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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

]
i

| Social Security L SEARCH =MENU @ LANGUAGES @ SIGNIN/UP

Home Business Services Online

Business Services Online

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

and third-parties to exchange information with Social Security securely over the ‘Complete Phone Registration
nternet, You must register and create your cwn password to access Business Services a8
Online.

Business Services Online (B50)
New for Tax Year 2016

January 31= is the filing deadline for BOTH electronic and paper forms W-2. If this Hours of Operatien
date falls on a Saturday, Sunday, or legal holiday, the deadline will be the next Monday - Friday: 5 AM - 1 AM ET
business day. Saturday: 5 AM - 11 PM ET

Sunday: B AM - 11:30 PM ET
+ ers
Alert B For Employers

CBSV Services will be down for maintenance beginning 5:00 PM EDT Friday, For Attorneys & Appointed
09/30/2016 through 8:00 AM EDT Tuesday, 10/04/2016, Please plan your business Representatives
accordingly.
3 social Security Number Verification
Services (SSNVS)

Alert Consent Based Social Security
Reminders and Changes for Tax Year 2016 Reporting Number Verification Service (CBSV)

The Complete Phone Registration -~ option is provided to individuals who began their
Business Services Online registration by phene and nesd to create 2 password.

Informacion pars &l Empleador en Espafiol

00009

“This website is produced and published at U S. taspayer expense.

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 Onfine Business Services Online

v, 50 cial security.gov BSO Welcome | BSO Information | Keyboard Navigation

ﬁﬁ\ Log In to Online Services
2 1.+

Online Services Availability For your security, please log out of the application and close all Internetwindows when you are finished.

®  MondspFridsys &4 - 1AM ST New User? Existing User?
«  Sshrday5 M- T1PMET
o SurdayBAM - 1130PM ET You mustcreate an accountto use this website Once you do, you will be Please login below:

provided a User ID to log in to our online services. User ID: l:l

To create new account you will need to: Password:
+ Provide personal information Forgot user ID?

+ Provide contact information

X Forgot your passw ord?
« Create your password and security questions

Create Log In Account User Certification:

lunderstand thatthe Social Security Administration
(SSA) will validate the information | provide against

the information in SSA's files.
Did you register with SSA by phone or paper form and need to create a | certifythat: v
password?

11 have read & agree to these terms.

==

v social security gov | |

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.

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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Social Securin Onfine Business Services Online

HELF

m Main Menu HELP

DETVTEST

Welcome, DQTVTEST

Your password expires on November 06, 2016

Manage Account
s Edticenrtir Report Wages To Social Security
¢ Chae Password Test wage files using A ccuWage
+  Dissble Account Subrmit, dow nload and print W-2s and W-2cs
Wiew submission status, errors and error notices for wage reports submitted by or for y our company
Request an extension to resubmit 3 w age file
Manage Services

®  View/EditSerices
=  PReguestMew Serices
# Niew Pending Servces

«  Entr Acfistion Codefs)
Manage Employer Information
= AddUpdsie Emgower Informafion

#  Renmwe Emploner Inf mtion

HEwe 3 quastion? Call 1-5007726270 Mondsy mrougn
Filday, 7002m. fo 700p.m Easien Time o speak win
Emp lojer Customer

Sewlos perEornel For TOOTTY call 150032547 75,
wwwsocial security.gow

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

SocialSeciyonine  DUSINESS Services Online

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

i.’ﬁm - Wage Reporting Attestation

User Certification for Electronic Wage Reporting

lunderstand that the Social Security Administration ( SSA) will validate the information | provide against
the information in 55A’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 toreceive 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 | | 1DONOT Accept

Have a iuestinn? Call 1-800-772-6270 Mon_ - Fri_ TAMto TPMEastern Time to sieakwwth Emi\nﬁr Customer Service iersonnel,FanDDﬂ'TYcall 1-800-325-0778.

STEP 6: Select the | Accept button on the “Wage Reporting Attestation” page to go to the EWR home
page.
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To return to the BSO “Main Menu” page, select the | DO NOT Accept button.

socialSeeiyonine  BUSINESS Services Online

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

m" Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms W-2/W-3 Online | ‘ Forms W-2cMV-3c Online | | Upload Formatted Wage File | |AocuWage Online | E-maila Wage Reporting Expert
Create/Resume Forms W-2/W-3 Online Informacidn en Espariol
« Create (fill in the form), save, print and submitForms 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 ldentification Online Tutorials & Training

Mumber (EIN).

« Upto 50 Forms W-3 can be saved ata time to be resumed/submitted ata |ater date. Each Form WW-3 can have ——

upto 50 Forms W-2 associated with it SSN Verification Handbaok
« Apre-submission PDF is provided to printthe Forms W-2 for distribution to the employees and forthe Online Registration Handbook
employer review. Online Tutorial

« Read the listof restrictions to determine whether you can use Forms W-2AV-3 Online. EAQs - General Emblover

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

Aprintable final POF version of a wage report created and submitted using Forms W-2AWW-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 T .
View Submission Status View Emplover Report Status ® For Other Electronic Filers
Check report status. errors, and notice information for Checkwage report status or view errors for reports »
previously submitted wage reports (Forms W-2AW-3). submitted for your company by a third party. ® General Info about Wage Filing

® RS Information
Resubmission Notice

®Publication Resources

If you received a Resubmission Notice, you mayuse the following link to request a one-time 15-day extension ofthe
deadline:
) ) o Employer Support Links
Reguest an Extension to File a Resubmission
« You will need information from the Motice to request an extension.
« You cannotextend if(a) the file has previouslybeen resubmitted or (b)todayis more than 45 days from the
date on the Resubmission Notice.

Have a question? Call 1-800-772-6270 Mon. - Fri. TAMto TPMEastern Time to speak with Employer Customer Service personnel ForTDD/TTY call 1-800-325-0778.

STEP 7: On the EWR home page:

Go to the Forms W-2¢/W-3c Online tab. Select the Create/Resume Forms W-2¢/W-3
Online link. If there are no unsubmitted reports, the system displays the “Before You Create
Your Form(s) W-2¢/W-3c¢” page. If there are unsubmitted Forms W-2¢c/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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il Security Online 1il€CTONIC Wage Reporting (EWR)

-socialsecurity. gowv EWR Home | E-mail a Wage Reporting Expert | HKeyboard Nawvigation | Legout

7 Forms W-2¢/W-3c Online
Unsubmitted Reports

*ou have 1 saved report that you have not yet submitted.
To resume a previcus report, select the "Edit” butten next to the report.

HNote: Unsubmitted reports are deleted if you do not resume working with them before the purge date.

Employer Name # of Form{s) W-2¢ Save Date & | Purge Date | Tax Year
Edit Delete TEST GHE 530080837 1 08-18-2015 12-17-2015 2015
Canocel Start a New Report Comection

Have s question? Call 1-300-772-6270 Maon. - Fri. TAM to TPM Eastern Time to spesk with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.

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-2¢c/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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socalseeniyonine  Fd€ctronic Wage Reporting (EWR)

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

Forms W-2c/W-3c¢ Online

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

Please answerthe following questions:

P For which taxyear is this wage reportbeing 2016 v

corrected?
» For whom are you filing? Please select. W
}» Have you received a Reconciliation Letter? [ ¥ES 1am creating this report because | received a letter 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 anyofthe following uncommon situations?  More Info
If anyofthese applyto you, contact us for advice on filing yourwage reports.

+ MAreyou attempting to file Forms W-27
+ Arevyou filing for Self-Employed income that is notfrom a church or religious organization?
+ Agentindicator codes?

+ Areyou submitting IRS Third-party Sick PayRecap Cormrection Forms W-2c and W-3c?

[] es, one or mare of these situations applyto this wage report.

! Warning: Be sure to selectthe correctinformation. You will notbe able to return to this page when you select"Continue”.

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AMto 7TPMEastern Time to speak with Employer Customer Service 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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pcdsenmyodze  Electronic Wage Reporting (EWR)

uew Soomlsscurtly. gov BN Homs | Emal aWape Reporing Epert | Keybmra Meugsion | Logout

Forms W-2/W-3 Online

Steps @ smonger rromston B Dworm [Crer— () Prt e () sgne anm

D) somesencomrmeen Camaroe

@ mployer Information for this Wage Report ]

Fiaps mances v mane IS To: Doy

Enter/Review Employer Information for this Wage Report
=

Fess s T etormaon B To ety e a3 Dae e S of e e DT primne (RS oD e

remurn pem,

=]

R e S —
S
Addmss Une 2 (B mel Address orPFOBa0 l:'
R —]
|

* ginde.

5
“zpemtaca ] e

‘Contact Person for this Submission Contact Person for this Employer

B e— B —|

P e e — e

e e B e =%
— [ —

Fax;
‘Other information
PRSI P TE fI0NNG 1A 20DY D you (Miese s genasly LhoammT).

Ofher N Usad i Your for s Bmpioper: |
Eemamment wmser |

e —

Kind of Payer

Semzre maoreRerTE revmn Lo

K ot Payer
I tpirmirg: Bezare © 3eB he e KMndotPags. Yo wilnotbe slie b change your 32lecbon for hiswage rescrtatany e

O 841 (Reguier)

O Hamanon Snaior

O 540 voriaitue)

O 344 (Reguen

O cF1 Rercan

O Maiare Gowemment Empiyer (For Gove rment Empioyers i)
O wawry

Kind of Employer

Zees e el Ermy eemomT RS U SusEn

* Kind of Empioyer:

© rawmcnenme

O Tae: Eroiaer SN

O Smesnd oo Goermenis Evooer (SEelomiNorS01
© Smwang oo e Seemor ooy (mesns S

O naez oz

O mroary sy

=

s = guam1onT o 1$00.773 ST 14 51174 T TR Samien TemeIDsgas i SMSC/ CLEISmar Seume Dargovel S0 TOOTTY S 1 893369T7E

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 (D Employer information

@ Formis) W 2c

@ wacList

@ w-3cProview

@ Print & Review

® sign & Submit (@ Submission Canfirmation

(©) save POF

© Enter W-2¢ Information

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

Fialds marked with an asterisk ( * ) MJST be completed
For oficial use only

OB No. 1545-0008

aEmgloyers name, address and ZIP code

DEMO EMPLOYER
ELLICOT CITY, MD 21276

bEmployers federal EIN
530090837

Note: Only complete moneyfields that are being comected

Previous ly Reported
1 Wages tips, other compensation

3|

3 Social security wages

s

5 Medicars wages and ips

3

7 Social sacuritytips

3

9

11 Nanqualified plans
Section 457 distnbutions or contributions.

£

Nat section 457 distributions of contributians
%,

" Stiory  Rewement  Third-pary
employes plan sick pay
O a
14 0ther
Des cription (1}
Amount {1} 3|
Des cription (2
Amaunt (2): 5
Description (3
Amount (3): 3|
Previous i Reparted
15 State (1)

Employer's state 1D numbaer (1)

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

17 Sate mcome tax(1)

s

18 Local wages, tips. atc (1)
19 Local incame tax(1)

$
20 Localityname (1)

e TaxyearFarm corrected
2016 1W2

@ Corrected SSH andlar name

d " Empioyee’s comect sacial securitynumber

(Checkthis boxif you are correcting sither the employee’s name or Social Security Number )

¥ the amployes’s name was entared on the W-2 (nat sk blank). enter it in Boxg as it appearad on the W-2, sven when submiting a comection for onlythe SSN.

Employee's previously reported social securitynumber

gEmpioyee's previously reported nam

First] ] Middle

Last Sufix
hEmployes’s name

* First addle:

| Employee’s address and ZIP code
Sui |

* Country] United States.

* SQate Provincs |

* ZIP/Postal code: Zip Ext (U S.onhy

Correct Information
1 Wages. tips, oher compensation
.7
3 Social securitywages
3
5 Wedicare wages and ips
3
7 Social securitytips
3
)

11 Nongualfied plans
Sedtion 457 distnbutions or contributions.

5

Natsection 457 distibutions or contibutions
3

13

Sttiory  Retrement  Third-party

amployee plan

() O
14 Other
Description (1}: ]
Amownt {1} 3| |
Description (2
Amouet (2): 5
Description (31
Amount (3): 3| |
Cortect Information

15 Stte (1)
Employar's state 1D numbar (1)

16 State wages. tips, etc. (1)
8 |

17 State income tax(1)

s

18 Local wages, ips, eic. (1)
|

19 Localincome tax( 1)

3

20 Localtyname (1)

sick pay
a

~
Previous y Reported

2 Federal incame taxwithheld

I |

4 Social securiy mxwitiheld

3

& Medicare mxwitiheld

El

8 Alocated tips

El

10 Dependent care benefits
3

12a

code: | V14 J
12b

Code hd ﬂ

12

Code vy ]

124
Coda v ]

State Correction Infor mation
Previous y Reported
15 St (2)

Employers state ID mumbar (2)

16 State wages, lips, et (2)
3
17 State income tax(2)
3
Locality Correction Information
18 Local wages, bps, elc 2)

19 Local income tax (2)
3
20 Localityname (2)

Save and Start Nex

Correct Information
2 Federal incom e axwithheld
3§

4 Social securitymxwitheld
£l

6 Medicare mxwiiheld
£l

8 Alacated tips
3

10 Dependent care benefits
3

12a

Code ML J
12b

Code hd 4

12¢

Code vy ]

124
Coda v |

Corect Information
15 Sate (2)

Employers state ID number (2)

16 State wages. lips, etc (2)
L I |

17 State income tax(2)

3

18 Local wages, ps, elc. (2)
19 Local income tax (2)

3
20 Localityname (2)

Sove ond Go to W-2c List >

Have a quastian? Call 18007172 6270 Man - Fri T4 ta TPMEastern Time 1o &

ith Emplayer Customer Service porsonnel Far TOD/TY 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.

Social Security Administration
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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-2¢ Information”” page. When entering your twenty-fifth
W-2c, the system will no longer display the Save and Start Next W-2¢ button.

Select the Cancel Changes button to discard changes made to this W-2¢ and go to the “W-2¢
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.

alsecuiyonine  Fdectronic Wage Reporting (EWR)

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

Forms W-2c/W-3c Online
Steps: OEmponerInformation @Form QW- @W— Print & Sign & Submit @Submissiun Confirmation OSave

(s)W-2c 2c List Jc Preview Review PDF

(7}

0 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

Entered

TOR. BILLY KXX-XX-0838 Delete

1. .
Edit Employer Information
Starta New W-2c == Continue to W-3c Preview ==

Have a question? Call 1-800-772-6270 Mon_-Fri. 7TAMto TPMEastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-
B800-325-0778.

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-2¢” 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-2¢ 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-2¢ Information” page.

Social Security Administration Page 9



BSO Tutorial — Tax Year 2016 W-2¢ Online

Select the Continue to W-3c Preview button to view “W-3c Preview for this Submission”

page.

Social Security Administration Page 10
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socalseemiyonine  Falectronic Wage Reporting (EWR)

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

Forms W-2c/W-3c Online
Steps: OEmponerInformaﬁon @Form W— OW- @ Print & Sign & Submit ®Submissi0n Confirmation OSave

(s)W-2¢ 2clist  3c Preview Review PDF

0 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 filed with the Internal Revenue Service.

To edit this data, please Return to W-2c List and selectthe W-2c you need to edit.

a Taxyear/Form corrected For official use only
2016/ W-2 OMB No. 1545-0008

Kind of employer
State/Local Non-501c

c Kind of payer
944 - Regular

b Employer's name, address, and ZIP code
DEMO EMPLOYER
ELLICOT CITY, MD 21276

d Numberof forms W-2¢c e Employers federal EIN
1 53-0090837

f Establishment number g Employer's state ID number

i Incorrectestablishment number |j Incorrect state ID number
Not applicable Not applicable

Boxes h,iand ] are not h Employer's incorrect federal
applicable for W-2c Online. ElM
Not applicable

Total of corrected amounts Total of corrected amounts

Total of amounts previous ly
reported as s hown on
enclosed Forms W-2c

1 Wages, tips, other

compensation
$0.00
3 Social securitywages
$0.00
5 Medicare wages and tips
$0.00
7 Social securitytips
$0.00
9 9

11 Monqualified plans
$0.00

14 Inc. TaxWMH bythird-party

as shown on enclosed

1 Wages, tips, other
compensation

3 Social securitywages

5 Medicare wages and tips

T Social securitytips

11 Nonqualified plans

14 Inc. Tax WH bythird-party

Total of amounts previously
reported as s hown on
enclos ed Forms W-2c

2 Federalincome taxwithheld

$0.00
$0.00
4 Social securitytaxwithheld
$0.00 $0.00
6 Medicare taxwithheld
$0.00 $0.00
8 Alocated tips
$0.00 $0.00
10 Dependent care benefits
$0.00
12a Deferred compensation
$0.00 $0.00

12b HIRE exe mpt wages and tips

as shown on enclosed
Forms W-2¢

2 Federal income taxwithheld
$0.00

4 Social securitytaxwithheld
$0.00

6 Medicare taxwithheld
$0.00

8 Allocated tips
$0.00

10 Dependentcare benefits
$0.00

12a Deferred compensation
$0.00

12b HIRE exempt wages and tips
$0.00

sick pay payer sick pay payer $0.00
$/0.00 | Isooo |
16 State wages, tips, etc. 16 State wages, tips, etc. 17 State income tax 17 State income tax
${0.00 | slo00 | sjooo | |slooo |
18 Local wages, tips, etc. 18 Localwages,tips. efc. 19 Local income tax 19 Localincome tax
${0.00 | |sjooo | sjooo | 4000 |
‘Contsctperson Tdleghone number
BILLY BOB TOR 4438468980
E-mail address. Facnunber

BILLYBOB@YAHOO.COM

Have a question? Call 1-800-772-6270 Maon_ - Fri. 7AMto TPMEastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-
800-3250778.
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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-2¢/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-2¢ 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.

wonine  Electronic Wage Reporting (EWR)

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

Forms W-2¢c/W-3c Online

Steps @ Employer Information @ Form(s)W-2c @ weaclList @ W-3c Preview @ Print & Review ® sgn & Submit (@ Submission Confimation ©) Save POF

(5] Print Unsubmitted Form(s) W-2¢c/W-3c for Review

« Printthe PDF file below to review your unsubmitted Form(s) W-2c and W-3c. We recomm end that you night dick the "Print Unsubmitted " link and use the "Save Target As _ “option to save the Unsubmitted forms o your hard drive for (AP
e " Reader!|
« Once you have reviewed your Form(s) W-2c and W-3c, give copies 1o your employees. Ask them to review the information before you submit the final Form(s) W-2¢ to Social Security. Please note that the PDF provided s for printing and °
record keeping purposes, o be provided to your em ployees.

« Ifyou need to change anyW-2c information. please selectthe “Return to W.2c List” buson

« When you believe the W-2cinformation is accurate. you can continue 1o the “Sign & Submit”step

« Checkwith the IRS for online filing deadlines

Your Unsubmitted Copy
Yourunsubmitted work has been saved for future use.

| Print Unsubmitted W2c/W3c 221151954.1mp

Have a question? Call 1.800.772.6270 Mon - Fri_7AMto 7PM Eastern Time o speak with Employer Customer Service personnel. For TDD/TTY call 1.800.325.0778

STEP 14: On the Print Unsubmitted Form(s) W-2¢/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-2¢ Online without submitting your wage report to
SSA. When you select this button, “Are you sure you want to save and exit W-2¢ Online
without submitting your annual wage report to SSA” page will be displayed for your
assistance.
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socialsecivonine  FA€ctronic Wage Reporting (EWR)

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

Forms W-2c/W-3c¢ Online

Steps: OEmp\oyer Information @ Form(s) W- @W— @W— @ Print & @ Sign & Submit ®Submissiun Confirmation Q Save
2c 2clList 3cPreview Review PDF

(7]

© sign and Submit

Under penalty of perjury, | declare that | have examined this wage report and, to the best of my
knowledge and belief, they are 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.

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

Mote:You are onlyattesting to the acouracy of this information.

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

Have a iuestlon? Call1-800-7726270 Mon.- Fri. 7AMto 7TPMEastern Time to sieakwn‘h Emiloﬁr Customer Semvice iersunnel_ For TOD/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 W-2C/W-3c File Was Received” page with a pop-up window.

Select the Save and Quit button to exit W-2¢ 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.

Social Security Administration Page 13



BSO Tutorial — Tax Year 2016 W-2¢ Online

socialsecuiyontine  Falectronic Wage Reporting (EWR)

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

Forms W-2¢c/W-3¢c Online

Steps: O Employer Information @ Form(s) W- @W— @W— @ Print & Sign & Submit 0 Submiss ion Confirmation @ Save
2c 2clList JcPreview Review PDF
@ confirmation Receipt - Your W-2¢/W-3c File Was Received °

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

Ifyou need to delete this submission, you maydo 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.

Employer: DEMO EMPLOYER Employer EIN: 53-0090837
Taxyear: 2016 Paer type: 944 - Reqular
Received on: 08/08/2016 03:22 Form type: W-2¢

PM Eastern Time

Received: 1 Form W-2c

Total wages: $0.00 Federal income taxwithheld: $0.00
Social securitywages: $0.00 Social securitytaxwithheld: $0.00
Medicare wages and tips: $0.00 Medicare taxwithheld: 50.00
What You Should Do Next

1. Keep a printout of this page for 4-7 years as proofofyour filing date.
2. Print and distribute the Form(s) W-2c to 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 checkthe status of your submission by selecting the View Submission Status linkfrom the EWWR homepage._|t
maytake 4-6 weeks foryour wage report correction to process.

+ Please note:Ifyour address or phone number has changed, remember to correct it in IRS records byusing the IRS form
941. Contact the IRS for more information.

Print this Page Go to Save Official PDF >>

Have a question? Call 1-800-772-6270 Mon_- Fri. TAMto 7TPMEastern Time to speakwith Employer Customer Sewice personnel For TDDJ/TTY call 1-800-325.0778_

STEP 16: On the pop-up window:
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Message from webpage ﬂ

'9 Your upload was successful.
WY We recommend that you print this

confirmation and save it for your records.

i I

Select the OK button to print the “Confirmation Receipt - Your W-2C/W-3c File Was
Received” page.

Select the Cancel button to close the pop-up window.

STEP 17: On the Confirmation Receipt - Your W-2C/W-3c 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.

socalsecyonime  Electronic Wage Reporting (EWR)

urky.gov EWR Home | E.mail a Wage Reporting Expert | Keyboard Navigation | Logout

Forms W-2c¢/W-3c Online
Steps (D Emplayer Informatian @ Farmis)W2c @wcList @ w-3c Praview (®) Printa Review (® sign & Submit (@ submission Confirmation Q sove POF
I arcer toview or pentthes fles I e FOF format, you wiineed
O save POF R Ao e o s g0 a0 P
free Acrobal Readr on your camputer. Versin 5.0 or grealer &
reconmended
+ Sawe the official PDF e below to your hard drve 50 that you can reference  later FAY ., Adobe’
i vaﬂ

+ Once you have dosed this session, Me fle wil anly be available for 30 days Saving it ta your hard drive wil allow you 1o reference it later

Save Your Official Copy

"Important: Save an offcial copyof the submiged fils on your computer”
Please note that the POF provided is for prining and record keeping purpases. o be provided 1o your employses.
This file will be available online urtil 09-07-2016

To save the file below 1o your hard drive, please right click the file name and use the “Save Target A& " option,
' BBna10.04f (Final)
What's i this POF?

Problems Printing Formis) W-2e 2

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

EWR Home

Have a question? Call 1-800-772.6270 Mon_- Fri. 74412 TPMEastern Time to speak with Employer Customer Service personnel. Far TOD/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-2¢/W-3c” page.
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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.
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LESSON 2: DOWNLOAD SUBMITTED REPORTS

Follow the instructions below to download an Adobe file containing Forms W-2¢ and W-3c¢ for a W-2¢
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.

soculseemivonine  Flectronic Wage Reporting (EWR)

wws ocialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Forms W-2¢/W-3¢ Online

Download Submitted Reports

ve or print reports submitied 1o SSA please right dick the report name and use the "Save Target 6 " option. The PDF provided is for printing and record keeping purposes. to be provided o your emplojees. Problems Printing

:Files ara only availabla for 30 days and will not be available aher that time
Reports Submitted: 5

09-18:2015
11-03-2015

11-03-2015
11-03-2015
06-08-2016

Have a guestion? Call 1.800.772 6270 Man. - Fri TAMto 7PMEastern Time to s peak with Employer Customer Senvice personnel For TODATTY 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:

e Select Save Target As to download the file onto your computer.
e 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-
2¢/W-3¢” page.
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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-2¢” Page.

socalseariyonine  El€ctronic Wage Reporting (EWR)

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

¢ 'T\ Forms W-2c/W-3c Online

Are you sure you want to delete this W-2¢c?

Yes Your selected W-2c¢ 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-2¢ 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-2¢ 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.

wonine  Electronic Wage Reporting (EWR)

curity.gov EWR Home | E.mala Wage Reporting Expert | Keyboard Navigation | Logout

’:;'7‘ Forms W-2c/W-3c Online

W-2c Online Restrictions

Aceordingto the answers you previded on the Before You Start page you are not eligible o use W:2¢ Online 1o fle this wage reportbecause of the restrictions and limitations of fhe W-2¢ Online system

e the Eile Upiaad applicalion  you have software that produces EFWZC formafted electronic files fa fle this wage repart, you may use paper W2 form s far filing this wage report ar y0u mayview a fist of y2iors who provide products and
senices which mayenable you to file Forms We2c slearonically.

EWR Home Page

Have a guestion? Call 1.500.772.6270 Mon_. Fri_ 7AMto 7PM Eastern Time o s peak with Employer Customer Servica personnal For TOD/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.

Forms W-2c¢c/W-3¢ Online

Are you sure you want to save and exit W-2c Online without submitting your annual wage report to SSA?

Options

Yes ‘Your employer information and Forms V-2 wil be saved untl 12-05-2016. You mayretum to finalize and submityour annual wage report anysme betwaen now and 12-06-2016

BT coniras waring on s wage epan

Have a question? Call 1.800.772.6270 Mon_- Fri_ 7A4Mta 7PM Eastern Time In speak with Employer Customer Service personnel For TOD/TTY call 1.800-325.0778
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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.

Forms W-2c¢/W-3c¢ Online

Are you sure you want to delete the unsubmitted report?

Yes Your unsubmitted wage reportwill be deleted.

“ You will be sentbackto the Unsubmitted Reports page.

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