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Prepare Files
☐ Verify that all W-2 and 1099 data has been generated and reviewed in RFMS. 
☐ Confirm the tax year displayed matches the current filing year.
Access E-File Tools in RFMS
☐ Go to Human Resources > Reports > End of Year > Electronic Filing. 
☐ Choose W-2 Reporting or 1099 Reporting.
Complete W-2 E-File Details
☐ Enter location or suite information (not street address) in the Location field. 
☐ Fill in your Delivery Address, Contact Name, Phone, and Email (for SSA inquiries). 
☐ Select an Output Directory and click the three-dot button to choose a save location. 
☐ Name the file clearly (e.g., W2_EFILE_YYYY.txt). 
☐ Click Process to create the e-file.
Test the W-2 File (SSA Accuwage)
☐ Download AccuWage Online via your BSO account. 
☐ Upload the file generated by RFMS to check for format or data errors. 
☐ Correct any issues in RFMS and re-create the file before submission.
Submit W-2 File
☐ Log in to Business Services Online (BSO). 
☐ Select Upload Formatted Wage File on the Employer Wage Reporting (EWR) homepage. 
☐ Follow on-screen prompts to submit your tested file.
Create 1099 E-File
☐ From the same Electronic Filing menu, select 1099 Reporting. 
☐ Verify company name, EIN, and contact details. 
☐ Confirm Payer Name Control (first 4 characters of business name). 
☐ Choose form type (1099 NEC or 1099 MISC). 
☐ Select output format: IRIS CSV (recommended) or FIRE TXT (legacy). 
☐ Choose save location and click Process to generate the file.
Submit 1099 File
☐ Log in to IRIS or FIRE (depending on chosen format). 
☐ Upload your generated file following IRS instructions. 
☐ Confirm acceptance and save the confirmation receipt for your records.
Retain and Verify
☐ Save copies of all PDF forms, electronic files, and submission receipts. 
☐ Retain proof of transmission and acceptance for audit purposes.
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