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Access the Account Maintenance Menu

You should login to the Electronic Records Express website using your personal User ID and password.  The website address is: http://eme.ssa.gov.  Upon a successful login, you will see the Electronic Records Express home page.  In the left navigation panel, select the “Account Maintenance” hyperlink.

[image: image1.png]3 Electronic Records Express licrosoft Internet Explorer provided by IE6.0 SP1 > Alpha CI

Ele Edt View Favortes Toos el

. Electronic Records Express
www.socialsecurity.gov. Home Questions? How to Contact Us
Account Maintenance Electronic Records Services Bulletin Board
: Send Response for Individual Case Welcome to the Electronic Records Express
User Instructions Send Grouped Files Website.
Change Password Send Consultative Exam Report ONGOING WEBSITE MAINTENANCE
Send CE Report(s) with Scanned Signature NOTE: The website wil be unavailable every night
q Send CE No Show Response
Logout Send CE No Show Response between 4am and 5am EST for routine

maintenance.
Send Report to Doctor for Review
Click here to send us an email to get more
What's New? Pickup Files infarrmation or call us at tal-free at 1-866-691-
3061

Document Exchange Sei

User Information

Please verify and update your profile
information

Send Request to Doctor [pilot for CT DDS]
Teacher Questionnaire

o _ Name: Demo Adrmin

Email: demoval@yahoo com change]
Secure Messaging [Home] [Inbox] (it ATEEEETEY
Communication Utility

“FiRsTGOV Erivacy Policy | Accessihility Policy | Linking Policy | Site Map | Help (BERefits, gov





Next, you will see the Account Maintenance Menu screen which is shown below.
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From the Account Maintenance Menu, you can select options which will allow you to create users, search accounts, and perform maintenance on your own account.

Create an Individual End-User Account
From the Account Maintenance Menu, select the “Create an Individual End User Account” hyperlink.
Note that mandatory fields on this web page are marked with a red asterisk.

You may select the “Demo Account” checkbox at the top of the page.  Doing so will set up a demo account.  This is probably not an option you want to select for your providers as files submitted under a demo account login do not get received by DMA and routed into the electronic folder.  Therefore, please be certain that you are not selecting this checkbox when you are setting up medical evidence providers to use the Electronic Records Express Services website to upload files to the DDS.

Enter a User ID in the text box shown below.  SSA Policy requires that all User IDs be exactly 8 characters in length and they must contain at least 1 numeric and 1 alphabet character.  Special characters (e.g., &, %, #, @, etc.) are not permitted.  Once you have typed in the User ID, click the Check User ID button.
[image: image3.png]50 - Electronic Records Expres: icrosoft Internet Explorer prov

Ele Edt View Favortes Toos el

Electronic Records Express

Home. Questions? How to Contact Us

Social SecurityOnline

www.socialsecurity.gov.

Electronic Records

(Emress M Electronic Records Express

Create an Individual End-User Account

Account
MEREREES My An asterisk (') indicates a mandatory field.

Change Password
O Demo Account

Logout
T —
First Name: *
Middle Name:
Last Name:
Organization Type: *|[Select Type] v
Organization Name:
Department:
Position:
Primary Phone: * Ext: [Select Type] |
Alternate Phone: Ext: [SelectType] v
Alternate Phone: Ext: [SelectType] v
Alternate Phone: Ext: [SelectType] v





The screenshot below shows that the User ID “newuser2” does not exist.  So, this may be used as a User ID for the account signup.  If the User ID you entered had already existed, you would have to select a different User ID to signup the provider.
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Next you’ll continue to enter information into the web page: 

· First Name

· Last Name

· Select an organization type from the drop down menu

· Organization Name

· Department

· Position title of the new user
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Continue entering information into the web page:

· Primary telephone number

· Select type of phone number from the drop down menu (work, fax, cell, pager, other)

· You may enter up to 3 additional alternate telephone numbers

· Enter primary email address

· You may enter an alternate email address

· Enter the address for the user
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You will see a line separator in the web page.  This signals you to enter sponsor information.
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From the drop down list, select the primary DDS site the user will send evidence. 

Select the sponsor from the drop down list.
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The next step is extremely important.  You will be selecting the website utilities that permit the user access.  Please be sure to select all utilities the user needs.

Note: The secure messaging option needs prior approval from the Electronic Records Express Project Manager.
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You may type in any comments in the “Comments” text box.

Click the Create button to continue to create the account.  Click the Cancel button to cancel this account setup.

You will now see a summary page for the account.
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Click the Edit button to return to the prior screen to change any information you have entered.  Click the Submit button to create the account.  Click the Cancel button to cancel the account setup.

Clicking Submit will activate the new account.  You will receive a confirmation screen similar to the one shown below:
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You, the sponsor, will receive a confirmation email similar to the one shown below:
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Your provider will receive an email message similar to the one shown below:
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What happens now?

The User ID and instructions have been emailed to the primary email address you provided for the new user. 
The sponsor must contact the new user to provide the password. The temporary password is listed on the website confirmation screen and it has also been sent to you via your SSA email address. 

Please be sure to explain to your new user that the password which was automatically generated by the website is valid for one time use only.  The first time the new user logs into the website, he/she must change their password.

Your new user now has access to the Electronic Records Express website.

Create an Organizational Shared End-User Account

From the Account Maintenance Menu, select the “Create an Organizational Shared End User Account” hyperlink.
Note that mandatory fields on this webpage are marked with a red asterisk.

You may select the “Demo Account” checkbox at the top of the page.  Doing so will set up a demo account.  This is probably not an option you want to select for your providers as files submitted under a demo account login do not get received by DMA and routed into the electronic folder.  Therefore, please be certain that you are not selecting this checkbox when you are setting up medical evidence providers to use the Electronic Records Express Services website to upload files to the DDS.

Enter a User ID in the text box shown below.  SSA Policy requires that all User IDs be exactly 8 characters in length and they must contain at least 1 numeric and 1 alphabet character.  Special characters (e.g., &, %, #, @, etc.) are not permitted.  Once you have typed in the User ID, click the Check User ID button.
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The screenshot below shows that the User ID “neworg39” does not exist.  So, this may be used as a User ID for the account signup.  If the User ID you entered had already existed, you would have to select a different User ID to signup the organizational shared end user account.
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Next you’ll continue to enter information into the web page: 

· Select an organization type from the drop down menu

· Organization Name

· Department

· Primary telephone number

· Select type of phone number from the dropdown menu(work, fax, cell, pager, other)

· You may enter up to 3 additional alternate phone numbers for the organization

· Enter the organization’s address

You will see a line separator and you should begin entering the sponsor’s information.  

From the drop down list, select the primary DDS site the user will send evidence.  

Select the sponsor from the drop down list.
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The next step is extremely important.  You will be selecting the website utilities that the users will have access to.  Please be sure to select all utilities the users need.

Note: The secure messaging option needs prior approval from the Electronic Records Express Project Manager.

Note: the Consultative Exam (CE) utility cannot be selected for an Organizational Shared End User account. 
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You’ll see another line separator in the page.  You will now enter information for the organizational shared end user account’s primary contact (name, phone, and email).  

You’ll notice another line separator and then you will enter information for the organizational shared end user account’s backup contact.
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You may type in any comments in the “Comments” text box.

Click the Create button to continue to create the account.  Click the Cancel button to cancel this account setup.
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You will now see a summary page for the account.
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Click the Edit button to return to the prior screen to change any information you have entered.  Click the Submit button to create the account.  Click the Cancel button to cancel the account setup.

Clicking Submit will activate the new account.  You will receive a confirmation screen similar to the one shown below:
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You will receive a confirmation email similar to the one shown below:
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Thank you for using the Electronic Records Express Website.

Electronic Records Express

SSA - Baltimore, MD

EEAccountinfo@ssa.gov
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What happens now?

The User ID and instructions have been emailed to the primary contact’s email address that you provided. 
The sponsor must contact the new user to provide the password. The temporary password is listed on the website confirmation screen and it has also been sent to you via your SSA email address. 

Please be sure to explain to your new user that the password which was automatically generated by the website is valid for one time use only.  The first time the new user logs into the website, he/she must change their password.

Your new user now has access to the Electronic Records Express website.
Search Accounts on Specified Criteria

From the Account Maintenance Menu, select the “Search on Specified Criteria” link.

You may enter many different types of information to find accounts.  Search criteria include: 

· User ID

· First name

· Last name

· Phone

· Email

· Primary DDS Site

You may select one of the radio buttons to:

· Match all information entered

· Match any information entered
· Match information exactly
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Next, you may check the boxes for the utility access the user(s) have.  You may click a radio button to match either all or any of the selected functions.

You may also select the checkbox to include demo accounts in your search.
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A search for users with Primary Site affiliation S34 yielded the results shown below.  Please note that you may have to use the scroll bar at the bottom of your web browser to see the complete database.
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List All Accounts Alphabetically by User ID

From the Account Maintenance Menu, select the link “List all accounts alphabetically by User ID”.  The next page shown below illustrates the result of this search.  The database of users is organized with the following information categories:

It may be necessary for you to use the scroll bar at the bottom of your web browser window to see the entire database.

You can select a category to sort the database.  To do this, simply click a column heading across the top of the database.

Sorting the database may be useful if you are looking for a user’s last name, user ID, or Site (if you wish to list all users your site has signed up).
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Modify an Account

To modify information in an existing account (individual end user or organizational shared end user), click on “Search on Specified Criteria” from the Account Maintenance Menu. Enter the information you know and search for the account.

A search performed with the last name “Davis” was entered and the following accounts were listed.
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Click on the hyperlinked information (User ID, First Name, or Last Name) fields for the desired account.  This will take you to the Account Summary page for the account.  
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Scroll down to the bottom of the Account Summary page and click the Modify button.  This brings up the Modify Account page which is laid out in the same format that was used to establish the account.  You may find the information you want to modify and make changes.

Be sure to click the Modify button at the bottom of this page.  You will then see a summary page for the account.  After verifying the account information is accurate on the next screen, click the Submit button at the bottom of the page to activate your changes.

Suspend an Account

To suspend an existing account (individual end user or organizational shared end user), click on “Search on Specified Criteria” from the Account Maintenance Menu.  Enter the information you know and search for the account.

A search for “newhosp9” in the User ID field yielded the following results:
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Clicking on the hyperlinked information (User ID, First Name, or Last Name) fields for this account takes you to the Account Summary page for the account.  
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To suspend the account, scroll to the bottom of the Account Summary page and click the Suspend button.  
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You will then receive confirmation that the account has been suspended.
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Reactivating a Suspended Account

Access to the account can be restored at a later time if/when appropriate.  To reactivate a suspended account, simply search for the account following the prior directions.  The screen shot below of the Account Summary page shows that the account for “newhosp9” is suspended:
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Scroll down to the bottom of the page and select the Reactivate button at the bottom of the Account Summary page.
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You will receive a confirmation page similar to the one shown below.  The account may now be accessed once again by the user(s).
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Resetting a Password

To reset an account’s password, click on “Search on Specified Criteria” from the Account Maintenance Menu.  Enter the information you know, search for the account, and then select the account that you wish to reset the password on.  

This brings you to the Account Summary page.  Scroll to the bottom of the page and select the Reset Password button.
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You will receive the new password after the web page refreshes.
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You, the sponsor, receive the following email which also contains the new temporary (one time use) password:
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The user receives the following email to confirm that the sponsor has reset the password and will contact the user shortly to provide the new password:

[image: image44.png]lectronic Records Express Website -- Password Reset - Message

Fle Edt Vew Iwet Fomat ook Table Window Help Type aquestion for help 1+ | X

YA e Y AR N R AN R

Yy ] S B 2 U

gend | ) -3 8 -4 ! 8| ¥ |5 :)options.. | HTML ]
We

Wece

Subjecti | Elecronic Records Express Website — Password Reset

Dear User: D

Your password has been reset. You will be contacted shortly with your new password.

Please note that you will be required to change this temporary password the next time you log into the
website.

If you have any questions, please do not hesitate to contact me.

Thank you for using the Electronic Records Express Website.

Electronic Records Express
SSA - Baltimore, MD
EEAccountinfo@ssa.gov

wo e

| Agtoshapes~ % [ <






Deleting an Account

Please note that you should not be deleting accounts at this time.  

Deleting accounts permanently deletes all information including audit trails

The example shown below is provided as a courtesy only.

Search accounts by desired criteria.  This example shows the “newuser2” account being deleted.  

Click the Delete button at the bottom of the page.
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The next page asks you to confirm your request to delete the specified account.  Click the Continue button to delete the account.  Next you’ll receive a confirmation that the account was deleted.
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 Modifying Your Account

From the Account Maintenance Menu, click on “Modify My Account Information”.  The screen shots below show the information you can modify on your account.  Be sure to click the Modify button to activate your changes.
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Changing Your Password

From the Account Maintenance Menu, click the “Change Password” hyperlink.
Enter the old password.

Enter the new password.

Enter the new password again to verify it was entered correctly.

Click the Submit button to submit your password change.
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