Tax Year 2020 Employer Report Status Tutorial

Users can check wage report status or view errors for wage reports submitted for their companies by a third party.
This option is available only to users who have the View File/Wage Report Status, Errors, and Error Notices role in
their registration profile.



TY20 Employer Report Status Tutorial
Step-By-Step Instructions

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.

| Social Security OSEARCH = MENU @ LANGUAGES @ SIGN N/ P

Home  Business Services Online

Business Services Online

Welcome Business Services Online
The Business Services Online Suite of Services allows organizations, businesses, Login Register
individuals, employers, attomeys, non-attorneys representing Social Security claimants,
and third-parties to exchange information with Social Security securely over the Complete Phone Registration
internet. You must register and create your own password to access Business Services a
Online.

Business Services Online (BSO)

Aleﬂ ———————————————————

Due to the COVID-19 pandemic. our BSO Customer Service and Technical Support Hours of Operation
staff is currently limited and hold times on the phone may be longer than usual. If Monday - Friday: 5 AM - 1AM ET

you need immediate assistance, our toll free number is 1-800-772-6270 (TTY Saturday: 5 AM - 11PM ET
1-800-325-0778) and is available Monday through Friday, 7 a.m. to 7:00 p.m,, Sunday: 8 AM - 11:30 PM ET
Eastern Time.

For Employers
For general assistance, you may send us an email at employerinfo@ssa.gov. For

technical assistance, please send us an email at bso.support@ssa.gov, We thank For Attormeys & Appointed

youin advance for your patience and understanding. Representatives

Social Security Number Verification
Message Services (SSNVS)

[f you received an Employer Comrection Request (EDCOR) letter conceming name
and SSN mismatches for your employees and you need additional resources,
please visit the EDCOR landing page at wwi.ssa.gov/employer/notices.html,

Consent Based Social Security
Number Verification Service (CBSV)

If you are adding a new BSO account, please make sure you select View Wage
Report Name/SSN Errors in addition to Report Wages.

Do you want to report wages to Social Security and/or test wage files using
AccuWage?

®Yes  (ONo
In addition, do you want to View Wage Report Name/SSN Errors?
W)Yes )No
If you report wages to SSA, go here to learn more about adding a new service to

your BSO account,

The Complete Phone Registration - aption is provided to individuals who began their
Business Services Online registration by phone and need to create a password.

Informacién para el Empleador en Espafiol

AboutUs Accessbllty FOIA Gpen Govemment Glossary Privacy Report Fraud, Waste or Abuse

This website Is produced and published at U.S, taxpayer expense.

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 Orline Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

v Log In to Online Services

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

0 DT - A New User? Existing User?
* Saturday: 5 AM-11PMET

« Sunday: 8 AN 11:30 PMET You must create an account to use this website.Once you do, Please log in below:
you will be provided a User ID to log in to our online services. User ID:

To create new account you will need to: Password: |:|

. . . ?
« Provide personal information Forgot user ID

« Provide contact information Forgot your password?
« Create your password and security questions

User Certification:

| understand that the Social Security
Administration (SSA) will validate the N

Create | og In Account

!nformation I provide against the v
Did you register with SSA by phone or paper form and information in SSA's files
need to create a password? [ I'have read & agree to these terms.

www.socialsecurity.gov | | HELP

3. Enter your User ID and Password.
4. Select the I have read & agree to these terms check box on the “Log In to Online Services”
page.
a. Select the Log In button to display the BSO “Main Menu” page.

b. To return to the “Business Services Online” page, select the BSO Welcome link at the
top or bottom of the page.
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Social Security Online Business Services Online
WWW.Socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
g Main Menu HELP
N 110
JOHN NAGLE
Welcome, JOHN NAGLE
Your password expires on April 01, 2100
Manage Account
i
0 Ml e T Report Wages To Social Security
o fezr i Test wage files using AccuWage
O Deslisirmn ik Submit, download and print W-2s and W-2cs
View submission status, errors and error notices for wage reports submitted by or for your company
Manage Services Request an extension to resubmit a wage file
* View /Edt Services Web Senvice
o RequestNew Services With your Web Service User ID, wage information can be exchanged with SSA using a client application
s View Pending Services developed by your company. Your Web Service User ID and password will have to be included in the header
» Enter Activation Code(s) of each SOAP request sent to the EWR Web Service. The system will keep your Web Service account

active as long as it is confirmed that you remain an employee of your company under the EIN specified.

M Em Infi ti
anage Employer Information The EWR Web Service includes operations to submit wage files (in an EFW?2 format), resubmit corrected

e AddilUpdate Employer Information wage files and view the status of the wage files submitted via your Web Service User ID.

® Renmove loyer Information

Have a question? Call 1-800-772-6270 M onday
through
Friday, 7:00 a.m. to 7:00 p.m. Eagem Time to speak
with Employer Customer
Service personnel. For TDD/TTY call 1-800-3250778.

www.socialsecurity.gov

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

Sodidl Securityonline  BUSINESS Services Online

ww.socialsecurity.gov BSO MainMenu | BSOInformaticn | Keyboard Navigation | Logout

’ﬁ’mﬁ‘“ Wage Reporting Attestation

User Certification for Electronic Wage Reporting

lunderstand thatthe Social Security Administration (SSA) will validate the information | provide against the
inform ation in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID and
have the authority tc either attest to the accuracy of the data and/or transmit wage infermation and tc receive
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.

[ 1Accept | [ 1DONOT Accept

Have a question? Call 1-800-772-8270 Mon. - Fri. 7AM to 7PM Eastem Tim € to s peak with Employer Customer Senvice personnel. For TDD/TTY call 1-800-325-0778.

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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Socidl Securityonline. BUSINESS Services Online

wWw.socialsecurity gov BSO MainMenu | BSOInformation | Keyboard Navigation | Logout

’ﬁ'ﬁ“ Electronic Wage Reporting (EWR)

Reporting Wages to Social Security

Forms W -2 -2 Online | | Forms W-2c/W-3¢ Onling | | Upload Formatted Wage File | | AccuWage Online E-mail a Wage Repoding Expert
Create/Resum e Forms W-2/AV-3 Online Informacion en Es pariol

e Create (fillin the form), save, print and submit Forms W-2 and W-3 with up to 50 form s W-2 per W-3. There is no limit on the
number of Forms W-3 an employercan submit even for the same Em ployer ldentification Num ber (EIN).

Online Tutorials & Training
¢ Upto 50 Forms W-3 can be saved ata ime to be resumed/submitted at a later date. Each Form W-3 can have up fo 50

Wage Reporting Handbook

Forms W-2 associated with it B

s Apre-submission PDF is provided io print the Forms W-2 for disiribution o the employees and for the em ployer review SSN Verification Handbook

« Read the lisiof restictions to defemm ine whether you can use Forms W-2/W-3 Online. Online Regisiration Handbook
Online Tutorial

Save (or Print) Submitted W-2 Repori(s YPDF to Your Computer
Aprintable final PDF version of a wage report created and submifted using Forms W-2/W-3 Online can be saved fo your computer.
The final PDF(s) are available for download for only 30 days from the date of submission.

FAQs - General Employer

Other Useful Information

» Before You File

Submission Status Employer Report Status
®Checking SSNs
View Submission Status View Em ongr Report Status - -
L I'Ugloadmg Formatted Files
Check report status, errors, and notice information for Check wage reportstatus orview errors for reports
previous ly submitied wage reports (Forms W-2AV-3). submitied for your com panybya third party. ® For Other Electronic Filers

® General Info about Wage Filing

Resubmission Notice

RS Information

Ifyou received a Resubmission Nofice, you mayuse the following link to request a oneime 15-day extension of the deadline: BN T G Es,

Requestan Extension fo File a Resubmission

¢ You will need inform ation from the Notice to request an extension.

e You cannotextend if (a) the file has previously been resubmitied or (b) todayis more than 45 days from the date on the
Resubmission Nofice.

Em ployer Support Links

7. Select the View Employer Report Status link to go to the “Employer Report Selection” page.
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S0 Flectronic Wage Reporting (EWR)

:socialsecurity gov BNRHome | Emai aWage Reporting Expert | Keyboard Nawgation | Logout

5. Employer Report Status

Em ployer Report Selection

Plzsseread the following information before confinuing:
¥ Employer repart inform stion s dis played enly ifthe report was submitied during the most recent fou years.
 Reports thethave not yet been process & cannot be dis played.
¥ Frocessed money totsls may notreflecthe curentlypos ted smounts,
¥ This infrmation s hould not be used for reconcilision or tax lisbility purpos es.
¥ This infarmaticn s hould not be used as e bes for a Form W-2erepert

Tax Year
The Tax ear is the year in which the wages were esmed.

Plesse Choose s Tax Year

[ Cine | [Goncel|

Hawe g iuesﬁcn?{laH 1-800-772-6270 hon. - Fri. 7AMto 7PMEss tern Time fo 5 ﬁk wit1 Em ik}ﬁr Customer Senice Elsennel. For TOD/TTY call 1-800-325-0778.

8. Select a Tax Year. The current tax year is the default value.
a. Select the Continue button to go to the “Search Results” page.
b. If there is no Report Status available, the system displays the “Search Results” page with
a message.
c. Select the Cancel button to return to the EWR home page.
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Electronic Wage Reporting (EWR)

il Searity Oriine

socialsecurity.gov EWRHome | Emaila Wage Reporting Expert | Keyboard Nasigation | Logout

ﬁﬁi‘.’}”“ Employer Report Status

@
D Search Results 2 Report Summary 2 Eror Detsik

Search Results

Mame: TEST COMPANY
EIN:53-0080864
Taxvear: 2019

Totsl Repork: 0

i_\ Important Message About Your Search Results

ReportLevel Information i notavailable.

[ Bsckosemrch | | PimPage |

Have s gues ion? Call 1-800-TT2-6270 Mon. - Fri. VA o YPM Esstern Time to s with Ermn

1 Cus fomer Service personnel. For TDDUTTY call 1-800-325-0773.

forsiseaiyoniee Flectrenic Wage Reporting (EWR)

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

ii- Employer Report Status

[}
’SearcllResurls 2 Report Summary 3 Error Details

Search Results

Name: STEVE ROCKS
EIN:12-3456789
Tax Year 2018

Total Repons: 2

Status Receipt Date Status Date Report Method Report Type #W-2s\W-2cs #Errors Details
COMPLETE 08/25/2016 09/02/2016 W-2C ONLINE CORRECTION 1 1 Report Details
COMPLETE 08/25/2016 09/02/2016 W-2 ONLINE REGULAR 1 1 Report Details
Back to Tap
| BacktoSeach | | PrintPage |

Have 3 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

9. On the Search Results page:
a. Select the Status link to see an Explanation of Processing Status Code.
b. Select the Report Details link to see the “Report Summary” page. If there is no error
information available, the system displays the “Report Summary” page with a message.
c. Select the Back to Search button to return to the “Employer Report Selection” page.
d. Select the Print Page button to print the “Search Results” page.
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AseeiyOnire  Flectronic Wage Reporting (EWR)

| Logout

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

/% Employer Report Status

[-]
1 Search Results Report Summary 2 Error Detsils
Report Details
Mame: WAGE SUBMIS SIDN COMPANY
Teax Vear 2018 W-3 Information
Report Type: REGULAR F
Status: RETURN
Status Date: 01/07/2019 Social Security Wages §0,009,200,000,000.00 5247,023,057.75 | MOT APPLICABLE
#of W-25: 8
Social Security Tips $243.890,351.3¢ 5243,890,351.34 | NOT APPLICABLE
Medicare Wages and Tips §1,405.036,684.27 |51,405.035,684.27 | NOT APFLICABLE
Federal Taxable Income §762.770,334 .86 5782,770,334.86 | MOT APPLICABLE
Error Summary
Total Ermors: 1
# Critical: 1
# Informationsl: 0
Importance Error Description More Information
CRITICAL Out of Balance Over Tolerance - Social Security Wages Error Details
Back to Tap
|| BecktoSesrchResuts | | PrintPage

i 7AM to TPM Eastem Time to spesk with Em) r Customer Sarvice personnel. For TOO/TTY call 1-800-325-0778.

Have a quastion? Call 1-800-772-6270 Moy
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Socsenrtyone Flectronic Wage R

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert |

* Employer Report Status

1 Search Resulls pReponSnmmary 3 Error Details

Report Details

Name: TEST CO

TaxYear. 2014 W-3 Information
Report Type: REGULAR

Reported Processed Amended
Status: COMPLETE
Status Date: 11/03/2014 Social Security Wages $347,033057.75 | §347,033,057.75 | NOT APPLICABLE
Fof-zs. 8 Social Security Tips $243,690351.34 | §243,690,351.34 | NOT APPLICABLE

Medicare Wages and Tips | $1,405,036,664.27 | 51,405,036 664.27 | NOT APPLICABLE

Federal Taxable Income §762,779,334.86 [ 5762,779,334.86 | NOT APPLICABLE

Error Summary

Total Errors: 0

# Critical' 0
# Informational: 0

f"f Important Message About Your Search Results

Error information is not available

Back to Search Results | [ PrintPage |

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

10. On the Report Summary page:

a. Select the Status link in the Report Details section to see an Explanation of Processing
Status Code.

b. Select the Importance link in the Error Summary section to see an Explanation of the
Error Importance.

c. Select the Error Details link to go to the “Error Details” page.

d. Select the Back to Search Results button to return to the “Search Results” page.

e. Select the Print Page button to print the “Report Summary” page.
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SeriyOie Flectronic Wage Reporting (EWR)

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

Employer Report Status

1 Search Results 2 Report Summary

» Error Details

Error Details for: Invalid Names and/or SSNs

Importance
INFORMATIONAL

Description

Some Employee Wage Records in the wage repori contain Names and/or Social Security Numbers (S5Ns) that do not agree with our records. This may be due to a data processing error. Check the
structure of the wage report to ensure that Names and SSNs are in the proper positions in the RW Records. Also, please check all names to ensure that: a) the first name and/or the last name fields
are not blank; b} the name agrees with the individual's name exactly as it is shown on the individual’s Social Security card; c} the first name, middle name and last name are provided in separate
fields; d} the individual's fitle (Mr., Mrs., etc.) is not included in any of the name fields. Please check all SSNs to ensure that: a) the SSN agrees with the individual's SSN exactly as it is shown on the
individual's Social Security card; b} the SSN is nine (9) numeric characters and does not contain letters, blanks, spaces, hyphens, preﬂxe§ or suffixes; c} the SSN does not begin with "666” or "9
and d) the SSN is not in reverse order.

Reported All Non-Zero Missing Failed to Total Failed
Zeros or Incomplete S5Ns Match SSNs
0 0 1 1
TIP: Use the W-2 Sequence number fo locate the Forms W-2 within your report,
W-2 Sequence ] ]
Number SSN First Name Middle Name Last Name
1 3562 SDFDSF SDAF

Backto Top

Action
The error listed is INFORMATIONAL and in most instances requires no further action. This means that Social Security was able to complete processing of your submission.

However, if you received an Employer Correction Request letter (EDCORY), then you should read the information under the Description heading and provide corrections by submitting a Form W-2c.
Additional resources are available on the Employer Correction Request landing page at www.ssa.qov/iemplover/notices html.

You can find instructions for correcting many common errors in our Online Error Reference Material . We encourage you to use our AccuWage service to check your Form W-2 (Wage and Tax
Statement) and Form W-2c (Corrected Wage and Tax Statement) files for over 200 kinds of errors before you send them to us. Visit hitp:lhwww socialsecurity. govlemployer/accuwage for more
information

I Back to Report Summary | | Print Page |

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

11. On the Error Details page:
a. Select the Importance link to see an explanation of the Action you may need to take.
b. Select the Online Error Reference Material link to see Employer W-2 Filing Instructions
& Information.

c. Select the http://www.socialsecurity.gov/employer/accuwage link to see AccuWage

Information and Software.
d. Select the Back to Report Summary button to return to the “Report Summary” page.
e. Select the Print Page button to print the “Error Details” page.
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Appendix: Other pages
1. Explanation of Processing Status Code (Submission Status) Page: users can access this page
by selecting the specific status link in the Submission Status column or the Report Status column
on any error page. Here is an example of “RECEIVED”.

Explanation of Processing Status Code

You have requested information about the EECEIVED processing status code.
RECEIVED soctal Securtty has recerved your subrmission.

Fledse hate that you may have to close this window In arder to Fesdime yorr B850 sessioh,
[ Close Browser Window ]

Vou can nse the File mepy to ciose this window

2. Explanation of Error Importance Page: users can access this page by selecting either
CRITICAL link or INFORMATIONAL link in the Importance column on any error page. Here
is an example of “INFORMATIONAL” error.

Explanation of Error Importance
You have-requested information about INFORMATIONAL errors.

The error listed is INFORMATIONAL and in most instances requires no further action. This means that Social Security was able to complete processing of
your submission.

However, if you received an Employer Correction Request letter (EDCOR), then you should read the information under the Description heading and provide
corrections by submitting a Form W-2c. Additional resources are available on the Employer Correction Request landing page at

www.ssa.gov/employer/notices.html.

You can find instructions for commecting many common errors in our Online Emmor Reference Material - We encourage you to use our AccuWage service to
check your Form W-2 (Wage and Tax Statement) and Form W-2c (Comected Wage and Tax Statement) files for over 200 kinds of errors before you send
them to us. Visit hitp-/iwww socialsecurity. goviemployer/accuwage for more information.
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