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Payroll Compliance Reporting 
Learning Portal 

 

Preparing W2 Returns 
 
Employers must file Forms W-2 for every employee to whom they pay wages. Form W-2 also reports any taxes 
withheld. Submit these forms to the Social Security Administration (SSA) and provide a copy to each 
employee. Payroll Compliance Reporting helps you prepare Forms W-2, which you can then upload to the 
SSA. 

Starting New W-2 Returns 

To start a new W-2 return:  

1. In Return Manager, click New.  

 

 

 

 
 

2. Payroll Compliance Reporting displays the Select Forms dialog box. Select the forms you want to add and 

click Open Forms.   

 

 

 

 

 

 

 

 

 

 You can select as many forms as you need at this time or add more forms later.  

3. Payroll Compliance Reporting opens the new return. Use the Main Information Worksheet to begin 

entering the employer’s information. 

 

 



 
 
 
 
 
 

 

 
 
JumpTo 

On all forms, schedules and worksheets, PCR calculates values in white boxes from data typed elsewhere. 
JumpTo enables fast navigation to the forms, schedules or worksheets from which this data originates.  

To use JumpTo: 

1. Click a calculated box and click the JumpTo icon.  

 

 

 
2. JumpTo navigates to the source box.  

3. Enter the information in the field. PCR carries the information to the appropriate fields in the return. 

Navigating Forms 

Many forms consist of multiple pages and worksheets to allow detailed data entry. Below are multiple ways 
to navigate and enter data, depending on the situation.  
 

 

 



 
 
 
 
 
 

 

Navigating Through a Single Page 

To navigate through a single page: 

• Press Enter or Tab to move from the current box to the next box.  
• To reverse direction, press Shift+Tab. 

 

Navigation Bar 

Payroll Compliance Reporting displays a navigation bar below the active form, consisting of the Pages & 
Worksheets button and a series of tabs. PCR associates each tab with a numbered form page, schedule, 
worksheet or other page of the active form.  

To navigate through the active form: 

1. Click Pages & Worksheets to display a list of all worksheets for the active form. 

 

 
2. Click the worksheet to open. 

 

 

 

 

 

 

 

 

Employer Information 

1. Enter additional employer information for this W-2 return on the Employer Info tab.  

 
 

 
2. Select any of the check boxes that are applicable to this employer.  

 

 

 



 
 
 
 
 
 

 

 
 
3. Next, complete the information in the Employer’s Information (W3) section. This includes control number, 

kind of payer, kind of employer, email address, phone number, contact person and title.  

 

 

 

 

 

 

 

 
 

 
 

4. In the W2 E-Filing Information section, select and complete the required information for this employer.  

 

 

 

 

 

 
 

5. Next, complete the Submitter’s Information section.   

 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The SSA Assigned User ID is assigned by the Social Security Administration. Without a proper User ID 
assigned by the SSA, the transmission will be rejected. For more information on obtaining a User ID, visit 
the Social Security Administration website.  
 

6. To enter the Employer State ID number for each state, go to the Emp State IDs tab. 

 
 

7. The information flows from the Employer Info tab to the appropriate places on the return.  
  

Entering Employee Information 

Next, you must enter the information for each employee who will receive a W-2.  

 If your client’s payroll or 1099 data is recorded in Quickbooks™ or Sage 50 Accounting, you can import the 
data into PCR and create a file. Payroll Compliance Reporting uses an XPS file for this import. For 
additional information on importing data into PCR, review the Importing video in the Education Library.   

1. Click the Input worksheet.  

2. Complete the employee name, address and wage information.   

 

 

https://www.ssa.gov/bso/bsowelcome.htm


 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

3. Click Add New Record and repeat the process for each employee.   

 

 

Completing Returns 

Once you enter all the information in the return, check for missing information, and create and send the e-
file. 

To check the return for missing information or forms the IRS requires for e-filing: 

1. Click Check Return on the toolbar. 

 

 

 
2. Payroll Compliance Reporting displays the results at the bottom of the screen with errors in red text. Click 

the error to navigate to the form and box in question. 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 

 

3. Correct the information to remove the error. After you correct errors, click Re-Check to clear corrected 
errors and check for additional errors. 

 

 

4. Once you have corrected all required information, you can create the federal and state e-files. 

E-Filing W-2 Returns 

1. Click E-file on the toolbar. 

 

 

 
2. On the Create E-file dialog box, select the check box for the e-files you want to create. You can create 

both federal and state e-files. 

3. Click Create. 
 

 

 

 

 

 

 

 

 

 

 

4. PCR displays a message that AccuWage Online tests both W-2 and W-2C files. Click AccuWage Online to 
continue the process, or Skip to cancel the testing and transmitting process. 

 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 For more information on AccuWage Online, review the AccuWage Online Help Guide.  

5. Clicking AccuWage Online launches the Social Services Administration website, where you can log in to 
the Business Services Online site and upload the W-2 e-files. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

6. Once you log in, SSA displays the Welcome screen. Click Report Wages to Social Security. 

 

 

https://www.ssa.gov/employer/accuwage/helpGuideAccuWageOnline.pdf


 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
7. On the Electronic Wage Reporting (EWR) page, click the AccuWage Online tab. 

 

 

 

 

 

 

 

 

 

 

8. Choose the type of file you are submitting and click Start Testing to choose your files. 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 For information on AccuWage Online, review the AccuWage Online Help Guide.  
 

Updating the Status of W-2 Files 

Because you do not file W-2 returns through PCR, you also do not receive acknowledgments through the 
program. Instead, you will need to manually update the status in E-file Manager. 

To do this: 

1. In E-file Manager, click the Status field for the return you want to change. 

2. Select the appropriate status from the drop-down list. 

 

 

 

 

 

 

 

 

 

https://www.ssa.gov/employer/accuwage/helpGuideAccuWageOnline.pdf

