W-2 Online: An

Electronic Filing Option
For Small Businesses

Own a Business?
Drowning in Paper?
Stop Filing Paper W-2s!
n electronic filing option is available
for small businesses that allows the
preparation and submission of up to 20
W-2s per report over a secure Internet
service. When you register to file
electronically, here’s what you get:
¢ Freedom from buying paper forms;

e Electronic receipts you can use as
proof that you filed on time;

e W-2s for employees and for your
records; and

e Until March 31st to file.

To register for a User ID
and password

1. Go to www.socialsecurity.gov/
employer;

Empleyer W-2 Filing
Social Security Online Instructions & Information

www.socialsecurity.gov

Ermployer Information Business Services Online

Directory

BEFORE YOU FILE

Firet Time Filers

Returning Filers

CPAs, Accountants & Enrolled Agents

For Information on SSA No
Match Letter Click here

Employer W-2 Filing Page

www.socialsecurity.gov
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2. Select “Business Services Online
(BSOJ;
3. Select the “Register” button;

Social Security Online Business Services Online

httpziAval ssa.govi Home | Questions? . | ContactUs .. Search | NEG_
Online Services gms Business Services Online HELP
Availability % fii 7

e e ~<" Welcome to Business Services Online
Saturday: 5 Ab - 11 PMEST
Suncday: 8 AM - 1:30 M EST

DONT USE YOUR BROWSER'S
BACK BUTTON Business Services Online (BSO) enables organizations and authorized individuals to

conduct business with and submit confidential information to the Social Security
Effective as of October 2007, your  Administration. You must Register to use this website. Registered users may Request,

Personal ldentification Number Activate and Access various BSO services and functions

(PIN) iz now referred to as your

User ID. REGISTRATION - If you are & new user, select the "Register” buton to create a
password and receive your User D If you have started and need to complete your

Information Registration process, select the "Complete” button. In either case, after your
Registration is complete, you can Request, Activate and Access senvices and
functions.

« BSO Electronic W-2

—E—E‘S”EVSZ"”ZTK . LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users
ST a;'tw o can select the "Log In" button to login and display the BSO Main Menu. Then you may
1080 - S0Mware access services and functions you have already activated, or you may select "Account

.

R W Maintenance" to request activation of additional services and functions, deactivate
vour User ID, andfor change your password of contact information
+ Emplover Information
¢ Sutte of Senices Informacian para el Empleador en Esparial
* Apply For EIN
* Navigation Login to Business Services Online
* Online Security Policy. here
 The Privacy Act and the New user? Register for Busi Register
e Services Online here
o Complete Phone Registration what is [ Camplete Prone Registratian
+ ContactUs this?

4. Complete the registration form,
self-select your password and select
the “Register” button;

NOTE: Make a note of your password,
User ID and the expiration date.

5. Enter your User ID and password to
log in;

socalsecuriyontine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

e .
Ty Account Maintenance LOGOUT | HELP)
550 Main M » Account Maintenance hiens
Online Services Availability
* Wonday Fridey 5 4N -1 &1
£s1
© Satacky, 5 411 PEST

 Sunday: 8 AM - 11:30 PMEST .
i Request Access To BSO Services

DONT USE YOUR BROWSER'S
BACK BUTTON Salactthe optisn or optionsthat best dazerbe #ha s of busin ez yau p1an ts conduct with Susial Seeurity. Onee you have

completad your request, 3n activation code may be mailed




www.socialsecurity.gov

6. Select “Account Maintenance”
and select “Request Access to BSO
Services” (wizard for selecting
roles you want to access in BSO
applications).

Socilsecuriyontne  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Request Access to BSO Services LOGOUT | HELP|

BS0 bisin Menu » Accourt Mairtenance ieny » Request Acsess

sl

Online Services Availability Select Service Suite
© Wionday-Fricay: 5 AM - 1 AM
EST You must request access to do specific functions within a service suite. Let us

o Satwday SAM-TIPMEST el you choose which functions to add.

* Sunday: 6 AM - 11:30 P EST

DONT USE YOUR BROWSER'S| [ npioyer services sute:
BACK BUTTON
Elecironio age Reparting Servios
Allows use of one or more of the following services

* Reporting Wages to Social Security

+ Yiew FilefVage Reports Status, Errors, and Error Notices without Name / SSN
Errors

« Yiew FileMage Reports Status, Errors, and Error Notices with Name / SSN Errors

ANDIOR
Social Sacurity Humber Varifiostion Sarvios [§SHVE]

Allowss the completion of an online form or submission of a file to request verification of
names and Social Security Numbers of employees.

[ stormey Services Suite.

Form 5541630 Business Taxpayer Infarmation
Allows attorneys or authorized representatives to register with Social Security for Form
SSA-1694 Request for Business Entity Taxpayer Information and perform the following

functions

+ Complete Form SSA-1694 Business Taxpayer Information
* Update Form SSA-1694 Business Taxpayer Information

Get more information about filing
W-2s online in the BSO Handbook. Go
to www.socialsecurity.gov/employer
and click on “Electronically File
Your W-2s” or call us toll-free at
1-800-772-6270 (TTY 1-800-325-0778).
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Need technical help?

For technical support, such as
connection and transmission questions,
call us at 1-888-772-2970 or use our
TTY number.

Contacting Social Security

For more information and to find
copies of our publications, visit our
website at www.socialsecurity.gov
or call toll-free, 1-800-772-1213 (for
the deaf or hard of hearing, call our
TTY number, 1-800-325-0778). We can
answer specific questions from 7 a.m. to
7 p.m., Monday through Friday. We can
provide information by automated phone
service 24 hours a day.

We treat all calls confidentially. We also
want to make sure you receive accurate
and courteous service. That is why we have
a second Social Security representative
monitor some telephone calls.

wWww.socialsecurity.gov
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