Process to Prepare W-2/Accuwage/BSO

In Nemrc payroll module:

· go to reports

· “O” Process W-2s

· If you can confirm all questions Nemrc is asking in this box, choose yes; if not, complete what is required and come back after all is corrected

· At the top of the screen, click on the 4th radio button which is called “W-2 File for Submission to the SSA” 
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· Make sure all of the data on this screen is correct – remove all “/” marks, extra punctuation, etc. – the accuwage program does not like extraneous markings

· At the top right of the page, make sure your pin matches the pin you received from BSO[image: image2.png]‘See your NEMRC procedure sheet for labeling and transmittal instructions
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· Immediately above the pin is a tab that says “Employer/Entity Specific Information” – click on that tab

· Make sure all of the information is correct – no extra punctuations please

· Make sure to click the button that says “Include this employer in the file” [image: image3.png]File Header Information Employer/Entty Specific information
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· If you have life insurance fringe benefit of $50,000 or more, you need to fill in the box number where empty; if you do not have this fringe, leave the box blank

· Hit the next button

· If you have more than one entity you are reporting (eg – school and town), the screen will come up again with the “include this employer in the file” box unclicked.  Make sure to click this box again

· You will keep clicking next until all of your entities are included – once you have included all entities, at the top right hand corner of your screen (near the red x button) will be a message that says “No More Employers/Entities”

· At that point, click the button that says create file

· It will then say, “if you want the file to be transmitted to the ssa on diskette, place a blank formatted diskette into drive a” – here you will answer yes and just go forward – you will not be saving to a diskette – this is the only way to bypass this question – ssa no longer takes diskettes
· The next screen shows you where you want to save your payroll informational file
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· Beside the “save in” line, you will find an arrow pointing down

· Click on the down arrow and look through the listing until you find “desktop” – it is usually towards the top of the list

· Click on desktop

· Towards the middle is a line that says “file name”, and it should say w2ssa#### (#### = year) – if that is not there, you need to find that title in your list of files – you can use the scroll-across bar to find it, as the files are usually listed alphabetical

· Note:  the file will be called w2ssa####(next year’s date) – even though you are transferring information from this current year, calling it w2ssa#### (next year date) is still fine

· You can leave the “save as type” file name whatever is currently showing in that box

· Hit “save”

· You should now get a message saying your file has been successfully created, transmitting according to SSA specifications
· Hit okay, and also hit okay where it says you should keep your information for four years

· exit all the way out of Nemrc payroll

To Download and Run Accuwage
· at your internet homepage, type the following address:  www.socialsecurity.gov/employer/accuwage and hit enter
· this will bring you to the Accuwage Information and Software page
· on the left side of the screen are quick links

· click on “download accuwage – #### (year) tax year”
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· it then asks you if you want to run, save, cancel – choose save

· save in – save it in your desktop – use the pull down arrow to find desktop if it is not currently there (remember, it may be towards the top of the list)

· down towards the bottom in file name, you should see accu## (year) – if not, find it on your list of files and choose it

· now click save – you will see it saving

· when it is done, you should come back to the accuwage internet screen

· exit out of this window

· on your desktop, you should now see an icon of a computer with the word accu##(year) under it – double click this icon
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· you will then choose run

· hit the next button 

· at the “destination location” screen, hit the next button

· the next screen is the “backup replaced files”, and you should choose next

· “start installation” screen – next

· It will then install, and then tells you it is done correctly – hit finish

· If you go to your desktop, you will now see a new icon that looks like a wrench with the name AccuWage #### (year) under it
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· Find the icon that says accu## (year) (with the little computer), right click on it, and delete it – you no longer need it

· Double click on the accuwage #### (year) icon

· You should now be to a gray screen with the social security emblem on it, and a row of buttons on the right

· The top button is “start testing” and you should click on that button

· This brings you to “look in”, where you should have your desktop showing – if not, use the pulldown arrow to the right and find your desktop

· You may have to scroll over and find the w2ssa#### (year) file, but when you find it, click on it and make sure it is loaded in file name; then click open

· If all goes well, you will then see a message back at the accuwage page stating “testing complete, there were no errors found, would you like to connect to Business Services Online Web site to submit the wage report” 

· You can say yes, which will bring you directly to the BSO website

· NOTE:  if there are errors in your payroll file you are submitting, you will see a message that says – errors found – on the right side you will be able to view or print error reports – print report and see where the errors are (as an example, the extension Jr. needs to be put in the “extension” box on employee maintenance)

· you will have to go all the way back to Nemrc payroll, employee maintenance, and make the corrections to the files that have errors.  

· Once this is done, you will need to start the complete process again in Nemrc payroll.

· NOTE:  before you start whole process again, go to your desktop and right click on “pad of paper” icon titled w2ssa#### (year) and delete it – you will need to make new file and you don’t want to get confused with too many files

Business Services Online

· in the middle of the screen there is a “log in” button – you should have gone to the bso website previously and registered in order to get a user name and password – if you haven’t, you must do this in order to continue

· once you log in, you will need to accept their terms to use the website

· enter your user id and password and then hit login

· this will bring you to their main menu

· click on “report wages to social security”

· you need to accept their wage reporting attestation 

· then you need to click on “upload formatted wage file”

· then you need to click on “submit/resubmit a formatted wage file” 
· at the bso help screen, choose the “continue button” at the bottom of the screen

· again, choose the continue button at the next screen

· you will then come to the “submit your file” screen – at the browse button, you need to find your desktop, and bring up your w2ssa#### (year) file, clicking on open

· then you will hit the submit button

· your file will then be sent directly to Social Security, and it will tell you that it has been sent successfully!  At this point, it prompts you to print the information on the screen – which you SHOULD do

· exit out – you are all done

