TY23 W-2 Online Tutorial

[bookmark: _Hlk147828172]Tax Year 2023 
W-2/W-3 Online 
[bookmark: _Lesson_1:_View_the_Current_Submissi][bookmark: _Lesson_1:_View]Tutorial


 1.0 Create/Resume Forms W-2/W-3 Online
1. Select the Create/Resume Forms W-2/W-3 Online link on the EWR homepage. 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 reports, the system displays the Forms W-2/W-3 Online “Unsubmitted Reports” page.  
See “Accessing EWR Suite of Services Tutorial” for how to access the EWR homepage.
[image: EWR Home]
2. [bookmark: SubmissionSearchWIFID][bookmark: Less2Step9]On the Unsubmitted Reports page:
a. Select the Start a New Report button. The system displays the “Before You Create Your Form(s) W-2/W-3” page.
b. Select the Edit link or the Employer Name link to go to the “W-2 List for this Submission” page.
c. Select the Delete link to delete an unsubmitted report. The “Are you sure you want to delete the unsubmitted report?” page will be displayed.
d. Select the Cancel button to return to the EWR homepage.	
Note:
	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. 
[image: Unsubmitted Reports]
3. On the Before You Create Your Form(s) W-2/W-3 page:
a. [bookmark: _Hlk148084672]Provide correct information related to Tax Year, company name, EIN and the type of W-2 Form you are creating.  If you received a Reconciliation Letter, select the check box.
b. 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.
c. 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.
d. Select the Cancel button to return to the EWR homepage.
[image: Before You Create Your Forms(s) W-2/W-3 screen]
4. [bookmark: _Lesson_2:_View_Submission_Details][bookmark: _Lesson_2:_View]On the Employer Information for this Wage Report page:
	Enter or review the employer information, contact person information, other Information, select the Kind of Payer and the Kind of Employer, then select the Continue button: 
a. If reports from last year exists, the system will display the Employer Information for the Wage Report <company name> page;
b. If reports from last year do not exist, the system will display the Enter W-2 Information page.
	[image: Employer Information for this Wage Report

]

4.1 On the Employer Information for this Wage Report <company name> page:

a If the user chooses to use the reports from last year, select a WFID. The system displays the W-2(s) Available for WFID <WFID> <company name> page.
b If the user does not choose to use the reports from last year, select the Continue button. The system displays the Enter W-2 Information page. 
c Select the Cancel button to return to the EWR homepage.

[image: Employer Information for This Wage Report ]

4.2 On the W-2(s) Available for WFID <WFID> <company name> page. 
a Select W-2(s) for prefilling this year’s W-2(s), and then select the Continue button. The system displays the W-2 List for this Submission <company name> page.
b Select the Previous button to return to the Employer Information for this Wage Report <company name> page.
c Select the Cancel button to return to the EWR homepage.
[image: W-2s available for WFID (company name) ]
4.3 On the W-2 List for this Submission <company name> page: 
The Status column displaying a [image: icon-important] symbol indicates that the form has been prefilled but has not met the system’s minimum requirements for the W-2 Forms. To meet the system’s minimum requirements for the W-2 Forms, select a name, the system will display the Enter W-2 Information page.
[bookmark: W2ListNotCompleted][image: W-2 List for this Submission]
5. On the Enter W-2 Information page:
a Enter employee’s data. There should be at least one money value (greater than $0.00) entered in Boxes 1 through 7 or 10 through 12.
b Select the Save and Create a New W-2 button to save this W-2 information and create a new 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.
c Select the Save and Go to Next W-2 button to save this W-2 information and edit next W-2 on the W-2 List for this Submission page.  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.
d Select the Save and Go to W-2 List button when you finish creating or editing the W-2 Forms. The system displays the W-2 List for this Submission page.  
Note: 
					You can enter a maximum of fifty W-2 Forms. The number of the current W-2 is displayed at the top of the “Enter W-2 Information” page.  After entering your fiftieth W-2, the system will no longer display the Save and Create a New W-2 button.
2. Select the Cancel Changes button to discard changes made to this W-2. The system displays the W-2 List for this Submission page.
3. 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.
[image: Enter W-2 Information

]
6. On the W-2 List for this Submission page:
a Once the W-2 Form meets the system’s minimum data requirement, the Status column will display a [image: ]symbol instead of the [image: icon-important] symbol. 
b Select a name to view and edit the W-2 data.  
c 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.
d 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.
e Select the Edit Employer Information button. The system displays the Employer Information for this Wage Report page.
f Select the Start a New W-2 button. The system displays the Enter W-2 Information page.
g Select the Continue to W-3 Preview button. The system displays the W-3 Preview for this Submission page.  If one of the prefilled forms has not met the system’s minimum data requirement, the Continue to W-3 Preview button will not be active. 
[image: W-2 List for this Submission (company name)]
7. On the W-3 Preview for this Submission page:
a. [bookmark: Les1Step15]The totals displayed in Boxes 16, 17, 18, and 19 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 SSA, nor will it be forwarded to any state or local entity.
b. SSN Truncation: to reduce the risk of identity theft, you may choose to truncate the Social Security Numbers (SSNs) on the PDFs you give to your employees by selecting the check box labeled “SSNs will be truncated (Format *****1234); if you choose not to truncate the SSNs, select the check box labeled “SSNs will be fully displayed (Format 123456789)”. Once the Forms are submitted to SSA, you may not change your selection.
c. Select the Continue button. The system displays the “Print Unsubmitted Form(s) W-2/W-3 for Review” page.
d. Select the Return to W-2 List button. The system displays the “W-2 List for this Submission” page.
e. 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.
[image: W-3 Preview for this Submission]
8. On the Print Unsubmitted Form(s) W-2/W-3 for Review page:
a Select the Continue button. The system will display the Sign and Submit page.
b Select the Return to W-2 List button. The system displays the W-2 List for this Submission page.
c 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.
[image: Print Unsubmitted Form(s) W-2/W-3 for Review]
9. On the Sign and Submit page:
a Select the check box to attest to the accuracy of the report and select the Submit this Wage Report button to submit your wage report. The system displays the “Confirmation Receipt - Your W-2/W-3 File Was Received” page with a pop-up window.
b 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.
c Select the Previous button to return to the “Print Unsubmitted Form(s) W-2 for Review” page. 
[bookmark: SignAndSubmit][image: Sign and Submit]
10. On the pop-up window:  
a Select the OK button to print the “Confirmation Receipt - Your W-2/W-3 File Was Received” page.
b Select the Cancel button to close the pop-up window.
[image: Upload pop up]
11. On the Confirmation Receipt – Your W-2/W-3 File Was Received page:
a. Select the Print this Page button to print the “Confirmation Receipt” page.
b. Select the Go to Save Official PDF button. The system displays the Save PDF page. 
Note: 
				Your wage file will be available for you to review under your BSO account until the date displayed on your “Save PDF” page.
[image: Confirmation Receipt--Your W-2/W-3 File was received. ]
12. On the Save PDF page:
a. Right click the file name (<filename.pdf>) to view or save the submitted report. 
b. Select the Start a New Report button. The system displays the “Before You Create Your Form(s) W-2/W-3” page.
c. Select the View Unsubmitted Reports button. The system displays the Unsubmitted Reports page.
d. Select the EWR Home button to go to the EWR homepage.
[image: Save PDF]





2.0 Download Submitted Reports
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.
[image: Download Submitted Reports]
2. Right-click the WFID link on the “Download Submitted Reports” page to display a menu including the following options:  
a Select Save Target As to download the file onto your computer. 
b 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 adobe website. 
If a submission has been deleted through the Submission Status application by the user, a message will be displayed to let the user know that the report is not downloadable.
c. Select the Quit button to return to the EWR homepage.
d. Select the Start a New Report button to proceed to the “Before You Create Your Form(s) W-2/W-3” page. 
[bookmark: _Lesson_3:_View_Report-Level_Informa][bookmark: _Lesson_3:_View][bookmark: OtherScreens]

3.0  Other Pages
[bookmark: _Explanation_of_Processing][bookmark: _Toc228268059][bookmark: _Toc247961061][bookmark: _Toc250724696][bookmark: _Toc251148647][bookmark: _Toc272506817][bookmark: _Toc83261008]3.1 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, or the Delete link on the “W-2 List for this Submission” page, the system will display the “Are you sure you want to delete this W-2” page.
[bookmark: Are_you_Sure_Delete_W2c][bookmark: AreYouSureDeleteThisW2][image: Are you sure you want to delete this W-2?]

[bookmark: _Explanation_of_Error]3.2 W-2 Online Restrictions Page
Users can access “W-2 Online Restrictions” page by selecting the Continue button on the “Before You Create Your Form(s) W-2/W-3” page when the check box “Yes, one or more of these situations apply to this wage report” is selected.  
[image: W-2 Online Restrictions]
[bookmark: _Toc248027293][bookmark: _Toc271902416]3.3 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 the “Sign and Submit” page, the system will display the “Are you sure you want to save and exit W-2 Online without submitting your annual wage report to SSA” page.
[image: "Are you sure you want to save and exit W-2 Online without submitting your annual wage report to SSA" screen]
[bookmark: _Are_You_Sure_2][bookmark: _Toc248027299][bookmark: _Toc271902422]3.4 Are You Sure You Want to Delete the Unsubmitted Report Page
If a user selects Delete button on the “Unsubmitted Reports” page, the system will display the “Are you sure you want to delete the Unsubmitted Report” page.
[bookmark: _Toc247961103][bookmark: _Toc250724830][bookmark: _Toc251148693][bookmark: _Toc272506853][bookmark: AreYouSureDeleteTheUnsubmittedReport][bookmark: _Submission_(when_status][bookmark: _Resubmission_Notice_Page][image: Are you sure you want to delete the unsubmitted report?]
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Unsubmitted and use the "Save Target As ... " option to save the Unsubmitted forms to your hard drive for review.

« 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 thatthe PDF provided is for printing and record keeping purposes, to
be provided to your employees.

 Ifyou needto change any W-2 information, please selectthe "Return toW-2 List” button

« When you believe the W-2 information i accurate, you can continue to the "Sign & Submit” step.

o Check with the IRS for online filing deadlines.

Your Unsubmitted Copy

Your unsubmitted work has been saved for future use.
B Print Unsubmitted W2/W3 240053436.tmp
What's in this PDF?

Problems Printing Form(s) W-2?

tumto W-2 List

In order toview or print these files in
the PDF format, you w il need Adobe's
Acrobat® reader. You wil need to
dow nioad and install the free Acrobat
Reader on your computer. Version 5.0
orgreater is recommended

AL

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastem Time to speak with Employer Customer Senvice personnel. For TDD/TTY call 1-800-325-0778.
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%% Forms W-2/W-3 Online

Steps: @ employerinformaton @ Forms)w2 @ wezList @ w3 Preview @ Print&Review @ sign & submit (@) Submission Confirmation  (©) Save PDF

(6] Sign and Submit

Under penalty of perjury, | declare that | have examined this wage report and, to the bestof 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, | affirm that the above
statementis frue.

DQTV TEST, read and agree with the above.

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

Quit Submit this Wage Report >>

| % once you submit this wage report elecronicall, do not send any paper forms fo SSA.

an

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastem Time to speak with Employer Customer Senvice personnel. For TDD/TTY call 1-800-325-0778.
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Your upload was successful.
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“ Cancel
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7@ Forms W-2/W-3 Online

Steps: @ employer information @ Fomis)w2eu @ we2au List

@ wasspreien @ printareven  © signa suomit @ submissionConfimaton (@ save POF

ed @

@ confirmation Receipt - Your W-2/W-3 File Was Rect

‘Vour wage repor was submitied successfuly. Thank you for using V-2 Oniine.

“This Wage File Identifr (WFID) is your confirmation number: $20 21T
We encourage youto print this page for your records. Your receipt will o longer be available once you leave this page.

1y need o delete tis submission you may do 5o by using the Submission Status appication when the submission shois 3 ‘RECEIVED" staus.
@ Do not mail us any paper Form(s) W-2GU or W-38S.

Employer: EJes=0R AUTO Employer EIN: 5zerzseDy
ARG N

Payer type: 941 - S
Form type: W-2GU

Received: 1 Form W-26U

Totalwages:  $23,00000 ‘Guam income tax withheld $2,000.00
‘Social securiy wages: 5000 ‘Social security tax wihheld 5000
Medicare wages and tips: 5000 Medicare tax withheld 5000

‘What You Should Do Next

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

@ Do not mail us any paper Form(s) W-2GU or W-38S.

What to Expect

+ You can check the status of your submission by selecting the View Submission Stalus link from the EV/R homepage.
« Please note: If your address or phone number has changed, remember o correcttn IRS records by using the IRS form 941. Contact the IRS for more information

+ Ifyou need to make a correction to this wage report, ensure that the status of the report is COMPLETE Then you can use the W-2c application fo make corrections.

Go 10 Save Official PDF >>

Hmiiueshm’v Call 1.800.772.6270 Mon. Fri_7AM to 7PM Eastern Time fo sieak witn Emiuiel Cusiomer Sew:eielwnnu For TDDTY cail 4.800.326.0775.
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Steps: @ employer Information @ Form(s) w-26U @ w-26U List @ w358 Preview & Print & Review (® sign & suomit @ Submission Confimation @) savePOF

O save PDF

- Save the official PDF file below to your hard drive so that you can reference it fater.

= Once you have closed this session, the file will only be available for 30 days. Saving it to your hard drive will allow you to reference it
later.

Save Your Official Coj

“Important: Save an official copy of the submitted file on your computer*
Please note that the PDF provided is for printing and record keeping purposes, to be provided to your employees.
‘This file will be available online until 11-09-2023

To save the file below to your hard drive, please right click the file name and use the "Save Target As .. option.
B 82012H.pa (Final)
What's in this PDF?

Problems Printing Form(s) W-2?

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

EWR Home View Unsubmitted Reports il Start a New Report

In order to view or print these
files in the PDF format, you will
need Adobe’s Acrobaf® reader.
‘You will need to download and
install he free Acrobat Reader on
‘your computer. Version 5.0 or
greater is recommended

AL

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM o 7PM Eastem Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.
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/i Forms W-2/W-3 Online

Download Submitted Reports

To view, save or print reports submitted to SSA, please right click the report name and use the "Save Target As " option. The PDF
provided is for printing and record keeping purposes, to be provided to your employees. Problems Printing Form(s) W-2?
Please note: Files are only available for 30 days and will not be available after that time.

Reports Submitted: 2

Date Submitted
02-28-2022

10-24-2022

uit Start a New Report

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.
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Are you sure you want to delete this W-2?

Keyboard Navigation | Logout

Your selected W-2 will be deleted and you will be sent to the W-2 Listfor this Submission page.

T s will take you backto the W2 Listfor this Submission page

Have a question? Call

80

72-6270 Mon.

i 7AM to 7PM Eastern Time to speak with Employer Customer Senvice personnel. For TDD/TTY call 1-800-325-0778.
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Social Security Online

vww socialsecurity.gov EWR Home |
| e,
/i Forms W-2/W-3 Online

W-2 Online Restrictions

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

le to use W-2 Online to file this wage report because of the

According to the answers you provided on the Before You Start page you are notel
restrictions and limitations of the W-2 Online system.

Youmayuse the File Upload application if you have software that produces EFW2 formatted electronic files to file this wage report, you may use
paper W-2 forms forfiling this wage report or you may view a list of vendors who provide products and services which may enable you o file

Forms W-2 electronically.

EWR Home Page

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastem Time to speak with Employer Customer Senvice personnel. For TDD/TTY call 1-800-325-0778.
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Forms W-2/W-3 Online

Are you sure you want to save and exit W-2 Online without submitting your annual wage
report to SSA?

Fm Your employer information and Forms W-2 will be saved uniil 02-08-2024. You may refurn to|
finalize and submit your annual wage report anytime between now and 02-08-2024.

T Continue working on this wage report

Have a iuesuum Call 72-6270 IMon. - Fri_ 7AM to 7PM Eastern Time to sieaK h Emi\uiercustomer Service iersonnel For TDD/TTY call 1-800-325-0778.
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Are you sure you want to delete the unsubmitted report?

| Logout

Your unsubmitied wage report will be deleted

T vou vil be sent back to the Unsubmitted Reports page

Have a iues1mn7 Call 72-6270 Mon. - Fri.7AM to 7PM Eastern Time to sieak with Emiloircusmmer Senice iersonnel For TDD/TTY call 1-800-325-0778.




