
 
​Builder Incubator - E-Filing of W2’s

 
 

This SOP will outline the steps to enable your company to electronically file (e-file) your W2 and W3 payroll 
reports: 
 
Note: For TY 2025 there is a new employee reporting requirement related to the premium portion of 
overtime payments. Please see the SOP: Qualified Overtime Compensation reporting. 
 

Steps for E-Filing 

 
1.​ Set up a BSO (Business Services Online) account with the SSA 
2.​ Install the Gemini 2026 update 
3.​ Complete all payroll for 2025 
4.​ Close the month (December) or financial year for 2025 
5.​ Generate the W2 e-files 
6.​ Upload the e-files to Accuwage to test 
7.​ Upload the e-files to your BSO account 
8.​ Print the W2-State form (for states that require wage reporting) and W2-Employee form and distribute 

to each employee 
9.​ Print the Employee W-2 Information Report and distribute to each employee 

 
 
 
Step 1: Set up a BSO (Business Services Online) account with the SSA 
This can be done here https://secure.ssa.gov/RIL/SiView.action?LVL=7&URL=/RIL/bso 
 
 
Step 2: Install the Gemini 2026 update 
This step can be done before or after closing your month (December) of financial year for 2025 
 
 
Step 3: Complete all payroll for 2025 
Be sure to complete all payroll for the year 2025 – BEFORE closing December 2025 
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Step 4: Close the month (December) or financial year for 2025 
When closing DECEMBER to calculate the full year of payroll for W2 reporting you can close the MONTH 
ONLY or close the MONTH AND END OF FISCAL YEAR. If you choose to close MONTH ONLY at a later time 
of your choosing you can close the YEAR under the SUPERVISOR menu. 
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Step 5: Generate the W2 e-files 
 

 
 
Always check the W2 Form Tax Year and Magnetic Tax Year to verify the Gemini program version will properly 
create the e-files for the specific tax year. If these do not represent the correct tax filing year you will need to 
update the Gemini program to the latest program version. 
 
 

 
 

Page 3 of 12​ ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ Revision Date: 12/11/2025 



 
​Builder Incubator - E-Filing of W2’s

 
 

Select the W2-Magnetic 
 

 
 
Review the important information screen and then select OK 
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Fill in the contact details 
 

 
 
Resubmission WFID – is only used to file correcting files if the initial upload needs to be modified 
Terminating Business check box is only used if this is your last year to file W2 information 
 
User ID: This is the 8 digit alphanumeric PIN number provided by the BSO (Business Services Online) 
Contact Name: The contact name and the remaining contact fields are for the person submitting the e-file. 
 
File Location: Save this to your local computer drive, so you can access and upload the file when you log into 
the BSO site to test the file in ACCUWAGE during the next step.  
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Select CREATE FILE and then YES 
 

 
 
 

 
 
 
 

 
 
 
Select PREVIEW and review the proofing report before proceeding to the next step. 
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Step 6: Upload the e-files to Accuwage to test 
Once the W2 e-file has been generated from Gemini you can test the e-file format using the Accuwage test site 
located here: https://www.ssa.gov/employer/accuwage/index.html 
 
Follow the online instructions provided by the SSA. 
 
Here is a link to the SSA Frequently Asked Questions 
https://www.ssa.gov/employer/accuwage/faqAccuWageOnline.pdf 
 
Here is a link to the SSA Accuwage Help Guide 
https://www.ssa.gov/employer/accuwage/helpGuideAccuWageOnline.pdf 
 
 
Some basic screenshots are provided below. 
 
Log into the SSA 
 
Select REPORT WAGES TO SOCIAL SECURITY 
 

 
 
 
Select the ACCUWAGE ONLINE tab 
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Select ACCUWAGE ONLINE  
 

 
 
 
Select the  W2 Regulars and then START TESTING 
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The W2 file Gemini created will look like the example below 
 
 

 
 
The ACCUWAGE site will present testing results quickly, depending on the file size. 
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Step 7: Upload the e-files to your BSO account  
 
Select the UPLOAD FORMATTED WAGE FILE tab 
Next select the SUBMIT A FORMATTED WAGE FILE 
 

 
 
 
Since this is the initial file submission (and NOT a correcting return) select the 1st radio button below 
 
Next use the BROWSE button to navigate to your W2 file. 
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Step 8: Print the W2-State form (for states that require wage reporting) and W2-Employee form and 
distribute to each employee 
 
Use the Print W2’s to print the EmployEE copy and the State copy of the W2 form 
This requires using the pre-printed W2 forms 
 
Note: Always test print on blank paper and then determine if the printed data lines up properly in the boxes on 
the W2 form. There are alignment options in Gemini to move the entire page UP/DOWN or LEFT/RIGHT. If you 
find the data does not line up after attempting alignment - check your PRINTER DRIVER. Using an outdated 
printer driver, or a printer driver not specifically for your printer will sometimes result in misalignment. 
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Step 9: Print the Employee W-2 Information Report and distribute to each employee 
 
See the SOP: Qualified Overtime Compensation reporting for more information regarding this requirement. 

 
 
Print the Employee W2 report for the entire TY year 
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