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Wage File Upload
Contains the following lessons:

· Lesson 1: Access Wage File Upload
· 

 HYPERLINK  \l "lesson2" 

Lesson 2: Submit a W-2 Wage File, a W-2c Wage File, a Resubmission File, or a Reconciliation File
· 
Lesson 3: Submit a Special Wage Payments File



Follow the instructions below to submit a W-2 Wage File, a W-2c Wage File, a Resubmission File, a Reconciliation File, or a Special Wage Payments File to the Social Security Administration (SSA). 
For information on preparing formatted W-2 files for electronic filing (EFW2, formerly MMREF-1), or W-2c files (EFW2C, formerly MMREF-2), go to www.socialsecurity.gov/employer/pub.htm.

Submit a reconciliation file to the SSA only when you have received a letter from the SSA notifying you of a discrepancy between money amounts shown on a Form W-3 sent to the SSA and a Form 941 sent to the IRS. 

Lesson 1: Access Wage File Upload
Step 1:
Point your browser to the Business Services Online (BSO) “Business Services Online” page: www.socialsecurity.gov/bso/bsowelcome.htm.
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Step 2:
Select the Log In button on the BSO “Business Services Online” page. The system displays the “Log In to Online Services” page.
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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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Step 6:
Select the I Accept button on the “Wage Reporting Attestation” page. The system displays the Electronic Wage Reporting (EWR) home page.

To return to the “BSO Main Menu” page, select the I DO NOT Accept button.
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Step 7:
Select the Upload Formatted Wage File tab to access Wage File Upload. 

Lesson 2: Submit a W-2 Wage File, W-2c Wage File, a Resubmission File, or a Reconciliation File
Step 1:
Under the tab Upload Formatted Wage File on the EWR home page, select the Submit/Resubmit a Formatted Wage File link, the system displays the “Before You Start” page.
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You should already have a file in EFW2 or EFW2C format generated by your payrol software. Before sending your fik to the Social Security Administration (SSA), we recommend you take the following steps to reduce errors that may result in the file being rejected

1. Review your file(s) for correct form atting.

W provide AccuWage, a formt error-checking application for both W-2 and W-2C wage reports. Reviewing your file using this application can help avoid it frombeing rejected and retumed
What does this application check?

Which errors are most critical to fix?

AccuWage Application

2.Zip Your File.

¥ you have over 500 W-2s or a slow connection, the transission w il be faster if the file is zpped (compressed)
WinZip and PKZip are examples of acceptable conpression packages.

Do not put more than one wage file (EFW2 formt) into a zip file because a unique entiier will be assigned to each one.

Do not repeat the employ er record for each W.2/W-2c. If your organization files on behalf of multiple employers, include no more than 1 milion RW records or 50,000 RE records per submission. If your organization files on behalf of multiple employers, include no more than
500,000 ROW records or 25,000 RCE records per subission. Following these guidelines will help to ensure that your wage data s processed in a timely manner.

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




Step 2:
Select the Continue button, the system displays the “What’s in the File?” page.


Select the Quit without sending button to return to the EWR home page.
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Step 3:
Choose the type of wage file you want to submit:

· Select the New W-2s/W-3s for Tax Year 2016 or previous tax year (EFW2) radio button to submit a W-2 wage file.

· Select the New W-2cs/W-3cs to correct mistakes on previously processed W-2 forms (EFW2C) radio button to submit a W-2c wage file.

· Select the Resubmission to correct errors that prevented SSA from processing a previously submitted file radio button to submit a Resubmission file.  The system will display two extra fields: Original receipt year and WFID (see the screenshot below). You can get this information from the Resubmission Notice. This option should be used only if you have received a notice from the SSA asking you to correct and resubmit your data. The Employer Identification Number (EIN) of the person resubmitting wage data to SSA must match the EIN of the person who originally submitted the file.
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If you received a Reconciliation letter, select the check box. 

To return to the EWR home page, select the Quit without sending button.

To return to the “Before You Start” page, select the Back to Step 1 button.


To submit a file, select Continue button to go to the “Submit Your File” page. 
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Step 4:
Enter the name of a wage file in the Choose file field, or use the Browse button to select a wage file from your computer’s file system. 

Select the Submit button to upload your file.  During file transmission, an “in progress” window is displayed.  When the file upload is completed, the system displays the “Confirmation – Your File Was Received” page.  A pop-up window advising you to save and/or print the page will also appear.

Select the Quit without Sending button to return to the EWR home page.

Select the Previous Page button to return to the “What’s in the File?” page.
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Name: DQTV TEST
Steps: 1. Before You Start 2. What's in the File?

Confirmation - Your File Was Received

3.Submit Your File 4. Confirmation
Your submission was successful. Use your browser menu to save or print

acknowledgment of receipt for your records, as proof of your filing date, and to keep a record ofthe Wage File Identiier for checking the processing status.
Receipt Date: 08/09/2016 08:00 AM Eastern Standard Time

Wage File Identifier (WFID): BBN818
Submitter EIN: 530090837

Your File Name: W2D01.txt
File Size: 15,418 bytes (15.1 Kb) Assigned File Name: 1566F2CFBES1173F_2017BBN81801
Check the size of your file. How?

Ifitis not the same as the file size shown on your computer, there may have been a problem with transmission. Please contact BSO Technical Assistance at 1-888-772-2970. For TDD/TTY call 1-800-325-0778.
What to expect:

+ You can check the status online at anytime. However, allow 1-6 weeks for Social Security to complete the processing of your file, depending on the time of year.
« Ifyou receive a Resubmission Notice from SSA, please follow the instructions contained in the notice to resolve any problems with your submission.

Thank you for submitting your report using Business Services Online.

[ swmtananerrie | [ ewrione |

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




Step 5:
Check the File Size displayed on the Confirmation page. If it is not the same as the file size shown on your computer, contact BSO Technical Assistance at 1-888-772-2970. 

To submit another file, select the Submit Another File button.

To return to the EWR home page, select the EWR Home button or the EWR Home link at the top of the page.

[image: image15.emf]If a communications disruption occurs while you are submitting a wage file, log in again and select the View Submission Status link from the EWR home page to determine whether the file transfer was successful. If the submission is not displayed, you will have to submit it again. Select the same submission type that you initially selected.

Lesson 3: Submit a Special Wage Payments File

Follow the instructions below to submit a special wage payments file to the Social Security Administration (SSA). For information on preparing Special Wage Payment data files for electronic filing, go to: http://www.irs.gov/pub/irs-pdf/p957.pdf.

Step 1:
Under the tab Upload Formatted Wage File on the EWR home page, select the Submit a Special Wage Payments File link, the system displays the “Submit Your Special Wage Payments File” page.
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Submit Your Special Wage Payments File
Name: DQTV TEST

1. Review your file(s) for correct formatting
The file format for Special Wage Payments is described in Publication 957, w hich s available by clicking the link below . Rease ensure that the format of your file is correct so that it wil process successfuly.

Reporting Back Pay and Special Wage Payments

2.Zip Your File

If you have a large fiie (e.q., greater than 10MB) or a slow connection, the transmission will be faster f the file is zipped (compressed),
WinZip, PKZip, and the Window s file compression utilty are examples of acceptable compression tools.

3. Submit Your File
Choose your file by using the Browse button. Then, click the Submit button to upload your file.

Choose file: Browse.

‘Submit

Quit w ithout sending

Have a questio

Call 1-800-772-6270 Mon 7AM to 7PM Eastern Time to speak with Employer Customer Service personn or TDD/TTY call 1-800-325-0778.





Step 2:
Select the Reporting Back Pay and Special Wage Payments link to view the Internal Revenue Service (IRS) Publication 957, “Reporting Back Pay and Special Wage Payments to the Social Security Administration”.


Enter the name of a wage file in the Choose file field, or use the Browse button to select a wage file from your computer’s file system. 


Select the Submit button to upload your file.  During file transmission, an “in progress” window is displayed.  When the file upload is completed, the system displays the “Confirmation – Your File Was Received” page.  A pop-up window advising you to save and/or print the page will also appear.

Select the Quit without sending button to return to the EWR home page.
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Special Wage Payments File Submission Confirmation
Name: DQTV TEST

Your submission was successful. Use your browser menu to save or printthis acknowledgment of receipt for your records, as proof of your filing date, and to keep a record of the Special Wage Payment Confirmation Number for checking the
processing status.

Date: 08/09/2016 Confirmation Number: 1566F30C23C1532C

Time:08:04 AM Eastern Standard Time Your File Name: swp_ty14 xt

File Size: 1,383 bytes (1.4 Kb)
Check the size of your file. How?

Ifitis notthe same as the file size shown on your computer, there may have been a problem with fransmission. Please contact BSO Technical Assistance at 1-888-772-2970. For TDD/TTY call 1-800-325-0778.

Whatto expect:
Please allow 24to 48 hours to complete the processing of your file. Our business days are Monday through Friday.

Thank you for submitting your report using Business Services Online.

| sumtanother Fie || BARHome |

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





Step 3:
To submit another file, select the Submit Another File button on the Confirmation page to return to the “Submit Your Special Wage Payments File” page.

To return to the EWR home page, select the EWR Home button or the EWR Home link at the top of the page.
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