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W-2 Online

Contains the following lessons:

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

Step 1:
Point your browser to the Business Services Online (BSO) “Welcome to Business Services Online” page: www.socialsecurity.gov/bso/bsowelcome.htm.
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L) Welcome to Business Services Online

Business Senvices Oniine (BSO) enables organizations and authorized individuals to conduct business with
‘and submit confidential information to the Social Secuity Administration You must Register o use this
website. Registered users may Request, Actvate and Access various BSO services and functions.

REGISTRATION - you are a new user, select the "Register” buiton to create a password and receive your
UserID. Ifyou have started and need to complete your Registration process, select the "Complete Phone.

Registraion” button.In ether case, after your Registration s complete, you can Request, Actvate and
Access senvices and functions.

LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Logn”
butonto login and display the BSO Main Menu_Then you may access senvices and functons you have
already actvated, or you may select rks from the left panel to manage your account information (deactivate.
your User ID and change your password) of manage your services (request new senvices, view pending
Senvices, and enter actation code), and in Some cases manage your employef information.

Informac 1 c i

Loginto Business Services Oniine here

New user? Register for Business Services Online
here

Complete Phone Registration

Explanation of BSO Services
Reporting Wages to the SSA

‘Allows youo send forms W-2 and W-2c to Social Security by uploading a specificaly formatted
electronic file or by directly keying W-2 and W.2c information info an oniine form. Capabily to view
‘Submission and Report processing status is availabl. f you have received a nolice requesting that you
resubmit your wage fle, it can be acknowledged oniine. Additonaly, you may ask for a one time 15-day
‘extensionto the deadine for resubmiting your wage fle.

Social Security Number Verification Service (SSNVS)

Forthe purposes of completing W-2 and W-2c SNV allows youo complete an oriine form or subimit
specificaly formatted fils o request verification of ames and Social Security Numbers of employees
ofthe company for which you work o the company that has hired you o perform tis senvice.

infomation ing Social Nt
Form SSA-1694 Request for Business Entity Taxpayer Information

Business entites that have attorney andlor non-attomey representatives s partners or employees who
receive direct payment may provide SSA with taxpayer identiication information using the Form SSA-
1694,

To Login or Register Online
Scrollto the top of this page and:

« Select Login to complete, update or view the Form SSA-1694.

« Select Register o obtain a User ID and password fo complete the Form SSA-1694.
b < 1694 with instruct

More informa irect P i
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Step 2:
Select the Log In button on the BSO “Welcome to Business Services Online” page.  The system displays the “Log In to Online Services” page.
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o Honday-Friday: 5 AM - 1AM ET
o Saturday: 5 AM - 11 PUET.
© Sunday: 8 AM- 11:30 PMET

Business Services Online

og In to Online Services

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

New User?

You must create an account to 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 will need to:
« Provide personal information
« Provide contact information
« 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?

ished.

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Forgot your password?

User Certification:

Iunderstand that the Social Security -
Administration (SSA) will validate the
information | provide against the

information in SSA's files. =

[] Ihave 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 “Welcome to Business Services Online” page, select the BSO Welcome link at the top or bottom of the page. 
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0 Main Menu | BSO Information | Contact Us | Keyboard I

Main Menu HELP

'ERESUB VALIDATION
Welcome, ERESUB VALIDATION
Your password expires on May 05, 2099

Report Wages To Social Security
Manage Account ‘Submit, download or process W-2s and W-2cs
View submission status, acknowledge resubmission notices o
e B e otk Request resubmission extensions
 Change Password View errors and error notices for wage files and/or wage reports submitted by or for your company
 Disable Account

Social Security Number Verification Service
Manage Services Request online SSN verification, or
‘Submit files for SSN verification

» View/ Edit Senices

« Request New Senices
» View Pending Senices
« Enter Activation Codes|

Manage Employer Information

« Add/Update Employer Information
+ Remove Emploer Information





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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BSO Main Menu | BSO Information | Ke

Wage Reporting Attestation

User Certification for Electronic Wage Reporting

Iunderstand 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
‘andlor transmit wage information and to receive employee wage information for the employer.

By selecting the "I Accept” button, you certify that you have read, understand and agree to the user certification
of Business Services Online.

DO NOT Accept

Have a question? Call 1.800.772.6270 Mon.- Fr. 74 to 7PM Easter Time to speak with Employer Customer Senice personnel. 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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iii- Electronic Wage Reporting (EWR)

Reporting Wages to Social Security P

Forms W-2W-3 Oniine | | Forms w-2cw-3c oniine | | Upload Formattea wage File:

E-mail 3 Wage Reporting Expert
Create/Resume Forms W-2\W-3 Online
‘« Create (il in the form), save, print and submit up to 50 Forms W-2 per Form W-3. There is no limit on the Informacion en Espariol

‘number of Forms W-3 with up to 50 Forms W-2 an employer can enter, even ifthe multiple Forms W-3 are for
the same Employer dentication Number (EIN).

« Atany pointin fime, up to 50 Forms W-3, each containing up to 50 Forms W-2, can be saved and B ST
resumedisubmitted at a ater date. Wage Reporting Handbook

= Apre-submission PDF is provided to printthe Forms W-2 for distribution to the employees andfor the ‘SN Verification Handbook
employer review.

Online Redistration Handbook

« Read the list of restrictions to determine whether you can use Forms W-2/W-3 Online.
Online Tutorial

EAQs - General Emplover
Save (or Print) Submitted W-2 Repor(s)PDF to Your Computer B et
‘Aprintable final PDF version of a wage report created and submiited using Forms W-20-3 Online can be savedto
Your compuer. The final PDF(s) are avallable for download for only 30 days from the date of submission. Other Useful Information
> Before You File
Submission Status Employer Report Status > Checking SSNs
View Submission Status View Emplover Report Status > Uploading Formatted Files
Check report status, errors, and notice information for Check wage reportstatus orview efrors for reports A
previously submitted wage reports (Forms W-2/W-3). ‘Submited for your company by a third party. ForoierEecionic e
> General Info about Wage Fiing
Resubmission Notice *IRS Information
If you received a Resubmission Notice, you may use the following link to acknowledge receiving the Notice and/or to *Euslication Resources

request a one-time 15-day extension of the deadiine:

‘Acknowledge Notice andlor Reques! Extension Emplover Support Link
Emplover SupportLinks
' You will need information from the Notice to acknowledge the notice or request an extension. IR S

« You cannot extend i (a) the fle has previously been resubmitted or (o) today is more than 45 days from the
date on the Resubmission Notice.

Have a question? Call 1.800.772.6270 Hon. - Fri_ 74l to 7Pl Eastern Time to speak with Employer Customer Senice personnel. For TDD/TTY call 1.800.325.0778.




Step 7:
On the EWR home page:


Forms W-2/W-3 Online tab is default.
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-3” page.  If there are unsubmitted Forms W-2/W-3, the system displays the Forms W-2/W-3 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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;,\\qi‘@)\ Forms W-2/W-3 Online
Unsubmitted Reports °

You have 11 saved reports that you have not yet submitted.
To resume a previous report, selectthe "Edit” button nextto the report

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

a [PurgeDate

Edit Delete [PERIANENTE WEDICAL GROUP INC 942728480 0 07202011 11472011
Edit Delete [PERIANENTE WEDICAL GROUP INC 942728480 0 07202011 11472011
Edit Delete [PERIANENTE EDICAL GROUP INC 942728480 0 07252011 [11-222011)
Edit Delete [PERIANENTE MEDICAL GROUP INC 942728480 0 07262011 11232011
Edit Delete n 942728480 [ 07272011 1124201
Edit Delete l2010wa 942728480 1 08022011 11302011
Edit Delete Rt 942728480 ) 08082011 [12-06-2011)
Edit Delete nEws 042613207 2 08122011 [12-102011)
Edit Delete [PERIANENTE EDICAL GROUP INC 042613297 1 08122011 [12-102011)
Edit Delete 12345678001234567800123456780012345678001234567891111111| 942728480 2 08162011 12142011
Edit Delete [PERIANENTE MEDICAL GROUP INC 942728480 3 08162011 [12-14-2011|

Start a New Report

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 8:  Select the Start a New Report button on the “Unsubmitted Reports” page.  The system displays the “Before You Create Your Form(s) W-2/W-3” 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.
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- Forms W-2/W-3 Online
Before You Create Your Form(s) W-2/W-3

Please answer the following questions:

b Please selectthe Tax Year: 201 ~

» For whom are you fiing? Please select.

» Please select the type of W-2 Form (Regular or Regular W-2 -
Territorial):

» Have you received a Reconciliation Letter? [ ves

1:am creating this report because | received a letter saying the money amounts reported to the IRS (941) did not match the amounts,
reportedto SSA (W-3).

Check for Exceptions
Does this wage report involve any of the following uncommon situations? More Info
Ifany of these apply to you, contact us for advice on filing your wage reports.

Are you attempting to file Forms W-2c?
Are youfiling for wages eamed in Puerto Rico orthe Northern Mariana Islands?

‘Are youfiling for Self-Employed income thatis not from a church or religious organization?

AgentIndicator codes?

‘Are you submitting Thirg-party Sick Pay Recap Forms W-2 and W3 described in part 6 of Infernal Revenue Senvice publication 16-42
You are not going to work on any fields from Boxes 1 through 7 or Boxes 9 through 12.

[ Yes, one or more of these situations apply to this wage report.

Continue >>

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




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


Select a Tax Year, select a company name and the type of W-2 Form you are creating.  If you received a Reconciliation Letter, select the check box.  

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” 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-2 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: @ empioyer ntormation @ Formisy w2 @ wezrist @ waprevien @ prntsRevew @ signs submt D susmission Contimaton (@ save POF

@Employer Information for this Wage Report

Filds markea with an asterisk () MUST be complted

Enter/Review Employer Information for this Wage Report

Please nte s formaton has changed - updting o tis page anly changes farmtonfor s curent wage repart To offcialy corrctIRS
Tecords you il need 0 conlact e RS or use M appropriate IS5 empiver o et o,

* Empoyer Name:
e 520050988

* County: Unted States B
Addross Line 1:
Addross Uno 2
“eur
* State Abbreviation or U Sy Provice:
* ZPpostalCode: 2P Ex s.on:

‘Contact Person for this Submission
* Name: 0TV TEST
* Emai BRYAN YONS@SSAGOV

“Prone: G0 Ext:
fax:

‘Other Information

Please il n e following they3ppy 1o 0u (hese re generaly uncammon).
Other E Used s Yar orthis Employer:

Estabtsment Number:
W3 Conrli0:

Kind of Payer
‘Selecte ki of Payer hat est descrbesyourstuaton, review e contacnformatonon e and ke any necessany changes

“Kind ot Payer:
9 wrming: Be sur 1o selct e corectKnd of Paye. You wl ot be bl 0 change your elecionfor s wage report atany me.

941 Regutan)

Household Empioser

942 Hgricuture)

944 Regutan)

o1 Raitoa

Mecicare Goverment Emplayer (ForGovemment Employers oly)

Kind of Employer
‘Select e K of Employer ht bestdescrives you saton.

Federal Govemment
TaxBxemptEmploer (S01chon Gor)

Stte andLocal Govemnmental Employer (SteLocal Nor 5016)
Stte 3ndLocal Tax Exempt Employer (SateLocal 5016)

Hone Apply

hcpaty SckPay.

e 00T T T T e e i e et o0 a0z




Step 10: On the “Employer Information for this Wage Report” 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-2 Information” page.
Select the Cancel button to return to the EWR home page.
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Steps: @ empioyer ntomation @ rormis) w2 @ w2 uist @ wapreview @ protsReview © sign & suwmt D susmission Contimaton D save POF

© Enter W-2 Information

" Employees social securty umber

b Emploer denticaton number

| You are currenty working on W-2 number: 1 of 50.

[Filds marked with an astesk (* ) MUST be completea.

For amcal use onl
(OMB o, 16450008

4 Wages.bps. orr compensaton

2 Federaincome tax witheld

1530090868 S s
 Empogers name,adaess, ana 2P o 5 Soarsecy wages 4 Socasecurty ax wivheid
s s
as0
e 5 indicarewages anais © sdcars b
s s
7 Socasacury s o Alocateatos
s s
aGontotnumber 9 Adance 6 pament 10 Dependant s bt
s s
o Enpious rstrame, s b astname anasufx A Nonauaifea pians 2
o Suchon 157 asotons o onruons PR
Middie: s
“Last ot secton 457 disotons of conmouons
s s
TEnviopses avass " w
oy Unted Saes Savoy  Retwement Mopay | coge s
Aarsssine 1 amoloepan | sikpey
Aasessine2
on 40ner e
[
s, acess o atormgnaess —
| e
ZPpostacote: -
— e
(Amounti2y:  $ Code: ~s
L
amoumy:
15 Emporers 0 w 0 »
St Boumbes St wages. tps, ke Satencometax | Locsiwages, s, oe_|Locaincometax___ Locatyname
i ol ] s o [
] f ] IsL sl [

Save and Go to W-2 List>>

744115 771 Easten Tim o spescwin Emplyer ustomer Senvcs personna. For TODITTY il 1.800.325.0778.




Step 11: Enter the W-2 data in the appropriate boxes on the “Enter W-2 Information” page.  Select the Save and Start next W-2 button to save this W-2 information and create another W-2.  The system may display some alerts.  If an alert is displayed, you may proceed by making corrections to the W-2 or by selecting the override checkbox.

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


You can enter a maximum of fifty W-2s  The number of the current W-2 is displayed at the top of the “Enter W-2 Information” page.  When entering your fiftieth W-2, 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 “W-2 List for this Submission” page.  


Select the Delete this W-2 button: If the form has been saved previously, the system will display the “Are you sure you want to delete this W-2” page; If the form has not been saved previously, the system will display the “W-2 List for this Submission” page.
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Forms W-2/W-3 Online

Steps: @ employerinformation @ Forms)w-2 @ w2List @ w-3preview © printa Review  (© sign & suomit @ suomission Confirmation (O Save POF

Wage Reporting Expert | Keyboard Na

on | Logout

© w-2 List for this Submission (PERMANENTE MEDICAL GROUP INC) @

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

This report was last modified on 08-16-2011. Form(s) W-2 Entered: 3
Order
o Wages (box 1)
1 LICCONNELL GAIL 000068303 532400 Delete.
2 cLinToN, micHELLE 000065502 423400 Delete
3 GiBsON, KaTLIN 00003902 534500 Delete
Total $4,903.00

Ecit Employer nfornation Starta NewW-2>> Continue to W-3 Proview >>

Have 3 question? Call 1-800-772-6270 Won.

Fri_ 7Al o 7PM Easter Time to speak with Employer Customer Service personnel. For TOD/TTY call 1.800-325.0778.




Step 12:
The following options are available on the “W-2 List for this Submission” page:

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


Select the Delete link to delete the W-2.  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-2 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 change previously entered employer information.


Select the Start a New W-2 button to create another W-2.

Select the Continue to W-3 Preview button to view the “W-3 Preview for this Submission” page. 
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Forms W-2/W-3 Online

Steps: @ empioser ntormaton @ Formis) w2 @ w2 ust @ w3 preview @ ot Review @ sign & suomt_ D susmission Cantimaton D save POF

© W-3 Preview for this Submission

Ensure it he nfomatonan yourFormis) W-2 o i smploer tsconcics wih the fal of Forms 941,943,
944,or Schedule H hatyoufled wi h nfeal Revenue Service.

To ectins ta. lease Retun 112 it snd slectne W-2 you nsedto sat

a Contol number For oficial use only
OMB No_ 15450008
b Kind of payer 1 Wages. tps, ather compensation 2 Fedaralincome tax
941 -Regular $4587.00 withold
$1.00
Kind o employer 3 Social securty vages 4 Social securty ax witheld
Federal Government 5000 50.00
 Totl numberof forms W-2|d Estabishment number |5 Medicare wages and tps 6 Medicaretax witheld
2 $0.00 $0.00
@ Employer dentcaton number 7 Social securty tips 8 Alocated tps
530090868 $0.00 $0.00
Employers name, address, and 2P cade 9 Advance EIC payments 110 Dapendent care banefts
5000 $0.00
asp
D 20211 1 Nongualfied plans. 120 Defeed compensation
5000 $0.00
13 Forthic pary sck pay use only 120 Not Apphcable
14 ncome tax wihheld by payer of thid pany sick pay
$ 000
h Other M used this year Hote:The sate andlocal ttas below efect  sraight summation of the
stateand localdata you entered n the Foms W-2. Hfyou use this form for
1epoting o you state and your tate has diflerent rles for ropotng these.
otals, you may ener your own totas using your state’s e wihout
aflecting the amounts on the Forms W.2. Social securlty will not use this
information and will ot forward i to any State or local enty.
‘You must chack hereto confm these are the taais you want to show on
this Form W3
Iagreo
15 State Employers state D number 16 State wages, tps, otc. 17 Stateincome tax
MD | 1341WW $20 s2%
18 Local wages, tps,otc. 19 Localincome tax
$ o0 $ 00
Contact person Telephons number
Darv TEST 4105556556
Ema addrss Fax number

BRYAN.LYONS@SSA.GOV

TN

Haue 3 queston? Cal 1800.772.6270 on  Fi 74l o TP E3ster Time 0 5peak wih Employe Customer Senic persannat For TOOTY cal 1800.325.0778.




Step 13: The totals displayed in Boxes 16, 17, 18, and 19 on the “W-3 Preview for this Submission” page are straight summations of state tax information entered on the Forms W-2.  If you intend to use this form for reporting to your state and your state has different rules for reporting those totals, you may enter your own totals and select the I Agree check box to continue.  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-3 for Review” page. 


Select the Return to W-2 List button to return to the “W-2 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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> Forms W-2/W-3 Online

Steps: @ employer information @ Form(s) w2 @ w-2List @ w-3Preview @ Print & Review  (© sign & suomit @ suomission Confirmation (O save POF

© Print Unsubmitted Form(s) W-2/W-3 for Review

‘« Printthe PDF file below to review your unsubmitted Form(s) W-2 and W-3.

» Once you have reviewed your Form(s) W-2 and W-3, give copies to 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 is for printing and record keeping purposes, to be provided to your
employees

» Ifyou needto change any W-2 information, please select the "Return to W-2 List” button

= When you believe the W-2 information is accurate, you can confinue to the *Sign & Submit step.

« Checkwith the IRS for online filing deadiines

Your Unsubmitted Copy

Your unsubmitied work has been saved for future use.

B print Unsubmitted W23 257091742.tmp
What's in this PDF?

Problems Printing Form(s) W-2 2

n orderto view or print these fles inthe.
PDF format, you wil need Adobe's
Acrobat® reader. You wil need to
downlosd and nstal the free Acrobt
Reader on your computer. Version 5.0 o
areater s recommended

Al

Have 3 question? Call 1-800-772-6270 Mon.

ri_ 741 to 7PM Eastern Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




 Step 14: The following options are available on the “Print Unsubmitted Form(s) W-2/W-3 for Review” page:

Select the Continue button to go to the “Sign and Submit” page. 
Select the Return to W-2 List button to return to the “W-2 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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Steps: D empiojer normation @ Foms) w2 @ w-zList @ w-3preview © printaReview @ sign & submit (D submission Confimation (O Save POF

(] Sign and Submif

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.

By checking agreement below and selecting the " Submit this Wage Report” button, | afirm that the above statement
istrue.

|, BRYAN LYONS, read and agree with the above.

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

ort >>

* Once you submit this wage report electronically, do not send any paper forms fo SSA.

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 15:
Select the check box on the “Sign and Submit” page 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 on the top.


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-2 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-2 for Review” page. 
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Steps: @ employer information @ Form(s) w2 @ w-2List @ w-3 Preview © print & Review (© sign & suomit @ Submission Confirmation (D) Save PDF

@ confirmation Receipt - Your File Was Received
Your wage report was submitted successfully. Thank you for using W-2 Online.

‘This Wage File Identiier (WFID) is your confirmation number: KVZ300

We encourage you to printthis page for your records. Your receiptwill no longer be available once you leave this page.

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

Your Receipt
Employer. SSA Employer EIN: 53.0090868
Taxyear 2010 Payertype: 941 - Regular
Received o 09/14/2010 09:20 AM Eastern Form ype: W-2
Time.

Received:  1FormW-2

Total wages $1,999.00 Federal income tax withheld: $888.00
Social security wages: $56.00 ‘Social security tax withheld: $26.00
Medicare wages and tips: $221.00 Medicare taxwitnheld: $3.00

What You Should Do Next

1. Keep a printout of this page for 4-7 years as proof of your filing date.
2. Printand distribute the Form(s) W-2 to your employees if you have not already done so.

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

What to Expect

+ You can check the status of your submission by selecting the View Submission Status link from the EWR homepage. It may take 4-6 weeks for
Your wage reportto process.

« Please note: If your address or phone number has changed, rememberto correcttin IRS records by using the IRS form 941. Contact the IRS for
more information,

« Ifyou needto make a correction {0 this wage report ensure thatthe status of the reportis COMPLETE. Then you can use the W-2¢ application to
make corrections.

Go to Save Offcial PDF >>

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 16: A print pop-up window will be displayed on top of the “Confirmation Receipt - Your File Was Received” page.  From the print pop-up window you may select one of the following options:


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: From the “Confirmation Receipt – Your File Was Received” page, you may select one  of the following options:


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.
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O save PDF

« Save the offcial PDF file below to your hard drive 5o that you can reference itater

« Once you have closed his session, the file will only be available for 120 days. Saving tto your hard drive will allow you to reference it late.

Save Your Official Copy

“Important Save an official copy of the submitted file on your computer*
Please note thatthe PDF provided is for printing and record keeping purposes, to be provided to your employees.
“This file wil be available onfine until 01-12-2011.

To save the fle below to your hard drive, open the fle and use the “Save” menu option.

B kvz300.paf (Final)
What's in this PDF?

Problems Printing Form(s) W-2 2

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

View Unsubmitied R Start a New Report

n orderto view or printthese fes in the
PDF format, you wil need Adobe's
Acrobat® reader. You wil need to
downlosd and nstal the free Acrobt

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.




Step 18:
Right click the file name (<filename.pdf>) on the “Save PDF” page to view or save the submitted report. 


Select the Start a New Report button to return to the “Before You Create Your Form(s) W-2/W-3” 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-2 and W-3 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-2 Report(s)/PDF to Your Computer link under the Forms W-2/W-3 Online tab on EWR home page. The system displays the “Download Submitted Reports” page.
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Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice 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.
Note: 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.

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. 
Appendix: Other Pages

1. Are You Sure You Want to Delete this W-2 Page
If a user selects the “Delete This W-2” button on the “Enter W-2 Information” page, the system shall display the “Are you sure you want to delete this W-2” Page.
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2. Are You Sure You Want to Save and Exit W-2 Online Without Submitting Your Annual Wage Report to SSA Page
If a user selects the “Save and Quit” button on the “W-2 List for this Submission (ABC Limited)” page, “W-3 Preview for this Submission” page, the “Print Unsubmitted Form(s) W-2/W-3 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-2 Online without submitting your annual wage report to SSA” Page.
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Your employer information and Forms W-2V1 will be saved until 12-28-2011. You
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3. Are You Sure You Want to Delete the Unsubmitted Report Page
If a user selects the “Delete” button on the “Unsubmitted Reports” page, the system shall display the “Are you sure you want to delete the unsubmitted report” page.

[image: image19.png]www.socialsecurity.gov_EWR Home | E

Wage Reporting Expert | Keyboard N

on | Logout

/ii* Forms W-2/W-3 Online

Are you sure you want to delete the unsubmitted report?

Yes. Your unsubmitied wage report will be deleted.

LTI vou i e sent bsckto s Unsuomited Repors page.

Have 3 question? Call 1.800.772.6270 Mon_ Fri. 7Al to 7PM Easter Time to speak with Employer Customer Service personnel. For TOD/TTY call 1.800-325.0778.




4. W-2 Online Restrictions Page 

Users can access “W-2 Online Restrictions” page by selecting the “Continue” button on the “Before Your Create Your Form(s) W-2/W-3” page when the radio button “No” and/or the check box “Yes, one or more of these situations apply to this wage report” is selected.  
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‘According to the answers you provided on the Before You Start page you are not eligible to use W-2 Online to file this wage report
because of the restricions and fimitations of the W-2 Online system.

You may use the File Upload pplication if you have software that produces EFW2 formatted slectronicfiles to file this wage report,

youmay use paper W-2 forms for filing tis wage report or you may view a list of vendors who provide products and services which
may enable you o file Forms W-2 elecronically

EWR Home Page

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74 to 7Pl Easter Time to speak with Emploer Customer Senvice personnel. For TDD/TTY call 1.800-325.0778.
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