TY20 Submission Status Tutorial

[bookmark: _GoBack][bookmark: _Lesson_1:_View_the_Current_Submissi][bookmark: _Lesson_1:_View]Tax Year 2020 Submission Status Tutorial
Submission Status allows submitters to view the submission status, resubmission notice, errors, and detail submission information. You need to have the View File/Wage Report Status, Error, and Error Notices role in order to access the application. If you would like to view report level information submitted on your behalf by a third party, use the Employer Report Status application. See the Employer Report Status Tutorial for more information.


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. 
[image: ]
2. Select the Log In button on the “Business Services Online” page.  The system displays the “Log In to Online Services” page.
[bookmark: LogInToOnlineServices][image: ]
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.

[bookmark: MainMenu][image: ]
5. Select the Report Wages To Social Security link on the BSO “Main Menu” page.  The system displays the “Wage Reporting Attestation” page.
[bookmark: Attestation][image: ]
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.
[bookmark: EWRHome][image: ]
7. Select the View Submission Status link to access Submission Status.  The system displays the “Submission Search” page. 
[bookmark: SubmissionSearch]
[image: ]
8. You can search a submission by Date or by WFID on the “Submission Search” page.
a.  SEARCH BY DATE: Search by Date is a default tab. Select a Receipt Year and a submission date range, then select Continue button to go to the “Search Results” page.  If there are no submissions matching the date range selected, the system displays the Search Results page with a message.
b.  SEARCH BY WFID: Select the Search by WFID tab to see the options listed on the “Submission Search” page.  Select a Receipt Year and enter the WFIDs for the selected Receipt Year when you search by WFID on the “Submission Search” page.  If there are no submissions matching the WFID entered, the system displays the Search Results page with a message.  If you do not enter the WFIDs, the system displays all of the WFIDs for the selected Receipt Year on the “Search Results” page. 
[image: ]

[image: ]
[image: ]
9. On the Search Results page:
a.  The Submission Status is displayed in the Status column.  The possible submission statuses are: RECEIVED, IN PROCESS, COMPLETE, RETURN, DELETE, and DUPLICATE	.
b.  Select the column header WFID, Status or Receipt Date to sort submissions accordingly.
c.  Select the specific Status to see an Explanation of Processing Status Code.
d.  Select the Submission Details link in the Details column to see the “Submission” page.  If the status is “RECEIVED”, the system displays the Submission page with a Delete This Submission button; if the status is “DELETE”, the system displays the Submission page with Overview and Current Status sections; if submission level error exists, the system displays the Submission page with submission error.
e.  If Resubmission Notice exists, select the View Notice link in the Resubmission Notice column to see the Resubmission Notice.
f.  Select the Back to Search button to return to the “Submission Search” page.
g.  Select the Print Page button to print the “Search Results” page. 
[image: ]
10. [bookmark: _Lesson_2:_View_Submission_Details][bookmark: _Lesson_2:_View]On the Submission page: 
a.  Select any link in the Reports section to go to the Report page. 
b.  Select Search Results link or the Back to Search Results button to return to the “Search Results” page.
c.  Select the Print Page button to print the “Submission Details” page.
[image: ]
11. On the Report page: 
a.  Select one of the filter radio buttons to filter the total reports accordingly.  The report table will be refreshed.
b.  Select the specific status link in the Status column to see an Explanation of Processing Status Code. 
c.  If the report has errors, select the # of Errors link to go to the “Errors” page. 
d.  Select the W-3 Details (or W-3c Details) link to view Detailed W-3 Information (or W-3c Information).  See the screenshot below:
[image: ]
e. Select the Submission link or the Back to Submission button to return to the “Submission Details” page.
f.  Select the Print Page button to print the “Report” page.
[image: ]
12. On the Errors page: 
a.  Select the Importance link to see an Explanation of the Error Importance.
b.  Select the Error Details link to go to the “Error Details” page. 
c.  Select the Report link or the Back to Report button to return to the “Report” page.
d.  Select the Print Page button to print the “Errors” page.
[image: C:\Users\264345\AppData\Local\Temp\SNAGHTML63685c4.PNG]
13. On the Error Details page: 
a.  Select the Importance link to see an explanation of the Action that 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 Errors link or the Back to Errors button to return to the Errors page.
e. [bookmark: step12][bookmark: step15a][bookmark: Step17] Select the Print Page button to print the “Error Details” page. 
[bookmark: _Lesson_3:_View_Report-Level_Informa][bookmark: _Lesson_3:_View][bookmark: OtherScreens]
Appendix: Other pages
1. [bookmark: _Explanation_of_Processing][bookmark: _Toc228268059][bookmark: _Toc247961061][bookmark: _Toc250724696][bookmark: _Toc251148647][bookmark: _Toc272506817][bookmark: _Toc83261008]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”.

[image: Received]

2. [bookmark: _Explanation_of_Error][bookmark: _Toc230579532][bookmark: _Toc247961085][bookmark: _Toc250724758][bookmark: _Toc251148675][bookmark: _Toc272506835][bookmark: ErrorImportance]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. 

[image: INFORMATIONAL]

3. [bookmark: _Submission_(with_Error)][bookmark: _Toc247961103][bookmark: _Toc250724830][bookmark: _Toc251148693][bookmark: _Toc272506853]Submission (with Error) Page: the “Submission (with error)” page displays any errors at the submission level.


[image: ]

4. [bookmark: _Submission_(when_status]Submission (when status is “RECEIVED”) Page

[image: C:\Users\264345\AppData\Local\Temp\SNAGHTML647144a.PNG]

5. [bookmark: _Submission_(when_status_1]Submission (when status is “DELETE”) Page


[image: ]
[bookmark: _Resubmission_Notice_Page]
6. Resubmission Notice Page: on the “Search Results” page, select View Notice link to see the “Resubmission Notice” page.  Select the Back to Search Results button to return to the “Search Results” page.
[image: ]
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o delete the submission.
Current Status
‘Submission Status: RECEIVED
Status Date: 0772312018

Have a question? Call 1.800.772.6270 Hon.- Fri_ 74l to 7Pl Eastem Time to speak with Emploer Customer Senvice personnel. For TDDITTY call 1.800-325.0778.
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'ﬁ?iﬁ" Submission Status

G
1 Search Results 9 ‘Submiss ion 3 Report 4 Erors 5 Emor Details

Submitier EIN: 12-3456789 VIFID: BBNASO.
Receipt Year 2018 Version: 01

‘Submitted: 0712172018

‘Submission Type: Unknown

Total Reports: 0
New Search
‘Submission Details
Overview
File Name: Clean_KI2b¢
‘Submission Method: INTERNET
‘Submission Type: Unknown
Current Status
‘Submission Status: DELETE
Status Date: 07/21/2018

[ BacktoSearchResus | [ PrintPage |

Have a question? Call 1-800-772-6270 Mon

7AMto TPMEastem Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.
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iii- Submission Status

Resubmission Notice

Date: 2017-08-30
Filing Method: INTERNET WFID: 8001J5 - 01
Receipt Year:2018  Notice ID: “0000924830*

We are unable to process your Form W-2file
WHAT YOU NEED TO DO
STEP1

Please visitthe Business Senvices Online (BSO) website at htp:/www.socialsecurity.govibso/bsowelcome. htm to view your error information. Then select
“Log In" You will need an active User ID and passwordto log on to BSO. Ifyou do not have an active User ID and password, select ‘Reaister * If you need
help registering or viewing your errors, go to hitp:/iwww.socialsecurity govlemployer/osohonew htm to view the BSO Electronic W-2W-2¢ Filing Handbook.

STEP 2

‘Correctyour file using your back-up copy of he file you originally sent us. See SSA Publication 42-007, Specifications for Filing Forms W-2 Electronically
(EFW2). You can get it at hitp:iwww socialsecurity goviemployeripud.htm on the Inemet. Make any necessary changes to your file. Note: Please DO NOT
‘submit a W-2c formatted file to correct the errors in your original fle. I you need help correcting your fle, cal us toll ree at 1-800-772-6270 (TTY 1-800-325-
0778).

STEP3

Use BSO to resubmityour corrected fle to us within 45 days from the date ofths notice. Be sure to indicate thattis a resubmission when prompted for
information aboutyour file. You must keep a back-up copy of the corrected file for your records or be able to reconstructthe data.

POSSIBLE PENALTIES
You must retur your corrected file within 45 days to receive credit for ilng on the date we received your original submission. Otherwise, the Interal Revenue.
‘Senice (IRS) may assess penalties. Visit htp:/iww s gov to view the IRS penalty information in the General Instructions for Forms W-2 and W-3.

‘The deadine for inital slectronicfiling is the last day in January. Itis the next business day ifthis day falls on a Saturday, Sunday, or legal holiday.

WAGE REPORTING SERVICES ON THE INTERNET

« EMPLOYER FILING INFORMATION
Please vsit our employer website at hitp:/iwuw socialsecurity govlemployer for many resources. ftincludes registration information, forms,
publications, Frequently Asked Questions (FAQs), contact information, news, and much more.

« ACCUWAGE
We encourage you to use our Acculage service to check your Form W-2 (Wage and Tax Statement) and Form W-2c (Corrected Wage and Tax
‘Statement)iles for over 200 kinds of errors before you Send them to us. Visit itp:wwiw.socialsecurity.goviemployer/accuwage for more information.

« VERIFYING SOCIAL SECURITY NUMBERS
We offer a free service that lets you veriy your employees- Social Security numbers. Visit hitp:/www.socialsecurity. goviemployer/ssnv.htm for more
information.

IF YOU HAVE QUESTIONS

ffyou have questions, please:
‘o Visitour website at hitp:/iww socialsecurity. goviemployer
« Send an emailto employerinfo@ssa.gov
« Callus tol free at 1-800-772-6270 (TTY 1-800-325-0778) between 7:00 am. and 7:00 p.m., Easter Time, Monday through Friday

Email transmissions are not secure. We do not send personal or sensitve information using email. Please do not send personal or sensitive information in
your emails to us.

Suspect Social Security Fraud?
Ifyou suspect Social Security fraud, please visit http://oig.ssa.govir or call the Inspector General's Fraud Hotline at 1-800-269-0271 (TTY 1-866-501-2101).

‘Social Security Administration
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