BSO Tutorial — Tax Year 2016 Wage File Upload

BSO Tutorial for Tax Year
2016

Wage File Upload

Contains the following lessons:

e Lesson 1: Access Wage File Upload
e Lesson 2: Submit a W-2 Wage File, a W-2¢c Wage File,

a Resubmission File, or a Reconciliation File

e Lesson 3: Submit a Special Wage Payments File
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Follow the instructions below to submit a W-2 Wage File, a W-2¢ 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.

@ Social Security OSEARCH = MENU W LANGUAGES & SIGNIN/UP

Home Business Services Online

Business Services Online

Welcome Buslness Services Online

The Business Services Online Suite of Services allows organizations, businesses, LogIn Register
individuals, employers, attonneys, non-attomeys representing Social Security claimants,
and third to exchange information with Social Security sec the
internet. You must register and create your own password 1o aocess Business Services

Crliinz.

Business Services Online (BS0)

Mew 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.

3 For Employers

302016 throwgh 8:00 AM EDT Tuesday, 10/04/2016. Pleass plan your business
ceordingly.

Rieminders and Chamges for Tax Year 20016 Reporting

The Completz Phone Registration <« option is provided to individuals who began their
Business Services Omline registration by phone and need to create a password.

Informacion para el Empleader en Espafiol

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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Business Services Online

B50 Welcome | 850 Information | Keyboard Navigation

Social Security Online

w50 cial security gov

ﬁ&(@ Log In to Online Services
il

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

«  Monay Friay AM - 1AM ET New User? Existing User?
®  SstrdsySMM- 11 PMET . .
« Sumiay BAM-1130FM £ 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
L |

To create new account you will need to: Password:

+ Provide personal information Eorgot userID?

+ Provide contactinformation
+ Create your password and security questions

Create Log In Account

Forgaot your passw ord?

User Certification:

lunderstand thatthe Social Security Administration
(S54A) 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?

i have read & agree to these terms.

w50 ci al 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
- Main Menu HELP

|||i||| :

DETVTEST

Welcome, DQTVTEST

Your password expires on November 06, 2016

Manage Account
s eSSl e Ink Report Wages To Social Security
* Change Password Test wage files using AccuWage
«  Dissble Aocount Submit, 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/EdtSerices
= PeguestMew Serices
# Niew Pending Servces

«  Entr Acfistion Codefs)

Manage Employer Information

= AddUpdae Emploer Infrmation
#  Renmwe Emploner Inf mtion

HEwe 3 quastion? Call 1-5007726270 Mondsy mrougn
Filday, 7:002.m. fo 700p.m. Easien Tine o speak win
Emp loyer Customer

Sewlos perEormel For TOOTTY call 150032507 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.

SocialSeamityonine  DUSINESS Services Online

s ocialsecurity.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_ 7TAMto 7TPMEastern Time to sieakwwth Emi\nﬁr Customer Service iersonnel,FanDDfTTYcall 1-800-325-0778.
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STEP 6: Select the | 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 | DO NOT Accept button.

socalSecriyonine  BUSINESS Services Online

s ocialsec urity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

”ﬁﬁ? Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms W 2/W.3 Online ‘ ‘ Forms W-2cA-3¢ Onlins | | Upload Formatied Wage Fils | | Acculilage Online ‘ E-mail a Wage Reporting Expert
Create/Resume Forms W-2/W-3 Online Informacién en Espafiol
« 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 Identification Online Tutorials & Training
Number (EIN). Wage Reporting Handbook
« Upto50 Forms W-3 can be saved ata time to be resumed/submitted ata later date. Each Form W-3 can have .
up to 50 Forms W-2 associated with it. SSN Verification Handbook
+ Apre-submission PDF is provided to printthe Forms W-2 for distribution to the employees and forthe Online Registration Handbook

employer review.

A - . ) Online Tutorial
« Readthe listof restrictions to determine whether you can use Forms W-2AW-3 Online.

FAQs - General Employer
Save (or Print) Submitted V-2 Reportis)/PDF to Your Computer

Aprintable final PDF 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 » Uploading Formatted Files
View Submission Status View Employer 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-2/N-3). submitted for your company by a third party. * General Info about Wage Filing

® RS Information

Resubmission Notice i e T SR s

If you received a Resubmission Notice, you mayuse the following link to request a one-time 15-day extension ofthe
deadline:
. ) o Employer SupportLinks
Requestan Exension 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 7TPMEastern Time to speak with Employer Customer Service personnel For TDD/TTY call 1-800-325-0778.
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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.

Social Security Online

Electronic Wage Reporting (EWR)

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

i,

Upload Formatted Wage File

Before You Start
Name: DQTV TEST

Steps. 1. Before You Start 2. Whats inthe File? 3. Submit Your File 4. Confirmation

You should already have a file in BFW2 or BFW2C formet generated by your payrol software. Before sendng your fike to the Socal Security Administration (SSA ), we recommend you take the follow ing steps to reduce errors that may result m the fie beng rejected

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

Wik provide AccuiWage, a format errar-checking application for both W-2 and W-2C wage reports. Reviewing your file using this application can help aveid i frombeing regected and retumned
What does this application check?

Which errors are most critical to fix?

AccuWage Application

2.2ip Your File.
¥ you have over 500 V25 or a sow connecbon, the transmission will be faster if the file is zpped (compressed)

WinZip and FZ p are exanples of acceptable compression packages
Do not put more than ane wage file (EFW2 formet) into a zip file because a unique dentfer will be assigned to each one

Do not repeat the enployer record for each W-2\V-2c. If your organgation files on behall of mutiple enployers, include no more than 1 miion RW records or 50,000 RE records per submission. Il your organzation files on behall of multiple enployers, include n more than
500,000 ROW records or 25,000 RCE records per submssion. Following these gudeines will hel to ensure that your wage data is processed in a mely manner.

Qut w thout sending

‘Continue

Have a question? Call 1-800-772-6270 Mon_- Fri TAMto 7PM Eastern Time to speak with Employer Customer Senice 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.

[Social Security Online

Electronic Wage Reporting (EWR)

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

& Upload Formatted Wage File

L]

What's in the File?
Mame: DATV TEST

Steps: 1. Before You Start 2 What'sinthe Fle? 3 SubmitYour File 4. Confirmation

Which of the following is the best description of the wage report{s) in your file?
® New W.2sW.3s for Tax Year 2016 or previous tax year (EFW2)
O MNew W-2csM-3cs to comect mistakes on previously pracessed W2 forms (EFW2C)

) Resubmission to cormect emors that prevented SSA fromprocessing a previously submited file
(Select only if you have rec eved a Resubmission Notice)

Have you received a Reconciliation letter?

(] YES. 1amuploading this file because | received a letter saying the money anounts reported 1o the IRS (841) did not match the amounts reported to SSA (W3)

ko Sip =

Have a question? Call 1-800-772-6270 Mon_- Fri. 7AM o 7PM Eastemn Time to speak with Employer Customer Senice personnel. For TDDITTY call 1-800-325-0778
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STEP 3: Choose the type of wage file you want to submit:

o 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.

e 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.

e 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.

What's in the File?
Name: DQTV TEST
Steps: 1. Before You Start  2.What'sintheFile? 3.SubmitYourFie 4. Confirmation

Which of the following isthe best description of the wage report(s)in your file?
O MNew W-2s/W-3s for Tax Year 2016 or previous tax year (EFW2)
) New W-2cs/W-3cs to comect mistakes on previously processed W-2 forms (EFW2C)

® Resubmission to correct errors that prevented SSA from processing a previously submitted fle
(Select only ifyou have received a Resubmission Notice)

Please enter the following information from the Resubmission Notice

Original receipt y ear (not Tax Y ear):
Wage File Identifier (WFID): |:|

Have you received a Recondiliation letter?

[] YES, | am uploading this file because | received a letter saying the money amounts reported to the IRS (941) did not match the amounts reported to SSA (W-3).

Quit w ithout sending | Back to Step 1 | ‘ Continue: |

Hawe aquestion? Call 1-800772-6270 Mon. - Fri. 74M to TPM Eastern Time o speak with Em ployer C ustom erService persennel. For TDD/TTY call 1-800-325-0778.

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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Socil Security Online Electrenic Wage Reporting (EWR)

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

oy

X Upload Formatted Wage File

Submit Your File
Name: DQTV TEST

Steps: 1. Before You Start 2. What's in the File? 3. Submit Your File 4. Confirmation
Choose your file by using the Browse bution. Then, click the Subrmit bution to upload your file.

Choose file Brow se.

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

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.

Electronic Wage Reporting (EWR)

EWRHome | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

i

Upload Formatted Wage File

Confirmation - Your File W as Received
Hame: DTV TEST
Steps: 1. Before You Start 2. What'sin the File? 3. Submit Your File 4. Confirmation

Your submission was successful. Use your browser menuto save or print this acknowledament of receipt for your records, as proof of your filing date, and to keep a record of the Wage File Identifier for checking the processing status.

Receipt Date: 08/00/2016 08.00 AM Eastem Standard Time Wage File Identifier (WFID): 88818
Submitter EIN : 50090837 Your File Nam e: \W2D01 1t
File Size: 15418 bytes (15.1 Kb) Assigned File Name: 1566F2CFBEB1173F_2017BBNS1801

Check the size of your file. How?
Ifitis not the same as the file sizz 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

Whatto expect:

+ You can check the status online at anytime However, allow 1-6 weeks for Social Securityto complete the processing of your file, depending on the time of year
+ If you receive a Resubmission Notice from SSA, please fallow the instructions contained in the natice o resolve any prablems with your submission

Thank you for subm tting your report using Business Services Online.

S

Have a iuestinn” Call 1-800-772-6270 Mon_- Fri_7AM to 7PM Eastern Time o sieak with Emiloir Customer Service iersonna\ For TDO/TTY call 1-800-325-0778
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STEP S: 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.

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.
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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.

Social Securly Online Electronic Wage Reporting (EWR)

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

& Upload Special Wage Payment File

(]

Submit Your Special Wage Payments File
Name: DTV TEST

1. Review your file(s) for correct formatting
The file format for Special Wage Payments is described in Publication 957, w hich is available by clicking the ink below . Fiease ensure thal the format of your file is correct so that it will process successfully

Reporting Back Pay and Special Wage Payments
2. Zip Your File

If you have a large fie (e.g., greater than 10MB) or a slow connection, the transmission wll be faster if the file is zipped (compressed).
WinZip, PKZip, and the Window s file compression ity are examples of acceptable compression tools

3. Submit Your File

Choose your file by using the Browse butten. Then, click the Subm it button to upload your file
Choose file: Browse

Have a iuestion’i Call 1-800-772-6270 Mon_ - Fri. 7AlM to 7PM Eastern Time to sieak with Emi\oir Custom er Service iersonnel. For 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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Socil Security Online Electrenic Wage Reporting (EWR)

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

i,

Upload Special Wage Payment File

o

Special Wage Payments File Submission Confirmation
Name: DQTV TEST

Your submission was successful_Use your browser menu o save or print this 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 Eastem Standard Time Your File Name: swp_ty14.bd
File Size: 1,383 byles (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 transmission. Please contact BSO Technical Assistance at 1-888-772-2970. For TDDITTY call 1-800-325-0778.
What to expect:

Please allow 24 o 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.

Submt Another Fle || BARHome

Have a iuest\on? Call 1-800-772-6270 Mon - Fri. TAMio 7PM Eastern Time fo speak with Emuloier Customer Service 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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