-2¢ information is accurate. you can continue to the "Sign & Submit” step

« Checkwith the IRS for online filing deadiines

Your Unsubmitted Copy

Your unsubmitted work has been saved for future use.

B print Unsubmitted W2eW3e 221151954 .4mp
Whats in this PDF?

Problems Printing Form(s) W-2c?

nd Quit otum to W-2c List

I

Have a i estion? Call 1-800-772-6270 Mon. - Fri. 7AWto 7PM Eastern Time to sieak Emilnﬁ Customer Senice ievsnmlel For TDD/TTY call 1.800.325.0778.




Step 14:
On the Print Unsubmitted Form(s) W-2c/W-3c for Review page:

Select the Continue button to go to the “Sign and Submit” page. 
Select the Return to W-2c List button to return to the “W-2c List for this Submission” page. 


Select the Save and Quit button to exit W-2c Online without submitting your wage report to SSA. When you select this button, “Are you sure you want to save and exit W-2c Online without submitting your annual wage report to SSA” page will be displayed for your assistance.
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Forms W-2¢/W-3¢ Online

steps: (D Employer Information @) Form(s) W- @ w- @w ® pinta @ sign& submit (D) Submission Confirmation (©) Save
2 2clist  3cPreview  Review PDF
e - " o
Sign and Submit

Under penalty of perjury. | declare that | have examined this wage report and, to the best of my
knowledge and belief, theyare entered accurately based on the information available to me.

Bychecking agreement below and selecting the " Submit this Wage Report Correction™
button, | affirm that the above statementis true

1, DQTV TEST, read and agree with the above.

Note: You are only attesting to the acouracy of this information

Submit this Wage Report Correction >

* Once you submit this wage report electronically, do notsend anypaper forms to SSA

Have a iuesnnn’l Call 1-800-772-6270 Mon- Fri_7AMto 7PM Easter Time to sieak th Emilnir Customer Senvice irsnmlel For TDD/TTY call 1.800.325.0778




Step 15:
On the Sign and Submit page:


Select the check box to attest to the accuracy of the report and select the Submit This Wage Report Correction button to submit your wage report correction. The system will display the “Confirmation Receipt - Your File Was Received” page with a pop-up window.

Select the Save and Quit button to exit W-2c Online without submitting your wage report correction to SSA. When you select this button, “Are you sure you want to save and exit W-2c Online without submitting your annual wage report to SSA” page will be displayed for your assistance.

Select the Previous button to return to the “Print Unsubmitted Form(s) W-2c for Review” page. 
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steps: (D Employer Information @) Form(s) W- @ w- @w ® pinta  (® sign & Submit @ Submission Confirmation (©) Save
2 2clist  3cPreview  Review PDF
@ confirmation Receipt - Your W-2c/W-3c File Was Received o

Yourwage report was submitted successfully. Thankyou for using W-2c Online
This Wage File Identifier (WFID) is your confirmation num ber BBN810
We encourage you to printthis page for your records_ Your receiptwill no longer be available once you leave this page.

Ifyou need to delete this submission, you may do so byusing the Submission Status application when the submission shows
a"RECEIVED" status

® Do not mail us any paper Form(s) W-2c or W-3c.

Your Receipt

Employer: DEMO EMPLOYER Employer EIN: 530090837
Taxyear: 2016 Payer type: 944 - Regular
Received on: 08/08/2016 03:22 Form type: W-2¢
P Eastern Time

Received: 1FormW-2¢

Total wages: $0.00 Federalincome taxwithheld $0.00
Social securitywages: $0.00 Sodial securitytaxwithheld $0.00
Medicare wages and tips: $0.00 Medicare taxwithheld $0.00
What You Should Do Next

1. Keep a printout of this page for 4-7 years as proofof your fiing date.
2. Print and distribute the Form(s) W-2cto your em ployees if you have notalreadydone so

® Do not mail us any paper Form(s) W-2c or W-3c.

What to Expect

+ You can check the status of your submission by selecting the View Submission Status link from the EWR homepage. It
maytake 4-6 weeks for your wage report correction to process

« Please note: Ifyour address or phone number has changed, remember to correctitin IRS records byusing the IRS form
941 Contact the IRS for more information

Go to Save Official PDF >>

Have a question? Call 1-800-772-6270 Non - Fri_ 7AMto 7PMEaster Time to speakwith Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778




Step 16: On the pop-up window:  
[image: image15.png]Message from webpage . ]

Your upload was successful.
We recommend that you print this
confirmation and save it for your records.






Select the OK button to print the “Confirmation Receipt - Your File Was Received” page.


Select the Cancel button to close the pop-up window.
Step 17: On the Confirmation Receipt – Your File Was Received page:

Select the Print this Page button to print the confirmation page.

Select the Go to Save Official PDF button to go to the “Save PDF” page. 

Your wage file will be available for you to review under your BSO account until the date displayed on your “Save PDF” page.

[image: image16.png]socalsecriyonine  Flectronic Wage Reporting (EWR)

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

Forms W-2¢/W-3¢ Online

Steps: (@ Employer Information @ Form(s) W-2c @ w2cList @ w-3c Preview ® Print&Review ® sign & Submit @ submission Confirmation © save POF
I order foview or printthese fies in the FDF form, y ou willneed
O save POF et s o
free Acrobat Reader on you Computer. Version 5.0 or greater 5
recommended.
+ Save the official PDF file below to your hard drive so that you can reference it later. AL
+ Once you have closed this session, the file will only be available for 30 days. Saving it o your hard drive wil allow you o reference it ater.
(]

Save Your Official Copy

“Important: Save an official copyof the submitted file on your computer*
Please note that the PDF provided is for printing and record keeping purposes, to be provided to your employees
‘This file will be available online until 09-07-2016.

To save the file below to your hard drive, please right dlick the file name and use the "Save Target As " option

B BBNE10.00f (Final)
What's in this PDF?

Problems Printing Form(s!

® Do not mail us any paper Form(s) W-2c or W-3c.

EWR Hom Starta New Report Correction

Have a i estion? Call 1-800-772-6270 Mon. - Fri. 7AWto 7PM Eastern Time to sieakw Emilnﬁ Customer Senice ievsnmlel For TDD/TTY call 1.800.325.0778.




Step 18:
On the Save PDF page:


Right click the file name (<filename.pdf>) to view or save the submitted report. 

Select the Start a New Report Correction button to return to the “Before You Create Your Form(s) W-2c/W-3c” page.

Select the View Unsubmitted Reports button to go to the “Unsubmitted Reports” page.


Select the EWR Home button to go to the EWR home page.
 Lesson 2: Download Submitted Reports
Follow the instructions below to download an Adobe file containing Forms W-2c and W-3c for a W-2c Online report submitted within the last 30 days.
Submitted wage report files are available for 30 days or until December 31, whichever comes first.
Step 1:
Select the Save (or Print) Submitted W-2c Report(s)/PDF to Your Computer link under the Forms W-2c/W-3c Online tab on EWR home page. The system displays the “Download Submitted Reports” page.
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Download Submitted Reports °

To view, save or print reports submitted to SSA please right dick the report name and use the "Save Target As " option. The PDF provided is for printing and record keeping purposes. to be provided to your employees. Problems Printing
Form(s) W-2c?
Please note:

iles are only available for 30 days and will not be available after that time.

Reports Submitted: 5

WHD Date Submitted
BB 77.pt T 09-18-2015
o794 pot T 11032015
o796 oot T 11032015
o797 oo T 11032015
o810 ot T 08082016

Starta New Report Comrection

Have a question? Call 1-800772-6270 Mon.- Fri. 7AMto 7PM Eastern Time to speak with Employer Customer Senice personnel_For TDD/TTY call 1-800-325-0778





Step 2: 
Right-click the WFID link on the “Download Submitted Reports” page to display a menu including the following options:  

· Select Save Target As to download the file onto your computer. 

· Select Open in New Window to view the file.

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

 Note: If a submission has been deleted through the Submission Status application by the user, a message will be displayed to let the user know that the report is not downloadable.

Select the Quit button to return to the EWR home page.

Select the Start a New Report button to proceed to the “Before You Create Your Form(s) W-2c/W-3c” page. 

Appendix: Other Pages

1. Are You Sure You Want to Delete This W-2c Page

If a user selects Delete This W-2c button on the “Enter W-2c Information” page, or the Delete link on the “W-2c List for this Submission” page, the system shall display the “Are you sure you want to delete this W-2c” Page.
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Are you sure you want to delete this W-2c?

Your selected W-2¢ will be deleted and you will be sent to the W-2c List for this Submission page.

“ This will take you back to the W-2c List for this Submission page.

Have a question? 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.




2. W-2c Online Restrictions Page

Users can access “W-2c Online Restrictions” page by selecting the Continue button on the “Before You Create Your Form(s) W-2c/W-3c” page when the check box “Yes, one or more of these situations apply to this wage report” is selected.  
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W-2c Online Restrictions

ible to use W-2c Online to file this wage report because of the restrictions and limitations of the W-2c Online system.

According to the answers you provided on the Before You Start page you are not el

You mayuse the File Upload application if you have software that produces EFW2C formatted electronic files to file this wage report, you may use paper W-2c forms for filing this wage reportor you mayview a list of vendors who provide products and
senices which mayenable you to file Forms W-2c electronically.

EWR Home

Have a i estion? Call 1-800-772-6270 Mo 7AMto 7PMEastern Time to s ieak Wi Emilnﬁ Customer Senice ievsnmlel For TDD/TTY call 1.800.325.0778.





3. Are You Sure You Want to Save and Exit W-2c Online Without Submitting Your Annual Wage Report to SSA? Page

If a user selects the Save and Quit button on the “W-2c List for this Submission (ABC Limited)” page, “W-3c Preview for this Submission” page, “Print Unsubmitted Form(s) W-2c/W-3c for Review” page or on the “Sign and Submit” page, the system shall display the “Are you sure you want to save and exit W-2c Online without submitting your annual wage report to SSA?” page.
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Are you sure you want to save and exit W-2c Online without submitting your annual wage report to SSA?

Your employer inform ation and Forms W-2c will be saved until 12-06-2016. You may return to finalize and submityour annual wage report anytime between now and 12-06-2016.

BT  Corinse working o s wage eport
Have a iues(mn? Call 1.800-772-6270 Mon_- Fri. 7TAMto 7PMEastern Time to. sieakw\m Emi\nﬁv Customer Service ievsnnne\ For TDD/TTY call 1-800-325-0778.





4. Are You Sure You Want to Delete the Unsubmitted Report Page

If a user selects Delete button on the “Unsubmitted Reports” page, the system shall display the “Are you sure you want to delete the Unsubmitted Report” page.
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Are you sure you want to delete the unsubmitted report?

Your unsubmitted wage reportwill be deleted

IEZI vou vt be sentbackto the Unsubmitied Reports page.

Have a question? Call 1-800-772-6270 Mon

i_7ANto 7PM Eastern Time to speak with Employer Customer Service personnel For TDD/TTY call 778
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