The highlighted screens below are for all BSO Users

BISO AN ...ttt et et et h e et b e st e e bt e et e beeeat e e b e eaee 4
[Welcome] Welcome to Business Services Onlineg ...........cceeeevveeeieeeeiieecieeeeieeciee e 4
[Spanish] Instrucciones e informacion para empleadores ..........coocvveervieerieeenieeeiee e, 5
[SuiSer] BSO Suite 0f SEIVICES ....cccvviiiriiiiiieeeiie ettt e e et e eeeveeeaaeeesaeesaseees 6

| 01070 1000 10 L AR 7
HONIINE SErvICes = LOZ TN ..eiiiiiiiiiiiiiiiee ettt et 7
[LogOut] Log Out 0f BSO .....cooiiiieiiieeeeee ettt ettt evae e e e e e eeaeeenneees 9
[Help] BSO Login and Registration Help TOPICS......ccueeuiiriiiiiieiieeiieeieeiie e 9

IMLAII IMIEIIUL. .ttt ettt e b e e at e et e s at e e bt e s ab e e bt e sabe e bt e e bt e saaeenbeas 15
[MainMenu] Main MENU ........cccuviiiiiiiiiiieeieeeeieeeeieee et e eiaeeeeteeeeaeeesaaaeesnaeeeeaseeeesseeesseeennes 15
[RptWageM] Report Wages to Social Security — MenU.........ccceeevvieeeiieeniieeniieeeiee e 15
[FormW2M] Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and View
SUDMISSION STATUS ...ttt ettt ettt et e st e bt e et e e bt e st e e sbeeenseeaee 16
[WgReSub] Resubmission NOtiCe ProCeSSING ......c.cevvuieriieiiieniieiieeieeiieeie e 17
[ViewWage] View File/Wage Report Status with Name/SSN.........ccoovviviiiiiiiieeniieeieeee, 17
[Vssn] Social Security Number Verification SErvice ..........ccecvveeviveriieriienieeiiieeieesieeseeenene 18
[1694] Form SSA-1694 Request for Business Entity Taxpayer Information....................... 18

USET REZISTTALION ...eutiiiiiieiiieiie ettt ettt ettt ettt e et e et e et eebeessaeesseeeaaeesseessseenseensseenseesnseenseas 19
#Create a Log In Account - Provide Information .............ccceeevveeeeiieeiiiescieeeiee e 19
#Create a Log In Account - Create Password...........ccoocvieriiiiiiiiienieniece e 20
#Create a Log In Account - Review & Submit.........ccccueeeiiieeiiieeiiieeiiccieeeee e 21
#Create a Log In AcCOUNt - NEXt STEPS .eeevviieriiieiiiieeiiie ettt 22
[ComPR] Complete Phone Registration ...........c.ccecveeeiiieeiiiieiiiieeiee e 23
[CPRSuc] Complete Phone Registration SUCCESS.........cccveeruieriierieiiieiieeieesiie e 23

BSO Account MaNteNanCe ........coueiuuittiiet et 24

BSO Request ACCESS 0 SETVICES ....uuutntintintiniiteit ettt 25 & 26

#Appointed Representative Services - GEttiNg ACCESS.....ccuverureeriierireieerieerieenieesseesreesseesseensens 27
#Validate Identity - Provide Information...........c.cccoceoviiiiniininiiniiceccececne 28
#Validate Identity - EIN FailUre ........cccocuieiiiiiiiiiieiiccece ettt 29
#Validate Identity - SE FallUre ........cocooiiiiiiiiniiiiceccce e 30
#Validate Identity - Review & SUDMIt ........c.cociiiiiiiiiieiieiecieee e 31
#Validate Identity - CoOnfirmation...........ccceeieriiiiiiiiiniiieee e 32
#View / Edit Account INOrmation ...........ccoeceerieiiiiieniieieieeeeeee e 33
#Edit Personal Information...........cc.oeiiiiiiiiiieciie ettt e 34
#Edit Personal Information - Confirmation ...........c..coecuerieiiniienieniieiesieieeese e 35
HEdit Security QUESTIONS. ......cc.uiruiiriiritiniieteeterteete ettt ettt sttt s sae st sbe b e e sbe e 36
#Edit Security Questions - Confirmation............cccueeevierieeiierieeiieeie et sve e eae e 37

Employer INfOrmation.........cocuiiiiiiiiiieeeee ettt ettt st eeeas 38
[EmpInfoAtt] Employer Information AtteStation ...........c.cecveerieeiiieniieniieniieiieeieeseeeveeees 38
[AddEmp] Add Employer Information.............cccocieiiiieniiiiienieiieesie e 39
[AEmpSuc] Add Employer Information Successful...........ccoovuieiiiniieniiniiinieeiieeeeeieenee. 39
[UpdEmp] Update Your Employer Information............ccccocveviiiiiiiniineniinenienicnecienene 40
[UEmpSuc] Update Your Employer Information Successful...........c.ccceevviiiiieniiieniennennnen. 40

#SSA Online Services - LOZ I #2 ..ottt 41

#Appointed Representative Services - Main Menu (W/0 Activation).........c.ceeceeveereeeeennenne 42
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HENtEr ACtiVation COAE(S) ..vvveevireiiiieiiieeeiieeeieeeeree et e e aeeeetaeeeetbeeeteeeebaeesraeesseeesaseeenans 43

#Enter Activation Code(s) - CoONfirmation ...........ccueeecuieeriiieeniiieeeieeeeiee e eeree e e 44
#Appointed Representative Services - Main Menu (W/ Registration) ........c.cceceveeveeneennnene 45
HIRES AR ACCOUNT ACCESS cuviiiiiiiiiiiiieeite ettt ettt ettt ettt et e st e st eesabeeesabeeenas 45
#Appointed Representative Services - Main MENU ........ccccuevvuieriieiiienieiiiienieeieeee e 45
#Request Access to Services - Select Affil1ation.........c.ceeevieeiiieiiiii e 46
#Request Access to Services - MEF Failure..........oocvoiiiiiiiiiiiiieieeeeceeeee e 47
#Request Access to Services - SElECt SETVICES ..uivuuiiiriiiiiiieeiieeeriee e ee e e e 48
#Request Access to Services - Select Services - Provide Cell Phone Number .................... 49
#Request Access to Services - Select Services - Verify Cell Phone Number ...................... 50
#Request Access to Services - Review & Submit .........c.cccceeeiiieriiiiiiiniieiecieeee e 51
#Request Access t0 SErVICEs = NEXt STEPS ..uveeruiieeiiieeiiieeiieeeiieeeeeeereeeereeesreeesaeeeseseeennes 52
#Change Secure Cell PRONE.........cccuiiiiiiiiiiiieieeee ettt 53
#Change Secure Cell Phone - Enter OTP (W/Cell)...cccveveviiieiiiiiiieciieeee e 54
#Change Secure Cell Phone - Enter OTP (W/NOICE) .....cccveeriieriieiieniieiiecieeiieeveeiie e 55
#Change Secure Cell Phone - Request NOTICE......c.vuieeiiieriieeieeeiee et 56
#Change Secure Cell Phone - Request Notice - Confirmation.............ccceccveevvenieenieenieennens 57
#Change Secure Cell Phone - Provide New Cell Phone Number...........ccccceevevvieiciieenneeenee. 58
#Change Secure Cell Phone - Verify New Cell Phone Number............cccceevvenieeiieniennnnne 59
#Change Secure Cell Phone - Confirmation.............coccuveeviieeiiieeiiie e 60
HChANGE PaSSWOT .....cuiiiiiiiiieiiecie ettt ettt et eate et e seaeebe e s b e ebeessaeenseesnnaens 61
#Change Password - Confirmation ...........ccueeeriieeiiieeriie et eaee e 62
HDISADIE ACCOUNL.....iiiiiiiiieeiteit ettt ettt et sbe ettt e sbe et e e sbe e 63
#Disable Account - CoONfIrmMation .........c.cueeiuiiiiiiiiiiie et 64
HVIEW / UPAALE SEIVICES . ..ueeiuiieiieiiiieiieeiieitie et estteeteeteeeiteeteesateeseessseeseesnseeseessseensaesnsaans 65
HREIMOVE SETVICES.....eitiiiuiieiieetie ittt ettt et e st e h e e et e bt e st e e bt e eabe e bt e sabeesbeeenbeenbeeenneans 66
#Remove Services - CONfIrMAatioN..........ccciiieiiieeieeeiie et e eeree e 67
HVIEW PeNdING SEIVICES ...eoiuiiiiiiiiiiiiiecie ettt ettt ettt etae et eseaeebeesaaeebeessaeensaesnnaans 68
#View Pending Services - Confirmation of New Notice Request..........cocccocevviiniineeicnnne 69
HENtEr ACIVAtION COUC(S) verrvvrerieriiieriieiiieiieeieesteeeteesteeeeteesteeeseeseessseeseessseeseessseeseessseens 70
#Enter Activation Code(s) - Confirmation ............eoceerieeiieniieiiienieeieee e 71
#Electronic Records EXpress - HOME .......c.oovviiiiiiiiiiiieceeceeeeeeeeee e 72
#Secure Service - Enter One-Time Password............oocuieiiiiiiiiiiiiiiniiceceeeeeeee e 73
Request AcCess t0 BSO SEIVICES .....cciuiiiiiiiiieiieitieeiteite ettt ettt ereesteesbeesaeeesseensaeensaes 74
[AASvc] Activate Access t0 BSO ServiCes......c.covuiiiiiriieiiiinieeiiesie et 74
[AccSveSuc] Activate Access to BSO Services Successful.........cooeevvieeiiiieiiieciieceieeee, 74
[RRAC] Re-Request Activation Code........eeveeuiieiiiniieiiieiiie ettt sttt sttt 75
[RRACSuc] Re-Request Activation Code Successful..........coocvvevierciieniiniiieniecieereeeieeee, 75
[SelSrv] Request Access to BSO Services - Select Suite of Services .........coooveevievieeieenen. 76
[DisplayEmpInfo] Employer Information .............cccoooveeviierieeiieniecieeeieeieeeee e 76
[EmpInfoNA] Request Access to BSO Services - Employer Information Not Available ... 77
[RptWages] Request Access to BSO Services - Report Wages to Social Security .............. 77
[ViewFile] Request Access to BSO Services - View File/Wage Report Status, Errors and
EITOT INOTICES ..ottt ettt ettt et s st et e st e sae et entesseenbeeneeeneenee 78
[SSNVS] Request Access to BSO Services - Social Security Number Verification Service
(SONV S ) ettt ettt et s a ettt e s a e bt e st e e bt et e en b e sae e e bt et e enteebeenbeeneenee 78
IRES Screens 2
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[Frm1694] Request Access to BSO Services - Complete Form SSA-1694 Business

Taxpayer Information FOTM...........cceoiiiiiiiiiiiiiiiece e 79
[ReqSum] Request Access to BSO Services - Request Summary..........coocceevveeiiieneenneennen. 79
[RAccSuc] Request Access to BSO Services Confirmation............cccceveeevveeeciieeecieeenneeennne. 80
PaSSWOTA PAGES .....ccuviiiiieiieeii ettt ettt et et st e et e bt et e e beeeaaeenbeeenbeenneas 80
[SupKBA] Supply Answer to Forgot Password QUestions ...........ccceeeeveeeriieerieeeneeeeieeeene 80
[FMPWd] FOrgot Password..........coocuiiiiiiiiiieiieiieeiie ettt sttt et esae e s 81
[FMPwdSuc] Forgot Password Update Successful .........cccuveiiiieiiiieiiieeiiecieeeee e 81
[ReqPwdMail] Request Password by Mail..........cccooeiuiiiiiiiiiiniiiiieieeiiee e 82
[ReqPwdSucc] Request Password by Mail SUCCESS ........cccuveeriiieiiieeiiieeieeeie e 82
[CPWA] Change PasSWOTd..........cciiiuiiiiiiiieeiieiie ettt ettt ettt et esaeaeaneenees 83
[CPwdSuc] Password Change Successtul ..........coociiieiiiieiiieiiiecie e 83
REMOVE/DEACLIVALE ....c.eieiiieiiieiieeie ettt ettt ettt ettt e et e e b e sabeeaaeenbeesseeenseesseaenseensseensees 84
[RASvc-PR] Remove Access to BSO ServiCes.......ooouuiiiiiiiiiiiieeiiiie e 84
[RASvcSuc] Remove Access to BSO Services Successful.........oocvveviiiiiiiieiieeecieeeeeeee, 84
[RmvEmp] Remove Your Employer Information .............ccceeviiieiiieeiiiieniieeiee e 85
[REmpSuc] Remove Your Employer Information Successful ............cccevviiiieniiienciniennen. 85
[DPIN] Deactivate User ID..........ooooiuiiiiiiiiiiee ettt et 86
[DPINSuc] Deactivate User ID Successful - User ID Deactivated ...........cccceveeeenveeeneennne. 86
EITOT PA@ES....eeieieiieeeeee ettt e e et e e ettt e e e ettt e e e s nabaeeeenabeeesesaeeeeennaeeenn 87
[RLAtt] Reached Limit Of AtEMPLS .....eeivieriieiienieeiieeieeite ettt eiee e eee e e eeae e e 87
IRES Screens 3
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BSO Main

[Welcome] Welcome to Business Services Online

Social Security Online Business Services Online

hitp:/ival.ssa.govi Home Questions? .. Contact Us ..

Online Services Availability BSO HELP
Monday-Friday: 5 AW -1 AMEST
Saturday: 5 AM-11 P EST
Suncay: S A -11:30 PM EST

‘DONT USE YOUR BROWSER'S BACK BUTTON ‘

Business Services Online
Welcome to Business Services Online

Business Services Online {BSO) enables organizations and authorized individuals to conduct business with and submit confidential

Effective as of October 2007, your Personal information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and
Identification Mumber (PIM) is now referred to as Access various BSO services and functions.
your User ID

REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have started
Information and need to complete your Registration process, select the "Complete” button . In either case, after your Registration is complete, you
can Request, Activate and Access services and functions

* BSO Electronic W-2 Filing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and display

* S5NVS Handbook the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
* Video - Software Demonstration Maintenance" to request activation of additional services and functions, deactivate your User ID, andfor change your password or
* Tutorial contact information
* Employer Information
& Suite of Services Informacion para el Empleador en Espafiol
* Apply For EIN . . . .
o Navigation Loginto Busm.ess Serwces. Online here . LogIn
 Online Security Palic New user? Register for Business Services Online here Register
* The Privacy Act and the Freedom of Complete Phone Registration what is this? Complete Phone Registration
Information Act . .
O ConieEls Explanation of BSO Services
* Electronic Records Express Reporting Wages to the SSA
& Covernment to Government Services
online Allows you ta send forms V-2 and W-2c to Social Security by uploading a specifically formatted slectronic file or by directly keying

WW-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you
have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a

e ane time 15-day extension to the deadline for resubmitting your wage file

 Wage News More information about Reporting Wages
* Electronic Recards Express News Social Security Number Verification Service (SSNVS)

* Social Security Number Verification News
* Consent Based SSN Verification

* Form S5A-1684 Mews

Forthe purposes of completing W-2 and W-2c SSNVS allows you to complste an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you wiork or the company
that has hired you to perform this service

Mare information about Verifying Social Security Numbers

Form SSA-1694 Request for Business Entity Taxpayer Information

Business entities that have attorney andfor non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
OCOAREP Registration@ssa.gov.

Select Login to complete, update or view the Form SSA-1694
Select Register to obtain a User ID and password to complete the Form SSA-1684

hiore information about the Attarney Fee Service

Have a question? Cal 1-800-772-6270 o speak with Emplayer Customer Service personnel.
For TODMTTY call 1-800-325-077%

TSA.gw Brivacy Policy \Websrt.e Policies & Cther Important Information | Ste Map Meed Larger Text?
Last reviewed or modified Wednesday Now 21, 2007

To access this page, SSA’s Business Services Online, the user would go to
www.socialsecurity.gov and select “Business Services Online” from the left-hand menu.

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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[Spanish] Instrucciones e informacion para empleadores

Soguro Socialen inca Seguro Social en Espafiol

Www.segurosocial.gov 2r1To
Portada—Espafial

urre th Buscador I 50

Bienvenido al BSO, (Portada BSO en inglés) R . L o ~ . Horas de servicios de BSO
Esta guia provee una introduccidn al uso de Servicios en linea para negocios (Business Senvices

Online, [BSO,sus siglas en inglés]). Es para empleadores y personas que someten informes al
o " . lunes a viemes
Seguro Social y dessan saber sobre los servicios para negocios disponibles a través del Internet. g ang 1 apt

Otros enlaces:

SSA /IRS Reporter La guia esta dividida en 10 secciones que se pueden ver individualmente. El contenido de la guia  sahada

D de Hacienda. Puerto Rico es de cardcter genérica y no provee instruccionss especificas para cada uso posible de Servicios 5 AM- 11 PM
en linea para negocios

El Se| o de Impuestos Internos {IRS| d

lomingo
Usted necesitara el programa "Adobe Acrobat Reader” para poder ver la guia. Se recomienda que B AM - 11:30 PM
use la version 5.0 o mayor de Acrobat Reader. Sistemas Adobe, Inc. permite que la AAMINIStracion 1,4.e tos horarios comespanden al

del Seguro Social y otras organizaciones ofrezcan este programa gratis al publico tierpo del Este.

Si usted no tiene Acrobat Reader en su computadaora, puede descargar la versidn gue sea

compatible con su sistema de la pagina principal de Adobe. Siga este enlace, www.adobe.com
para descargar una copia gratis de Acrobat Reader.

Para informarse mejor, llame al 1-800-772-6270 (TOD/TTY 1-800-325-0778) 0 envie un comeo
electronico a employerinfo@ssa.gov

Enlaces de la guia. Cémo usar...

® Vision general (Guia de Serviciog

® Servicios deinscripcion

e Someter un Archivo de salarios

® Servicio V-2 Online . Este servicio no es para el uso de los empleadores en Puerto Rico
* Senvicio YW-2¢ Online L2 Este servicio no es para el uso de los empleadores en Puerto Rico
e Estado, Errores, e Informacién de avisos de datos sometidos

e Estado Errores, 2 Informacidn de avisos de Informes de emp\eador

e Acusar recibo de un aviso para someter informacion de nuevo

e Fedir prorroga para someter informacion de nuevo

o Servicio de verificacion del nimero de Seguro Social (SENVE)

Si usted necesita ayuda en espariol para someter sus informes de salario electrénicamente {esto
incluye inscribirse para un Nimero de Identificacidn Personal [PIN, sus siglas eninglés] y
contrasefa), lame al 1-800-772-6270.

Este programa puede ser usado por empleadores o personas que someten informes y que llenan
menos de 250 comprobantes de retencion

Regresar al principio

Conexién a FirstGovesp gov Portada del o | Mormelive de la web v ofra informacion (s6lo en inglé<) | Sitio de maps (sélo en inlés)

Fecha d i cificacian: 25 de 200913 d cle 2008 g 61 T2x0
shiemo de los EE UL echa de revision o madificacion: 25 de junio de ie junio de

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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[SuiSer] BSO Suite of Services

Social Security Online Business Services Online

hitp:/ival.ssa.govi Home Questions? . Contact Us ..

BSO Suite of Services

The following services are available within BSO:
* Report Wages to Social Security

Allows you to send W-25 and W-2cs to Social Security either by uploading a specifically formatted electronic file or by directly
keying W-25 and W-2c¢s inan online form. Capability to view submission processing status is available. Motices to resubmit
awage file can be acknowledged online. In addition, a one-time 15-day extension of the deadline for resubmitting wage data
can be requested

View File/Wage Report Status, Errors, and Error Notices

Allows you to view the processing status, errors and error notices for wage files andfor wage reports submitted by or for your
company.

* View Name and Social Security Number Errors

Allows you ta view the processing status, errors {including Mame and Social Security Number mismatches), and error notices
far wage files andior wage reports submitted by or for your company.

Social Security Number Verification Service

Allows you ta complete an online form or submit specifically formatted files to request verification of names and Social
Security Numbers of employees of the company for which you wark or the company that has hired you to perform this service

Proper Uses of Social Security Number Verification Service

* Social Security will verify Social Security Numbers (SShs) solely to ensure that the records of current or former
employees are correct for the purpose of completing Internal Revenue Service Form W-2 (Wage and Tax Statement)

* Do not use the service to verify SSNs of potential new hires or contractors
* Company policy concerning the use of SSMNVS should be applied consistently to all workers: for example:
o If used for newly hired workers, verify information on all newly hired workers

o If used to verify information on other workers on your database, verify the information for all workers on the entire
database

o Third party use of SSNVS is strictly limited to organizations that handle annual wage reparting responsibilities for
employers and hawe an authorized and valid contract to do so. SSNVS is not for indivi dualsfcompanies who conduct
identity verification, background checks or other related services for employers or other parties

® Anyone who knowingly and willfully uses SSNVS to request or obtain information from Social Security under false
pretenses violates Federal law and may be punished by a fine or imprisonment, or both

® Social Security will advise you when a name and SSM you submitted does not match our records

o This response does not imply that you or your employee intentionally provided incorrect information about the
employee's name or SSH

o This response does not make any statement about your employee’s immigration status

o This response is not a basis, in and of itself, far you to take any adwerse action against the employee, such as
laying off, suspending, firing, or discriminating against the employee.

If you rely only on the information SSA provides regarding name and SSN verification to justify adverse
action against a worker, you may violate State or Federal law and be subject to legal consequences.

* Form SSA-1694

Allows you to complete and update Business Taxpayer Information Forms

* Account Maintenance

Allows you to request access to BSO services, change your password, update your contact information, deactivate your User
ID, and remove access to BSO services

Close Browser Window

“TSA.gov Privacy Policy | Wehs‘rt.e Policies & Cther Important Information | Site Wan Weed Larger Text?
Last reviewed or modified Wednesday Jul 25, 2007

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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Login/Logout

#0Online Services - Log In

Business Services Online

Social Security Online

Www.socialsecurity.gov

ke
e By,

Log In to Online Services

’ Uha _’
o, Il

New User? Existing User?

You must create an account to use this website. Flease log in below:
Once you do, you will be provided a User ID to

log into our online services. User ID:
To create a new account you will need to: Password:

= Provide personal information Forgot user [D?
= Provide contact information Faraat "
= Create your password and security questions rorgol password:

User Certification:

| understand that 354 may ban ﬂ
me and/or the company |

represent from the use of these j

B B L L N AT

[ Ihave read & agree to these terms.

Create a Log In Account |

Need to complete a phoneform registration?

Complete a Registration | Log In

On the BSO Welcome page, the user would select to “Register” and then come to this
page. This new page replaces the old Log In to BSO page. On this page, the user
must read the Attestation language in the “User Certification” box and check the “I
agree” box. The user can also view the Paperwork Reduction Act by clicking on that
link.

As a new user, the user selects to “Create a Log In Account” and will be taken to page
18, Create a Log In Account.

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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Sucial’%ecurﬂy Online

Business Services Online

www.socialsecurity.gov

Online Services Availability

* Mondsy-Friday: 5 AM -1 AMET
= Saturday: 5 AW - 11 PMET
» Sunday: 5 AM- 11350 PMET

DONT USE YOUR BROWSER'S BACK
BUTTON

BSO Welcome | BSO Information | Keyboard Navigation

f}fﬁ’ Paperwork Reduction Act Statement BSO HELP

This information collection meets the clearance requirements of 44 U5 < ' 3507, as amended by Section
2 of the Paperwork Reduction Act of 1995 You do not need to answer these questions unles= we display
avalid Office of Management and Budget control number. We estimate that it will take about 3 minutes to
read the instructions, gather the facts, and answer the guestions. You may send comments an our

estimate of the time needed to complete the form to: SSA, 6401 Security Blvd, Baltimore,
MD 21235-6401

| Close Browser Window |

Hawve a guestion? Call 1-800-T72-62T0 Monday through
Friday, T:00 a.m. to 7:00 pm. Eastern Time to speak with Employer Customer
Service personnel. For TDODUTTY call 1-800-325-07T8.

Www.socialsecurity.gov

BSO Welcome | BSO Information | Keyboard Navigation
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Social Security Online PﬂVﬂCy POhCy

www.socialsecurity.gov Home | Questions? ~ | ContactUs -

Sk
e BBy

v The Privacy Act and The Freedom of Information Act

Husa v
il

The Privacy Act The Privacy Actof 1974, a5 amended at 9 LL5.C. 8524, protects recards that can be retrieved fram a
systern of recards by personal identifiers such as a name, social security number, ar ather
identifying number ar symbal. (& system of recards is any grouping of information about an
individual under the control of a Federal agency fram which infarmation is retrievable by persanal
identifiars).

Anindividual is entitied to access to his or her records and to request correction of these records by
stating the reasons for such actions with supporting justification showing how the record is
untimely, incomplete, inaccurate arirrelevant. The Privacy Act prohibits disclosure of these recards
withoutwritten individual consent unless one of the twelve disclosure exceptions enumerated in the
Act applies. These records are held in Privacy Act systems of records. A notice of any such systemn
is puhlished in the Federal Register. These notices identify the legal authority for collecting and
staring the recards, individuals aboutwharn recards will be callected, what kinds of infarmation will
he collected, and how the recards will be used (See

hitp:iviani. socialsecurity.gowifoiafbluebookibluehook htm).

The Privacy Act binds only Federal Executive Branch agencies, and covers only a system of records
inthe possession and control of Federal agencies. Inquiries concerning the Privacy Act should be
directed to (410) 965-1727.

The Freedom of Infarmation Act The Freedom of Infarmation Act (FOIAY, a5 amended at 5 L.5.C.552, is a disclosure statute that
requires Federal Executive Branch agencies to make records available to the public.

The intent of the FOIA is to prevent agencies from having "secret law" and to make the government
accountable to the public for its actions. FOIA requires agencies to publish in the Federal Registar
staterments of its arganizations, functions, rules, procedures, general policy, and any changes, and
howe to get infarmation. In addition, agencies must index and make available for public inspection
and copying staterments of palicy, manuals and instructions, and final opinions and arders in cagses,
aswell as the indexes.

FOlA applies to all records created or received by the agency and in its possession or under its
cantral. Agencies must make recards available to the public on request, unless they fall within one
ofthe nine statutory exermptions. (See hito e Socialsecurity gowfoiathtmiifoia quide bt
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Top half of current Registration page in Production displaying OMB information. New look and feel Create L ogin Account page for
October IRES release will have same OMB language at top of page with updated OMB number and date.

k L] L] —_— -
Social Secasty Online Business Services Online
www.socialsecurity.gov BSO Welcome | BSO Information | Keyhoard Navigation
ﬁﬁ Registration for Business Services Online BSO HELP

BS0O welcome = Registration

Online
R Form Approved: OMB No. D960-0526
Availability Expiration date: 09/30/2009
* Monday-
Friday: S Infarmation about you: Since you are regquesting a User D, we will need to gather some information about you. The information you provided will be
?TM'1 M compared with our records in order ta verify your identity. Select this link for mare help with completing this farm.
* Saturday:
58 - 11 First Name: | |
PMET
* Suncay: & Middle Name: | | (Optianal)
Ah -
11:30 P Last Name: | |
ET
Suffix (Jr. seo0 00 g I:I (Optienal
DONT USE . .
YOUR U.5. Social Security Number: |:| (lf you do NOT have an SSN leave this field blank.)

K Date of Birth mmddy vy

RIITTNN




Top half of current Employer Information page in Production displaying OMB information. Employer Information page for October
IRES release will have same OMB language at top of page with updated OMB number and date.

Social Security Online Business Services Online

Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | HKeyhoard Navigation

o

. _
ﬁﬁ*" Add Employer Information LOGOUT | BSO HELP

ES0 Main Menu = Account Maintenance bMenu = Add Employer Information

Online Services Availability

* honday-Friday: 5 Ab -1 AMET Farrmn Ap!ﬂrﬂ?"ﬁd: OrB Mo, 0960-0626
o Saturday: 5 &M - 11 PMET % Expiration date: 09/30/2003

» Sunday: 5 AM- 11350 PMET

You must have an Employer ldentification Murmber (EIM) to request access to some of the services you have chosen. If you
are self-employed, you may request limited access without an EIN. Apply For EIN

DONT USE YOUR BROWSER'S BACK
BUTTON

MOTE: Accountants, CPAs, etc. You only need to register once in your own firm’s name. You can then conduct business
for as many clients as you wish.

Information about you, or your business or arganization: Ve will compare this information with our records to verify you are
currently employed by the business or organization you represent. Correspondence to your employer will be sent to the
address we hawe on file. Select this link for more help with completing this form.




[LogOut] Log Out of BSO

Social SecurityOnline

www.socialsecurity.gov

Business Services Online

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability

® Monday-Friday: 5 AM - 1 A EST
® Saturciay: 5 AM- 11 PMEST
® Sunclay: 8 AM - 11:30 PMEST

[ DONT USE YOUR BROWSER'S BACK BUTTON |

i Log Out of BSO

ES0 Main Meny > Log Out of BE0

LOGOUT | BSO HELP

Are you sure you want to log out of Business Services Online?

Yes

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 &.m.to 7:00 p.m. Eastern Time to spsak with Employer Custamer
Service personnel, For TODTTY call 1-800-325-0778,

BSO Main Menu | BSO Information | Contact Us | Keyboard Navi

[Help] BSO Login and Registration Help Topics

Social Security Online

www.socialsecurity.gov

Business Services Online

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability

® Wonday-Friday: 5 AM -1 AMEST
® Saurday: 5 &M - 11 PMEST
® Sunday: & AM - 11:30 PM EST

| DONT USE YOUR BROWSER'S BACK BUTTON |

Index
Registration Questions
EIN Questions
Self Employed Questions
Third Party Filer Guestions
‘Hewsehold Emplovers Questions
zr 10 Questions
assword Questions
Login Guestions
Erowser Buestions

Effective as of October 2007, your Personal Idertification
Humber [PIN)is nove referred to as your User 10

IRES Screens

BSO HELP

BSO Login and Registration Help Topics

Registration Questions:

1. Who has to register?

Q2. where can | find mare infarmation on how to fill out the registration form?
(3 When | register is the User ID issued to my company or to me?

Q4. when can | register?

Q5. who can | call if | have guestions or problems registering on the Internet?
Q6. How oo | register?

Q7. what information do | need to register?

Q8. How old must | be to register?

Q9. Why do | have to supply my EINZ

Q10 Why do vou need my SSN?

Q11. Live in another country and | do not have an SSK. How can | register for a User 1D and password?
Q12 why do you need my e-mail address?

Q13 what business services are avallable to registered users?

Q4. when | try to register, | receive a message that | am already registered under the Employer Identification Mumber (EIN) that | provided. What
should | do?

EIN Questions:

Q15. My company has multiple EINs. Which one do | enter on the registration screen?
Q16. My company has applied for an EIN but hasn't recelved itwet. Can | register for a User ID/Password?

Self-employed Questions:

Q17. Can self-employed individuals register using the Internet?

Q18. Lam sel-employed. but have an EIN. Can | register using the Intermet?
Q19 Lfile wage reports for my employees under my business EIN but | arn self-employed. How do | register?

Third Party Filer Questions:

Q20,1 am a third party filer (accountant, CPA ete). Do | need a User ID for each campany | am doing business for?
Q21. Lam a volunteer who works for a non-profit organization such as a church, Can | register for a User 107

Household Emnlovers Questions:

Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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IRES Screens

22, Can household employvers reqister using the Internet?

Q23 | have a User 1D because | report wages for my employer. | also have a household emplovee. Do | need andther User 10 to report wages for
a household employee?

Q24,1 am a household emplover and have an EIN to report wages for my employee, but | do not work under that EIN. How do | register?

Q25. L have an EIN for my own business and have a household employee as well, How do | register?

Q26 | already have a BSO User D that | use to do business on behalf of the company for which | work. | also have a household employee. How do
Lregister?

Q27 where can | get more information on reporting wages for household employees?

User ID Questions:

Q28. How do | use my User ID?

(29, Can | have more than one User ID?

Q20. How lonig does it take to get my User ID/Password?

Q31 How long is my User 1D valid?

Q32 | received an e-mail saying my User |0 was going to expire. What should | do?
Q33 What happens if my User 1D expires?

Q34 what happens if my User ID is deactivated?

Password Questions:

35, How long does it take to get my password?

Q36 why do | need a password?

Q37 How long should | wait to receive my password?

Q38 what do | do if | forgot iy password?

039, Can | upload files without walting far the password?

Q0. Must | remember my password after | have uploaded my wage reports?

Login Questions:

Q41 1 tried several times to login and | received a message that says, “You have reached the limit on number of atternpts.” What do | do now?
Q42 | ddo not have my password vet, Can | loging

Q43 when | try to login, | receive a message that my User ID is expired. What should | do?

Q44 when | try to login, | receive a message that my User D is deactivated. What should 1 do?

Browser Questions:

Q45 what is 128-hit encryption and why do | need it?
CMB. How can | tell if | have 128-hit encryption?
Q47 | do not have 128-bit encrvption. What should | do?

Close Browser Window

Didn't find the answers you where looking for?

You can call 1-800-772-6270 Monday through Friday, 7:00a m to 7:00 p m. Eastern Time to speak with Employer Customer Service
personnel. For TDOD/TTY call 1-800-325-0778

Registration Questions:

Q 1. Who has to register?

A1, Allindividuals interested in using the services available within the Business Services Online (BSO] | In addition to submitting wage
reports, the User ID/Password can be used to access BSO in order to get status infarmation on all magnetic media and electronic
submissions

Return to Help Topics List

Q2. Where can | find more information on how to fill out the registration form?

A2. To receive more information:

1. Selectthe BSO Registration Form Help link to access the BSO Registration Form Help. The Help page provides guidelines for
completing all of the fields on the BSO Registration form. You may also access Help by selecting the Help links on the BSO
Registration form

2. Call 1-800-772-6270 Wonday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer Service
personnel. For TDDSTTY call 1-800-325-0778

Return to Help Topics List

Q3. When | register, is the User ID issued to my company or to me?

A3 The User D is issued to you as an employee of the company represented by the Employer Identification Mumber on your
application. A company may have several individuals who register to do business with SSA . Each individual must reqgister and will
hawe his/her own User ID. In addition, an individual may work for several companies and have several User IDs
Return to Help Topics List

Q4. When can | register?
A4 Registration is available year round
Return to Help Topies List

Q5. Who can | call if | have questions or problems registering on the internet?

A5, Ifyou are having problems understanding hows to complete the fields on the Registration farm, you may select the BSO Registration
Eorm Help link to access the BSO Registration Form Help. The Help page provides guidelines for completing all of the fields on the
BSO Registration Form. You may also access Help by selecting the Help links on the BSO Registration Form. If your problem/guestion
i= not related to a specific field, you may call 1-800-772-6270 Monday through Friday, 7:.00 am. to 7:00 p m. Eastern Time to speak
with Employer Customer Service personnel. For TDDITTY call 1-800-325-0778.

Return to Help Topics List

Q6. How do | register?

AB.You can register:

1. Online by accessing Business Services Online {(BS0O) at hitp:iwww socialsecurity govibso/bsowelcome hirm

2. By calling 1-800-772-6270 Monday through Friday, 7:00 am. to 7.00 p.m. Eastemn Time to speak with Employer Customer Service
persannel. For TDDYTTY call 1-800-325-0778

Return to Help Topics List

Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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QT. What information do | need to register?

AT You will need to supply the following information.
MName (first name, middle initial and last name) as shown on your Social Security Card
SSN

Date of birth

Address where you want to receive correspondence
Work phone number

Company or business name

Company phone number

Company EIN (if your company has an EIN)
Self-selected password

Return to Help Topies List

[ I A O ]

Q8. How old must | be to register?

A8, You can complete your registration using the Internet if you are at least 15 years of age. If you are younger than age 18, you may
start your registration on the Internet but must complete your registration by calling 1-800-772-6270, Wonday through Friday from 7.00
AM.to 7:00 P.M. Eastern time. For TDO/TTY call 1-800-325-07738. When you call the 800# you will be asked to pravide the following
information

A statement on your company's letter head from an authorizing officer that

1. You woark for the company whose EIN you are providing,

2. You are authorized to conduct business on behalf of the company whose EIN you are providing,
3. You are under 18 years of age,

4. The autharizing officer is older than 18 years of age,

5. The authorizing officer takes full responsibility for your actions

Return to Help Topies List

Q9. Why do | have to supply my EIN?

A9 Your EINwill be used to electronically confirm your relationship to your employer. If you are NOT self-employed we will contact your
employer

Return to Help Topies List

Q10. Why do you need my SSN?

A10. We use your SSM to identify you and authenticate the link between you and the company you represent. It also helps us to ensure
the privacy of your infarmatian

Return to Help Topics List

Q 11. llive in another country and | do not have an SSN. Can | register for a User ID and password?

A11.Yes, you can register,

1. Online by accessing Business Services Online {(BS0O) at hitp:iwww socialsecurity govibso/bsowelcome hirm

2. By calling 1-800-772-6270 Monday through Friday, 7:00 am. to 7.00 p.m. Eastemn Time to speak with Employer Customer Service
persannel. For TDDYTTY call 1-800-325-0778

Return to Help Topics List

Q 12. Why do you need my e-mail address?

Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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A12. SSA will use your e-mail address to send you important information. Because your time is valuable, your e-mail address will be
used only to contact you with important wage and tax reporting updates, {e.g. changes for the upcoming tex year, a reminder to change
your password every 365 days to keep your User D form expiring, etc.).

Return to Help Topics List

Q 13. What business services are available to registered users?

A13 Please select the link for more details on the types of services available within Business Services Online. If you have questions,
please call 1-800-772-6270 Monday through Friday, 7:00 am to 7.00 p.m. Eastern Time to speak with Employer Customer Service
personnel. For TDDYTTY call 1-800-325-0778.

Return to Help Topics List

Q 14. When | try to register, | receive a message that | am already registered under the Employer ldentification Number
(EIN) that | provided. What should 1 do?

A4 If you still remember your User |0 number you can request a new passwiord. Please refer to the What do | da if | forgat my
passward? Ifyou do not remember your User ID or have never registered, please call 1-800-772-6270 Monday through Friday, 7:00
am.to 7:00 pm. Eastern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778
Return to Help Topies List

EIN Questions:

Q 15. My company has multiple EINs. Which one do | enter on the registration screen?
A15 Use the EIN that appears on your Form W-2
Return to Help Topics List

Q 16. My company has applied for an EIN but hasn't received it yet. Can I register for a User ID/Password?

A6, You will need to wait until you receive your EIM from the IRS. You may want to request a filing extension if the filing deadline is
approaching. Additional information on requesting a filing extension can be found on the |nternal Revenue Service’ s (IRS) web site , by
searching for documents related to "filing extension"

Return to Help Topics List

Self Employed Questions:

Q17. Can self-employed individuals register using the Internet?
A17 . Yes, self-employed individuals can register via the Internet
Return to Help Topics List

Q18.1am self-employed, but have an EIN. Can | register using the Internet?
A18 Yes, self-employed individuals that hawe an EIM can register via the Internet
Return to Help Topics List

Q 19. Ifile wage reports for my employees under by business EIN, but | am self-employed. How do I register?
A19.You can register using the Internet as a Self-employed individual.
Returin to Help Topies List

Third Party Filer Questions:

Q20. 1 am a third party filer (accountant, CPA etc ). Do | need a User ID for each company | am doing business for?
A20. Mo, third partyﬂlers need to register on\y ance Reglster using your company's EIN, orindicate you are se\f-emp\oyed On the
Registration form you should select the box indicating "l am a third party submitter registering to do business on behalf of another
company”

Return to Help Topics List

Q@ 21.1am a volunteer who works for a non-profit organization such as a church. Can | register for a User ID?

A21. Yes, if you work for an organization but do not receive a Form W-2 from the organization, you can still register to use BSO
Pleasze call 1-800-772-6270 Monday through Friday, 7.00 a.m. to 7.00 p.m. Eastem time to spealk with Employer Customer Service
personnel. For TDDYTTY call 1-800-325-0778

Return to Help Topics List

Household Employers:

Q@ 22. Can household employers register using the Internet?
A22 Yes, household employers can register using the Internst.
Return to Help Topics List

@ 23.1 have a User ID because | report wages for my employer. | also have a household employee. Do | need another User
ID to report wages for a household employee?

A23 Youwill need to register for another User ID to report wages for your household employes.

Return to Help Topics List

@ 24.1am a household employer and have an EIN to report wages for my employee, but | do not work under that EIN. How
do | register?

A24. You can register using the Intemet to report wages for your household employee under the EIN you obtained for that purpose.
Return to Help Topics List

@ 25.1 have an EIN for my own business and have a household employee as well. How do | register?
A25 You can register via the Internet. You should use your EIN to report wages for your business and for your hausehold employes(s)
Return to Help Topies List

Q26.1 already have a BSO User ID that | use to do business on behalf of the company for which | work. | also have a
household employee. How do | register?

A26. You can register using the Internet for @ secand User ID to report wages for your household employee. You must obtain an EIN
from the IRS for that purpose. Additional information on requesting an EIN can be found on the Internal Revenue Service's (IRS) web site
Return to Help Topics List

Q27. Where can | go for more information on reporting wages for household employees?
A27. More information on household employers can be found on http:itinis. 553 gowpubsé1002 1 html. Additional infarmation can also be

found on the Internal Revenue Service's (IRS) web site . Search for Publication 926.
Return to Help Topics List

User ID Questions:

Q28.How do | use my User ID?

A28 There are two ways you use your User D

1. To access the services offered under Business Services Online (ESO)
2. As an electronic signature in your wage file, when using the EFW2 format
Return to Help Topics List

Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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Q29.Can | have more than one User ID?

A29 Yes, some situations may require you to have more than ane User 1D You must have a User 1D for each company for which you
are authorized to conduct business with SSA, and you are an employes for that company. For example, you may work far 2 companies
and do wage reporting for both

Return to Help Topics List

Q 30. How long does it take to get my User IDIPassword?

A30. User IDs are issued immediately if the information provided on your registration form matches SSA’s records. You will self-select
your password when you complete the Registration form

Return to Help Topics List

Q@ 31.How long is my User ID valid?

A31. Your User ID is valid as long as your passwiord is changed at least once every 365 days. If your passwiord goes unchanged, your
User ID will expire

Return to Help Topics List

Q@ 32.1received an e-mail saying my User ID was going to expire. What should | do?

A32 Access Business Services Online (BSO) at hitp /A socialsecurity govbsofbsowelcome him After logging in, select "Change your
Password" from the Registration Suite of Services section of the Home Page and complete the password change form. Your User 1D
will expire if you do not change your password as indicated in the e-mail

Return to Help Topics List

Q@ 33. What happens if my User ID expires?

A33. You will need to register for a new User ID. You can register.

1. Online by accessing Business Services Online (BSO) at httg: . 50cialsecurity. gov/bso/hs owelcame. itm

2. By calling 1-800-772-6270 Monday through Friday, 7:00 a.m_to 7:00 p m. Eastern Time to speak with Employer Customer Service
personnel For TDDITTY call 1-800-325-0778

Return to Help Topics List

Q 34. What happens if my User ID is deactivated?

A3 If you deactivated your User ID, you must register for a news User ID. You can register.

1. Online by accessing Business Services Online (BSO) at hitp: ity soclalsecurity. govibso/bsowelcome htm

2. By calling 1-800-772-6270 Monday through Friday, 7.00 a.m. to 7.00 p.m. Eastern Time to speak with Employer Customer Service
personnel. For TDD/TTY call 1-800-325-0778

Note: If your employer deactivated your User ID, your employer needs to call 1-800-772-6270 Manday through Friday, 7:00 am_ to
7.00 p.m. Eastemn Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778

Return to Help Topics List

Password Questions:

Q 35. How long does it take to get my password?

A35. Ifyou are completing your registration via the BS0 Registration form, you will enter a password of your own choosing while you
complete the form. If you registered by speaking with Employer Customer Service personnel, you will need to select a password of
your own choosing before you can access Business Services Online (BS0). You can do this online by accessing BSO at

hittrcdhaninir, sOcialsecurity govibsodsowelcome hitm. Select the "Login” link to get to the Login page. Then select the "MNeed to complste your
phone registration?" link. Once you have caompleted this process you will be able to use your password to access BSO
Return to Help Topies List

Q@ 36. Why do | need a password?
A36 Youwill need your password to access the services offered under Business Services Online (BSO)
Return to Help Topics List

Q@ 37.How long should | wait to receive my password?

A3T. Ifyou need immediate access to BSO you can select a password of your own choosing by accessing BSO at

hittrcdhaninir, sOcialsecurity govibsodsowelcome hitm. Select the "Login” link to get to the Login page. Then select the "MNeed to complste your
phone registration?" link. Once you have completed this process, you will be able to use your password ta access BSC. If you
requested a new temporary password via the BSO Forgot Password form, or by speaking with Employer Customer Service
personnel, your password will be sent to you via first class mail and should be received usually in within 2 weeks

If it has been more than twio weeks since you requested a newr password, or you have forgotten your password, you can request a new
password online by access Business Services Online (BSO) at hitpuwin socialsecurity. govibsofbsowelcome htm. Selsct the "login® link to
get to the Login page. Then select the "Forgot your password” link. A temparary password will be sent to you by first class mail. You
can also request a new password by calling 1-800-772-6270 Monday through Friday, 7:00 am. to 7:00 p.m. Eastern Time to speak
with Employer Custorner Service personnel. For TDDITTY call 1-800-325-0778

Note: Requesting a new password will cause your current password to become invalid. Your new temporary password will be sentto
you by first class mail and should be received usually within two weeks. It will be sent to the address you pravided at registration. If you
need to verify or correct this address, please call 1-800-772-6270 Monday through Friday, 7:00 am to 7:00 pm. Eastern Time to
speak with Employer Customer Senvice personnel. For TDDVTTY call 1-800-325-0778

Return to Help Topics List

Q 38. What do | do if | forgot my password?

A28 You can request a new password online by accessing Business Senvices Online (BSO) at

hittracdhaninir. SO cialsecurity govibsadsoweleome hitm. Select the "Login” link to get to the Login page. Then select the "Forgot your password”
link. A temparary password will be sent to you by first class mail. You can also request a new password by calling 1-800-772-6270
Manday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call
1-800-325-0778

Note: Requesting a new password will cause your current password to become invalid. Your new temporary password will be sentto
you by first class mail and should be received usually within two weeks. It will be sent to the address you pravided at registration. If you
need to verify or correct this address please call 1-800-772-6270 Monday through Friday, 7:00a m. to 7:00 p.m. Eastern Time to
speak with Employer Customer Senvice personnel. For TDDVTTY call 1-800-325-0778

Return to Help Topics List

Q@ 39. Can | upload files without waiting for the password?

A39. Mo If you have registered, but have not submitted a password of your own choosing, you will need to submit a password hefore
you can upload files. You can submit a new password online by accessing Business Services Online at http: /A socialsecurity gov
fhsosbsowelcome.htm. Select the "Login” link to get to the Login page. Then select the "Need to complete your phone registration?” link
Once you have your password you will need to request access to the Repaort Wages to Social Security. Access to this service will allow
you to upload files

Return to Help Topics List

Q 40. Must | remember my password after | have uploaded my wage reports?
A4D. Yes, Please remember your password. You will need it to view the status of your files, submit corrections if needed, and to
change your password within 365 days to keep your User ID active. To ensure your privacy, no one else can have access to your

Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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password. Social Security can help you start the process over again, but we cannot access your password
Return to Help Topics List

Login Questions:
Q 41. I tried several times to login and | received a message that says, "You have reached the limit on number of attempts."
What do | do now?
Ad1. Because you entered your login information incorrectly multiple times, your account was locked out. Please check to make sure
you have the correct login information. Call 1-800-772-6270 Monday through Friday, 7.00 a.m. to 7.00 p.m. Eastern Time ta speak with
Employer Customer Service personnel to unlock your account. For TDD/TTY call 1-800-325-0778
Return to Help Topies List

Q42.1do not have my password yet. Can | login?

Ad2 Mo Ifyou have registered, but have not submitted a password of your own choosing, you will need to submit a passwaord before
you can log in. You can submit a new password online by accessing Business Services Online at http: /i socialsecurity gov
{hso/bsowelcome htm. Select the "Login® link to get to the Login page. Then select the "Need to complete your phone registration®" link
Return to Help Topics List

Q43. When | try to login, | receive a message that my User ID is expired. What should | do?

A43 Youwill need to register for a new User ID. You can register:

1. Online by accessing Business Services Onling (BSO) at hitp: i socialsecurity. govbso/bsowelcome.htm

2. By calling 1-800-772-6270 Monday through Friday, 7:00 am. to 7:00 p.m. Eastern Time to speak with Employer Customer Senvice
personnel. For TDO/TTY call 1-800-325-0778

Return to Help Topics List

Q44. When I try to login, | receive a message that my User ID is deactivated. What should | do?

Add Ifyou deactivated your User ID, you must register for a new User ID. You can register.

1. Online by accessing Business Services Online (BSO) at httg: . 50cialsecurity. gov/bso/hs owelcame. itm

2. By calling 1-800-772-6270 Monday through Friday, 7:00 a.m_to 7:00 p m. Eastern Time to speak with Employer Customer Service
personnel For TDDITTY call 1-800-325-0778

Note: If your employer deactivated your User 1D, your employer needs to call 1-800-772-6270 Monday through Friday, 7:00 am. to
7:00 p.m Eastern Time to speak with Employer Customer Service personnel For TDDYTTY call 1-800-325-0778
Return to Help Topies List

Browser Questions:

Q45. What is 128-bit encryption and why do I need it?

A45.128-hit encryption pratects your data by making the data unreadable to anyone not authorized to receive it. SSA requires 128-bit
encryption to protect the data transmitted by custamers. Most common browsers such as Internet Explorer and Metscape have 128-bit
encryption

Return to Help Topics List

Q 46. How can | tell if | have 128-bit encryption?

AdB. This will vary depending on which browser you are using. For assistance please visit your browser’s home page. Some of the
common browser's home pages are listed below. You may also call 1-800-772-6270 Monday through Friday, 7:.00 a.m. to 7.00 p.m.
Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778. For help with Internet Explorer
Qo 10 NI, IMIErO3 Oft.COMY OF YW IMICrOSOM. COMmMING oS/ e/ derault 35p

Q47. 1 do not have 128-bit encryption. What should | do?

A47 Youwill have to upgrade your browser. For more information on upgrading your browser please go to your browser's home page
Some of the common browser’s home pages are listed below. You may also call 1-800-772-6270 Maonday through Friday, 7:00 am.to
T7:00 pm. Eastern Time to speak with Employer Customer Senvice personnel. For TOD/TTY call 1-800-325-0778

For help with Internet Explorer go to http: i microsoft comy OF wws microsoft comAvindows/ie/default asp

For help with Netscape go to http:/iAwsy netscape com/ OF channels netscape.com/ns/browsers/download jsp

For help with America Online go to http: A a0l.coms

Return to Help Topics List

Close Browser Yvindow
Close Browser Wvindow

Have a question? Call 1-800-772-6270 Mondsay through
Friciay, 7:00 a.n. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODATTY cal 1-800-325-0778

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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Main Menu

[MainMenu] Main Menu

Social SecurityOnline Business Services Online
www socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Main Menu
Online Services Availability
® Mondsy-Friday: 5 AM - 1 A4 ET Welcome, KAMALJT RANDHAWWA
O SRR § A= 11 HLIE Your password expires on September 15, 2008
® Sunclay: 8 AM-11:30PMET
[ DONT USE YOUR BROWSER'S BACK BuTTON | Report Wages To Social Security
To use any Business Services Online, you must first raquest Submit, download or process W-2s and W-2es
scoess tothat service. To raquest acoessto B0 sarvicas, “iew submission status, acknowledge resubmission notices or
lect A it bzt " the Asi irt Mt
o salect "Reuest Avoessts BEO Berivemn. Request resubmission extensions

View File / Wage Report Status with Name / SSN Errors

View report status, errars and notice infarmation

Social Security Numbers Verification Service
Request online S5N verification, or
Submit fileg for SSN werification

Form $SA-1694 Request for Business Entity Taxpayer Information

Submit or update a Businese Taxpayer Information form to receive form 1099 for work related to claimant representation

Internet Representative Payee Accounting (IRPA)
File a Form S5A-B23, SSAB230, or S5AE234 Representative Payee Reports electronically
Submit and print representative payee accounting forms,
Download submitted farms for up to 30 days after submission

Account Maintenance
Request, activate or remove access to senvices
Re-request activation code for services
Change your password
Update your user registration or employer infarmation, or Remaowe employer information

Have & question? Call 1-800-T72-6270 Monday through
Friday, 7:00 a.m. o 7:00 p.m. Eastern Time to speak with Employer Custamer
Service persannel. For TDDTY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

[RptWageM] Report Wages to Social Security — Menu

Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Report Wages to Social Security
ES0 in tery = Fepor Wages-o Social Seenrity

Online Services Availability
® Monday-Friciay: 5 AM -1 AMET

LOGOUT | BSO HELP

LOGOUT | BSO HELP

O Selnyy @t - 1 FET Submit or Resubmit Wage File. W-2 Online. and W-2¢ Online and View Submission Status

® Sunday: & &bl - 11:30 P ET

DONT USE YOUR BROWSER'S BACK BUTTON | Resubmission Notice Processing

Adnowledge resubmission notices and request resubmission extensions

BS0 Main Menu

Harve  quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0775.

in Menu | BSO Information | Contact Us | Keyboard Navig

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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[FormW2M] Submit or Resubmit Wage File, W-2 Online, and W-2c Online
and View Submission Status

Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

#a  Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and View
(0] Submission Status

ES0 Main Meny > Report Wages to Social Security > Submit or Resubmit Wage File, V-2 Online, and W-2e Online and Wiew Submission Status

LOGOUT | BSO HELP

Online Services Availability

® Wonday-Friday: 5 A - 1 AMET Submit a W-2 Wage File

® Saturday: S Ab-11 PMET Gend an electranic file that contains annual wage data in the EFWZ format. ‘You may submit a new EFWZ submission, an EFWZE submission to correst previous reports, or, if a Resubmission
® Sunday G AM-11:30 PMET Notice has been received, resubmit a file that has been retumed because Social Security was unable to process the file succsssfully. (Nete: This link should not be used te submit wage reports
created using W-2 Dnline or2s Online

| DONT USE YOUR BROWSER'S BACK BUTTON |

View Submission Status Information

“iew current status infermation for previoushy submitted WeZs.

Create Form W-2 Online

Enter Form W-2
Create, print. and submit your Forms -2 and Form W3 for Tax Year 2007. Twenty (200 repors can be entered at one time.

Resume Unsubmitted W-25

Continue pracessing your unsubmitted Wir.2s

Download Submitted W-2s
Downlead a printable version of wour submitted Forms V"2 and Form W-3. This printable wersion can be saved to your PC. (This feature is only available for Forms -2 and Form W3 ereated
with V-2 Online within 30 days of the date of submission).

Create Forms W-2¢ Online

Enter Forms W-2¢
Create, print, and submit your Forms W-2¢ and Form W-3c for previeusly submitted and processed Tax Year 2007 Wi-2s. Five (3) reports can be entered at one time

Resume Unsubmitted W-2¢

Continue processing your unsubmitted i Zcs

Download Submitted W-2¢

Dounlaad a printable varsion of your submitted Forms Wi-2e and Form Wi-3e. This printsble version ean be sawed ta your PC. (This feature is only available for Forms Wi-2c and Fomm W3¢ crested

with W2 Online within 30 days of the date of submission).
BS0 Main Menu

Have & question? Call 1-800-72-6270 Monday through
Friciay, 7:00 a.m. to 7.0 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TODATTY call 1-800-325-0778

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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[WgReSub] Resubmission Notice Processing

Social Security Online Business Services Online

wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

il Resubmission Notice Processing LOGOUT | BSO HELP

ESO Main Meny > Report Wages to Sosizl Sseurity > Natice Pracessing

Online Services Availability
* Monday-Friciay: 540 - 1 AMET Acknowledge Resubmission Notice

® Salurday: 5 AM - 11 PM ET Aeknowledge that you hawe raceivad 3 notice aing you to resubmit your wsge dats
® Sunday: & AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BUTTON | Request Resubmission Extension

Request a ene-time 15-day extension of the deadline for resubmitting yourwage data.

When you are ready to resubmit your wage file select "Submit
or Resubmit Wage File, W2 Online, and W20 Online and View
Submission Status” from the "Report Wages to Social BS0 Main Menu
Security” page which can be access from the "Main Menu'

page,

Have & question? Call 1-800-772-6270 Monday through
Friciay, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service persannel. For TODTTY call 1-800-325-0775.

BSO Main Menu | BSO Information | Contact Us | Keyboard Navig;

[ViewWage] View File/Wage Report Status with Name/SSN

Social Security Online Business Services Online

wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Tl View File / Wage Report Status with Name / SSN Errors LOGOUT | BSO HELP
Online Services Availability
* Monday-Fricay: 5 AM - 1 AMET View Submission Status. Errors. and Notice Information

® Saturday 5 &M - 11 PMET Ve curTent sUbmission status, tesubmission noficas, and error inform ation for previously submitted wage dats Including name and Sacial Sscurity Number snors
® Suncay: 6 AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BuTTON | View Employer Report Status. Errors. and Notice Information

View current employer repert status infemation, Social Security Humber and Mame \Walidatien notices, and ener infermation for previously submitted wage data including name and Secial
Security Number erras

BS0 hain Menu

Have & question? Call 1-800-772-6270 Monday through
Friciay, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service persannel. For TODTTY call 1-800-325-0775.

BSO Main Menu | BSO Information | Contact Us | Keyboard Navig;

IRES Screens 17
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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[Vssn] Social Security Number Verification Service

Social Security Online Business Services Online

wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Social Security Number Verification Service LOGOUT | BSO HELP

BSO Main Menu > Social Security Number Verification Senvice
Online Services Availability
* Monday-Friday: 5 AM -1 AMET Request Online SSN Verification

® Saturday 5 &M - 11 PMET WManuslly enter 3nd submit Up to 10 Social S#culity NUMbas and Hamess to be verifiad by Social Security, Results ara retumed immadiately for rsview,
® Suncay: 6 AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BuTTON | Submit an Electronic File for SSN Verification

Submit a file containing Names and Social Security Numbers o be verified by Social Security. The data in the file must be in the comect format.

View Status and Retrieval Information

Wiew the surrent status of 4 submission.

View Social Security Number Verification Service Handbook

Revien 2dditional infarmatian an SUbMtting files to Secizl Security for verification and ratriaving the rasults of the submissions.

BS0 Main Menu

Have & question? Call 1-800-772-6270 Monday through
Friciay, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service persannel. For TODTTY call 1-800-325-0775.

in Menu | BSO Inform | Contact s | Keyboard Navigation

[1694] Form SSA-1694 Request for Business Entity Taxpayer Information

Social Security Online Business Services Online

wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Form SSA-1694 Request for Business Entity Taxpayer Information LOGOUT | BSO HELP
850 Main Menu > Form S5a1684 Requsst o7 Businass Entity TaxpayerInformation

Online Services Availability

* Wonday Friday: 5 &M -1 AMET Submit / Update Business Taxpayer Information
® Saturday 5 AM - 11 PMET Submit or update a Business Ta<payer Infarmation form to recaiwa farm 1089 forwork related to claim ant spresantation
® Sunday: G AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BUTTON 550 Wein Menu

Have & question? Call 1-800-772-6270 Monday through
Friciay, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service persannel. For TODTTY call 1-800-325-0775.

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html
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User Registration

#Create a Log In Account - Provide Information

Social Security online  BUSINESS Services Online

www.socialsecurity.gov

L ki,
ar bey

Ziii\ Create a Log In Account

Mg

Step 1: Provide Information
The information you provide will be compared to our records in order to werify your identity.
Create an Account *Indicates required information
I%I Provide Information  personal Information
[2] Create Passwiord
(3] Review & Submit Name:
(4] Print User I

*First fliddle *Last Suffix

‘Date of Birth:

dd/mmdyyyy

“Social Security Number (SSNj: € What if | don't have an SSN?

N

Personal Contact Information

‘Home Street Address:

“‘Country:
|Unite|:| States or U.S. Territory j
“City/ Town: “State/ Territory: ZIP Code:

| - =

Daytime Phone Number:
Extension:
Fax Number:

‘Email Address: € “Why do you need an email address?

Cancel & Exit Next >

IRES Screens 19
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html




#Create a Log In Account - Create Password

Social Security Online Business Services Online

www.socialsecurity.gov
gy

ﬁ%‘“ﬁ Create a Log In Account

i &
g

Step 2: Create your Password
Your password will be used to log in to online services; your User ID will be provided to you.

Create an Account “Indicates required information

|1} Provide Information “Enter Password: Your password:

(2| Create Password = Must contain exactly 8 characters

[3] Review & Submit = Must contain only numbers and letters

—_— ‘Re-Enter Password: = Must cantain at least 1 number and 1 letter
| 4] Print User 1D .
— . =I5 not case-sensitive

Security Questions & Answers

The security questions and answers you select will be used to validate your identity in case you
forget your password.

“Question 1: “Answer 1:
+ Select a question - j |
“Question 2: ‘Answer 2:
|- Select a guestion - j |
“Chuestion 3: “Answer 3:
P Select a question - j |
“Question 4: ‘Answer 4:
+ Select a question - j |
“Chuestion 5: “Answer 5:
|- Select a guestion - j |

< Back ‘ Cancel & Exit ‘ Next =

IRES Screens 20
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html




#Create a Log In Account - Review & Submit

Social Security online  BUSINESS Services Online

wWww.socialsecurity.gov

Create a Log In Account

Step 3: Review & Submit
Please verify that the information you provided is correct
Create an Account
Personal & Contact Information Edit Personal Information

[1] Provide Information
[2] Create Password Name:
(3] Review & Submit

(4] Print User ID

Bob Bailey Businessman Sr
Date of Bith:  01/01/1960
SSN: 999999999
Hame Street Address: 1234 Sample Drive
Apt. 1
Country:  United States

City, State, ZIP: Baltimore, Maryland 123451234

Daytirme Phone Mumber:  (123) 4567890 ext. 1234
Fax Mumber:  (555) 555.5555

Ernail Address:  sample@email.com

Security Questions & Answers Edit Security Questions

CQuestion 1:  What is your mother's maiden name?
Answer 1. Answer 1

CQuestion 2: What is the name of your first nephew?
Answer 2 Answer 2

Question 3: What is the name of your first neice?
Answer 3 Answer 3

Cuestion 4. What is the name of your pet?
Answer 4. Answer 4

Question 5. What town was your father born in?
Answer 5. Answer 5

User Certification for Online Services

| certify that:

= | understand that S5A may ban me and/or the company | represent from the use of these
services if 33A determines or suspects there has been misuse of the senvices.

= lunderstand that | may be subject to penalties if | submit fraudulent information. | agree
that | am respansible for all actions taken with my User D,

= | am aware that any person who knowingly and willingly makes any representation to
falzely obtain information from Social Security records and/or intends to deceive the Social
Security Administration as to the true identity of an individual could be punished by a fine
ot irnprisonmet, or both

[ Ihave read & agree with the ahove statement,

< Back ‘ Cancel & Exit |

IRES Screens
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html




#Create a Log In Account - Next Steps

Social Security online BUSINESS Services Online

www.socialsecurity.gov

sk
o e,

W Create a Log In Account

Ngg R

Step 4: Print your User ID

Create an Account Thank you! You have successfully created a login account.
(1] Provide Information The User ID below has been assigned to you:
(2] Create Password User ID: XYZ12345

(3] Review & Submit
— i Please secure this User ID for your future use. ‘You must enter the above User ID and your
(4] Print User ID selfselected Password each time you log in and access online serices.

= Print 2 Confirrmation Receipt

What's Next?

Mow that you've created a log in account for online services, you will need to tell us what functions
and services you reguire to do your wark.

Depending on the services that you are regquesting, you may be required to provide additional
infarmation about yourself or the organizations that you represent.

Next =

IRES Screens 22
Demo - http://eis.ba.ssa.gov/appages/IRES Tuly08/index.html




[ComPR] Complete Phone Registration

Social Security Online Business Services Online

www.socialsecurity.gov BSO0 Welcome | BSO Information | Keyhoard Navigation
i Complete Phone Registration BSO HELP
BEO Weloome » Complete Phone
Online Services Availability A Useridentification (User ID) and password are required to use Business Services Online. Your User ID was issued during the
® Monday-Friday: 5 AM -1 AMEST registration process. You must now choose your personal password to complete registration
® Saturday: 5 AM- 11 PMEST
* Sunday: & AM - 11:30 PMEST wew[ ]
DONT USE YOUR BROWSER'S BACK BUTTON e

Effective as of Octaber 2007, your Personal Idertification
Murmber [FIN)is now referred to as your User 1D,

U.§. Social Security Humber. l:l (1 you do NOT have an SEM leave this field blank)

- Diste of Birth samo o v
Enter your Sosial Security number or lezve blank if you Do
NOT have an 85N

“our passvord must be at least 8 characters lang and be 2 [Be-enter Passvord

cambination of letters and numbers. For examele, there must
be =t least 1 lefter and 1 number in your passward.
Pazzwords ars NOT cags sensitive. Do Not use special
characters

Complete Phone Registr

an

Harve  quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0778.

www.socialsecurity.gov BS0 Welcome | BSO [nformation | Keyboard Navigation

[CPRSuc] Complete Phone Registration Success

Social Security Online Business Services Online

www.socialsecurity.gov BS0 Welcome | BSO [nformation | Keyboard Navigation

Phone Registration Successful BSO HELP

EBSO Welcome » Complete Phone > Phone Successiul

Online Services Availability

* Monwdary-Fricday: 5 A - 1 AMEST R . .
Saturday: 5 &M - 11 PMEST Your phone registration is complete.
® Sunday: G AM - 11:30 PM EST

DONT USE YOUR BROWSER'S BACK BUTTON Your password will expire on September 15, 2008.

Y¥ou must change your password before this date to prevent it from expiring

BS0 Welcome

Have & question? Call 1-800-772-6270 Monday through
Fridiay, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDODVTTY call 1-800-325-0778.

www.socialsecurity.gov

23



SOt Business Services Onlne

WA Socialsecurity gov BSO Main Menu | BSO Information | ConlactUsl Keyboard Navigation

Online Services Availability Main Meny > Account Maintenance LOGOUT HELP
Monday — Friday: 5am — 1am EST ”’ illm h‘ ACCOU nt Malntenance

Saturday: S5am - 11pm EST

Sundzy: 8am — 11:30pm EST Reguest Access to BSO Services
: Select the option or oplions that best describe what you plan to do
DON'T USEE YOUR using this web site. The services available must be selected
BROWSER'S BACK separately to request activation. For some services, we use the U.S,
BUTTON Pastal Service to send an activation code.

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal ;
Identification Mumber (PIN) is now sl
referred to as your User |D. Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User |D
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User 1D active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password questions.

Add/Update Your Employer Information

Add or update employer information including your work location

address, phone number, or e-mail address.

Remove Your Emplovyer Information

Remove your employer information and deactivate all services associated
with that employer.

[ MainMenu |

Call 1-B00-772-6270 to speak with Employver Customer Service. For TDD/
TTY call 1-800-325-0778.

msocisecrlygy -~ BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

After the user has created a log in account, he/she requests access to services.
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Request Access to BSO Services

This page will change to delete the section titled "Claimant Representative Services" and all the text
underneath that title and will just reflect a new title: "Appointed Representative Services" with no text

under it. (I do not have a copy of this screen yet.)

Also, according to OSES, the “OCSE” portion of this page is also not applicable at this point in time and
will be deleted.
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. Bustness Services Online

W Socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability | S7REG Request Access to BSO Services

Monday — Friday: Sam — 1am EST *f\“!!” w* > Account Maintenance > Request Access to BSO Services LOGOUT HELE
Saturday: Sam — 11pm EST

Sunday: 8am — 11:30 EST i =
AR S o Select Service Suite

DON'T USE YOUR BROWsER's | You must request access to do specific functions within a service suite.
BEACK BUTTON Let us help you choose which functions to add.

[[] SSA Services Suite for Employers:

Electronic Wage Reporting Service

Allows use of one or more the following functions:

« Report Wages to Social Security

« \iew File/MWage Report Status, Errors and Error Notices without
Name/SSN Errors

= \iew File/MWage Report Status, Errors and Error MNotices with
Name/SSN Errors

AND /OR

Social Security Number Verification Service (SSNVS)
Allows the completion of an online form or submission of a file to request
verification of names and Social Security Numbers of employees.

[] cClaimant Representative Services:

Form SSA-1694 Request for Business Entity Taxpayer Information
Allows attorneys or authorized representatives to register with Social
Security for Form SSA-1694 Request for Business Entity Taxpayer
Information and perform the following functions:

s Complete Form SSA-1694 Business Taxpayer Information

= Update Form SSA-1694 Business Taxpayer Information
AND / OR
Form SSA-1696 Appointment of Representative

Allows attorneys or authorized representatives the ability to complete
Form SSA-1696.

[[] Representative Payee Services:

Allows organizational and individual representative payees the ability to
complete Form S5A-6234 and Form SSA-623.

[ ] OCSE Services Suite:

Allows representatives of IV-D Child Support Agencies or Business

Representatives to perform the following functions:

* Process Electronic Income Withholding Orders

+ Report Multi-State New Hires to one State

« Match Financial Accounts against Cutstanding Child Support Balances

* Match Insurance Claimant Information against Qutstanding Child
Support Balances

Nexts> )

For S5A Services, call 1-800-772-6270 to speak with Employer Customer Service.
For TDO/TTY call 1-800-325-0778.

wanSocalsecur iy pov BSO Main Menu | B3SO Information | Contact Us | Keyboard Navigation
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#Appointed Representative Services - Getting Access
Social Security online  BUSINESS Services Online

Www_socialsecurity.gov

Bob Businessman

Log Out

Appointed Representative Services

Getting Access to Appointed Representative Services

Befare you can access Appointed Representative (AR) Services, we must take additional security
steps to validate your identity due to the sensitivity of the infarmation involved. Upon successful
activation of your account, you will be able to register and request services to perform your work.

Who can register for online services:

You must be a professional who:

= will wark for an appointed representative (including staff of attorneys and non-attorneys) and will
reguire access to electronic services.

€ | just want to represent a friend ar family mermber.

Steps you must complete for access: & Print Steps
|1| Validate Your ldentity
Provide basic employment information so that we can send an Account Activation Notice.

Iz| Wait for your Account Activation Notice
Your Account Activation Maotice should arrive by mail within two weeks.

|§| Log In & Enter your Account Activation Code

Return to and Log In to Appointed Representative Services with your User ID and enter the
account activation code on the notice you receive.

|E| Register as an Appointed Representative

Mowy that your account is activated, you can complete your registration as an appointed
representative and request the serices you reguire,

Cancel & Exit Validate Your ldentity > |

Screen is displayed following the creation of a log in account via the AR website, or if a user selects to
add the AR Suite from Business Services Online (BSO) and is not authenticated at level 2.

27



#Validate Identity - Provide Information
Business Services Online

Social Security Online

www.socialsecurity.gov

Bob Businessman ‘ﬁl‘ﬁ?&' Validate your Identity

Log Qut e

Step 1: Provide Information to Request an Account Activation Notice

To validate vour identity, we require basic information regarding your employment ar emplayer
Validate Identity relationship. e will send an Account Activation Motice to the federal tax address on file for the
- organization you indicate. The natice will provide instructions on how ta log in and enter the
[1] Provide Information activation code to enable your account.

(2] Review & Submit
(3] Nest Steps Select one of the options helow:

" 1 report self-employment income on federal tax Form 1040 - Schedule SE.

In order to qualify for this option, you must have reported postive eamings on a federal tax
Form 1040 - Schedule SE at least once within the past three years. The Account Activation
Matice will be sent to the federal tax address on record for you.

" 1 work for an organization with an Employer [dentification Mumber (EIN).

By selecting this option, the Account Activation Motice will be sent to the federal tax address
on record far the EIN that you enter. The EIN can be found on your tax Form WW-2 or you can
request it from the employer. Please inform the organization that this notice s being sent to
them so that they may provide it to you In a timely manner.

EIN: “erify Mame

EIN Name: -

€ | am not eligible for any of these options.

< Back ‘ Cancel & Exit ‘ Next =

Upon entering an EIN and selecting the ‘Verify Name’ button, the EIN Name will be populated with the
name that matches the EIN record (replacing the --). If no EIN is found, the following message will be
displayed in that location instead:

EIN not found. Please verify your EIN or press next for further instructions.
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#Validate Identity - EIN Failure

Social Security Online

www.socialsecurity.gov

Bob Businessman

Log Out

Www.socialsecurity.gov

Business Services Online

ﬁlﬁfk Validate your Identity

it
We're sorry, we are unable to complete your request.

We are unable to complete your request because we could not find a valid address for the EIM

you provided. Please select the 'Back' button below and werify that the information you entered
is correct.

If you believe that the EIM is correct, then the business, organization, or affiliation may not yet
be registered on S5A's systems.

To register the EIN, please send a fax to (570) 2707307 with one of the following:
A} A copy of IRS Form S55-4; or

B} A copy of IRS Forrm 9471; or

C} An IRS EIM Motification Letter and a letter on company letter head that includes:

= Your Company MName

= Your Company Address

= Your Company Telephone Mumber

= Your Printed Name

= Your Title

= Your User ID (used to log in to these services)
= Your Signature

=) Print Instructions

Under normal circurnstances, you should be able to resume requesting access to services
within two business days after sending your fax. We will infarm you of how to proceed by
email, phone call, ar fax.

< Back ‘ Cancel & Exit ‘

Error screen will display if the user selects the “work on behalf of an organization” option and the EIN

entered is not registered on our system.
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#Validate ldentity - SE Failure

Social Security online  BUSINESS Services Online

www.socialsecurity.gov

L ki,
ar bey

g ﬁ?ﬁ?ﬁ Validate your Identity

% il
Log Qut .

We're sorry, we are unable to complete your request.

for you. This may hawe occurred because:

Schedule SE within the past three years; or

We are unable to complete your regquest because we could not validate a federal tax address

= You have not reparted postive self-employment earnings on a federal tax Form 1040 -
= ¥ou recently began selfemployment and our records do not yet reflect your status.

Unfortunately, you will not be able to validate your identity online using the sel-employment
method. Please select the 'Back' button below and choose another option to continue.

< Back ‘ Cancel & Exit ‘

www.socialsecurity.gov

Error screen will display if the user selects the “report self-employment earnings” option and the system

is unable to locate a positive earnings statement on a federal tax Form 1040 Schedule SE for the user

SSN.
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#Validate Identity - Review & Submit

Social Security Online Business Services Online

www.socialsecurity.gov

Ak
e

ﬁﬁ?‘k Validate your Identity

Bob Businessman

Log Out

Validate Identity

Step 2: Review & Submit

Please verify that the information you provided is correct.

— . ' Identity Information Exlit Idertity Information
[ 1] Provide Information ty

|2/ Review & Submit You indicated that you:

|§| ext Steps Work for an erganization with an Employer ldentification Number (EIN}.

Your Account Activation Motice will be mailed to the federal tax address for;
EIN: 12-345678

Sample & Associates

Baltimore, MD

< Back \ Cancel & Exit \ Submit

Display represents the review information for the selection of option 1; work on behalf of an organization.
If option 2 is selected, the review information will read:

You indicated that you:
Report self-employment earnings on federal tax Form 1040 — Schedule SE.

Your Account Activation Notice will be mailed to the federal tax address for:

Bob Businessman
Baltimore, MD
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#Validate Identity - Confirmation

Social Security Online

www.socialsecurity.gov

Bob Businessman

Log Out

Validate Identity

(1] Provide Informaticn
(2] Review & Submit
[3] Next Steps

www.socialsecurity.gov

Business Services Online

e

7 il’%ﬁ’ﬁi@: Validate your Identity

Step 3: Next Steps

An activation notice will be sent for your account.
Your Account Activation Motice will be mailed to the federal tax address for

EIN: 12345678
Sample & Associates
Baltimore, MD

The notice should arrive within two weeks. Flease follow the instructions on the notice to log in
and activate your account.

I'm Done - Log Out ‘ Go to the Main Menu ‘
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#View / Edit Account Information

Social sccurity ontine APPOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman
ReplD: ABCD123456

Log Out

View / Update Account Information

Your current account information is displayed below. You may update this information at any time.

Edit Personal Information

Personal & Contact Information

Main Menu

Manage Account
= View / Edit Account Info

= Change Password
= Disable Account

Manage Services
= View / Edit Senices
= Request Mew Senices
= View Pending Services
= Enter Activation Codefls

Marne:
Date of Birth:

SEN:

Hame Street Address:

Country:

City, State, ZIP:

Daytime Phane Nurnber:
Fax Number:

Email Address:

Bob Bailey Businessman Sr
01/01/1960

o0-000-xx0ex (hidden for your security)
1234 Sample Drive

Apt. 1

United States

Baltimore, Maryland 12345-1234

(123) 456.7890 ext. 12345
(555) 555.5555

sample@email.com

Suite Registration Information

Appointed Representative Registration Inforrmation

wiew [ Edlit Information

Secure Text-enabled Cell Phone Number

Change Mumber |

Secure Text-enahbled
Cell Phane Number:

Security Questions & Answers

(123) 456 7890

Edit Security Questions

Question 1:  What is your mother's maiden name?
Answer 1. Answer 1

Question 2: What is the name of your first nephew?
Answer 2 Answer 2

Question 3: What is the name of your first neice?
Answer 3 Answer 3

Cuestion 4. What is the name of your pet?
Answer 4. Answer 4

Cluestion 5: What town was your father born in?
Answer & Answer 5

www.socialsecurity.gov
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#Edit Personal Information

Social security online  APPpOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman e
ReplD: ABCD123456 '2,”\!I|

Log Out *Indicates required infarmation

Personal Information

ﬁs‘ﬁ‘fﬁ Edit Personal & Contact Information

Main Menu
Manage Account ‘Name:
= “iew f Edit Account Info |EiDtl Bailey Businessman s
» Change Password *First fliddle *Last Suffix
= Disable Account ‘Date of Birth:
M Servi 014011960
anage services ddfmmiyiryy
= Wiew f Edit Services
Thesezaiian Lo Personal Contact Information
= Yiew Pending Services
» Enter Activation Codels) ‘Home Street Address:
1234 Sample Drive
| Apt. 1
“‘Country:
|Unite|:| States or U.S. Territory j
“City/ Town: “State/ Territory: ZIP Code:

| -

Daytime Phone Number:
(123) 456-7890  Extension: | 1234

Fax Number:
(555) 555-5555

‘Email Address: € “Why do you need my email address?

|samp|e@emai|.cum

=

Cancel

www.socialsecurity.gov

Update Information ‘
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#Edit Personal Information - Confirmation

Social security online  APPpOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman M . . ;

ReplD: ABCD123455 il < Edit Personal & Contact Information - Confirmation
Log Out

You have successfully updated your personal and contact information.
Your new information will be displayed on the Yiew / Edit Account Info page.

Main Menu

If you have used your previous information to register for other S5A products, you may need to
Manage Account update your infarmation there as well.

= Wiew f Edit Account [nfo

= Change Password
= Digable Account

Wiew Account Info Go to the Main Menu

Manage Services

= Wiew f Edit Services

= Reguest Mew Services
= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

35




#Edit Security Questions
Social Security online  APpOINted Representative Services

wWww.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Main Menu

Manage Account
= Wiew f Edit Account [nfo

= Change Password
= Disable Account

Manage Services

= Wiew f Edit Services

= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

Main Menu | Contact Us | Heyboard Navigation

=k
o e,

W Edit Security Questions & Answers

The security questions and answers you select will be used to validate your identity in the event that

you forget your password.
*Indicates required information

“Question 1: “Answer 1:
IWhat iz your mother's maiden name? j |Answer1
“Question 2: ‘Answer 2:
Mhat i5 the name of your first nephew? j |Answer2
“Question 3: “Answer 3:
that is the name of your first neice? j |Answer3
“Question 4: “Answer 4:
IWhat i= the name of your pet? j |Answer4
“Question 5: “Answer 5:
Mhat town was your father born in? j |Answer5

Cancel

Update Information ‘

www.socialsecurity.gov
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#Edit Security Questions - Confirmation

Social security online  APPpOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman M - - - -
ReplD: ABCDI23455 2 Edit Security Questions - Confirmation

Log Out

Main Menu

You have successfully updated your security questions.
Your new information will be displayed on the Yiew / Edit Account Info page.

Manage Account

= Wiew / Edit Account Info Wiew Account Info o to the Main Menu
= Change Password
= Digable Account

Manage Services

= Wiew f Edit Services

= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov
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Employer Information

[EmpInfoAtt] Employer Information Attestation

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

"’fﬁﬁ“ Employer Information Attestation BSO HFLP

Online Services Availability

® Monday-Fricay: 5 AM - 1 AW ET

® Saturday: 5 AM-11 PMET Please read the following information about entering employer information to request access to BSO services.
® Sunciay: §AM - 11:30 PMET

information for Business Services Oniine.

[DONT USE YOUR BROWSER'S BACK BUTTON | —  ~

To request access to BSO senvices, complete the employer infarmation form and select the submit button on the following pages. The
Effective as of October 2007, your Personal Identification information you submit will be verified against our recards.

Humber [FIN)is now referred to as your User 10

After successiully entering employer information, you will be able to select individual services based upon the suite(s) of services you
selected

You may update your employer information any time.

lunderstand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's files
User Certification for SSA Business Services Online

| certify that

® | am currently employed by the employer associated with my employer information and am authorized to conduct business on
behalf of the employer.

OR

l'am the employer of an individual or individuals who wark(s] for me in my housshold
OR

| am a self-employed individual

OR

lam a volunteer for an organization

lunderstand that SSA may prevent me and/or the company or organization | represent from using these services if SS5A
determines or suspects there has been misuse of these services

lunderstand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken
with my User ID

By selecting the "I Accept” button, you certify that you have read, understand and agree to the user certification of
Business Services Online.

Have a question? Call 1-800-772-6270 Monclay through
Friday, 7.00 am. to 7.00 p.m. Eastern Time to speak with Emplayer Customer
Service personnel. For TODITTY call 1-800-325-0778.

BSO Welcome | BSO Information | Contact Us | Heyboard Navigation
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[AddEmp] Add Employer Information

Business Services Online

Social Security Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
) Add Employer Information LOGOUT | BSO HELP.
ES0 Main Menu > Accourt Meru > Add Employer Informatien

Online Services Availability
* Monday-Fricay: 5 Ab - 1 AMET Form Approved: OMB Mo, 0960-0628
* Saturday: 5 AM-11 PMET Expirstion date: 03/30/2008
* Sunday: § AM - 11:30 PM ET

“You must hawe an Employer Identifisation Number CEIN) to request access to some of the serices you hawe chosen. If you are seff-employed. you may request limited accesswithout an EIN. foph

[DONT USE YOUR BROWSER'S BACK BUTTON | foEl

NOTE: Accountants, CPAs, efe. Yeu only need to ragister once in your own fitM's name. You ean then candust business far as many clients as you wish

Information about you, or your business o organization: Wfe will campare this infarmation with our records to verity you are cumently employed by the business or arganization you represent
Contespondence to your smployer will be sent 10 the address we have on file, Selectthis link for more help with completing this form.

I have an 55N and | 3m sn employee of 3 business or arganization that has an EIN
I'da NOT hawe an $5H 2nd | work outside the U5, for 3 business or organization thet has an EIN

Iam Self-Employed with 3n EIN and receive a W.2 under this EIN

I 3m Salf-Emplayed with an EIN and do NOT recsive 2 W-2 under this EIN; O
I 3m Sell-Employed and my earnings are reported on IRS Schedule SE (Sell-Employment Earnings): ©)
Iam 5 Household Employer and have an EIN: O

I'3m = Volurtesr for 3n arganization thet has an EIN

Plesse enter your Employer Identificstion Number. i you da

HOT have an EIN then leave this fisid biank, More infg, y
Employer derdification Number (EIN) (lf you do NOT hawe an EIN then leave this field blank)

Business or Organization Name

I you previcusly remowed an employer information, all
access to services associated with that employer hasbeen 12852 Check the following statement ONLY if applicable.
deactivated. Select the "Next" button to request access to

servioes for the ourrent employer infor mation [J | am a third party submitter registering to do husiness on behalf of anather business or organization

Submit Emplover Information

Hearve & question? Call 1-800-772-6270 Monday through
Friciay, 7:00 a.m. to 7.0 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TODATTY call 1-800-325-0778

[AEmpSuc] Add Employer Information Successful

Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Add Your Employer Information Successful LOGOUT | BSO HELP

Online Services Availability

* Maneday-Friday: 5 &M - 1 AMET
® Saturday. 5 AM - 11 PMET Your employer information has been added.
® sunckay: G AM - 11:30 PM ET

[ DONT USE YOUR BROWSER'S BACK BUTTON [ Reguest Access to BSO Services

Have & question? Call 1-800-772-6270 Monday through
Fridtay, 7:00 2.m. to 7:00 p.m. Esstern Time to speak with Employer Customer
Service personnel. For TDODVTTY call 1-800-325-0778.
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[UpdEmp] Update Your Employer Information

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

’.ﬁ? Update Your Employer Information BSO HELP

ES0 Main Meny * Ascourt Mairtenzance Menu > Update Your Employer Information

Online Services Availability
® Moncay-Friclay: 5 AM -1 AMET
® Saturday 5 AM - 11 PMET This employer information form is used to gather informatian about the business you own or by which you are employed. We will
O SR 0= HHEIRIE] compare this information with our records to verify you are currently employed by the business or organization you represent

DONT USE YOUR BROWSER'S BACK BUTTON | Correspondence with your employer will be sent to the address we have on file

To change your EIN you must first "Remove Your Employer Information” which will deactivate all active services with this employer and
then re-request services from "Account Maintenance", "Request Access to BS0O Senvices "

I have an 58N and | am an employee of a business or an orgarization that has an EIN

Empioyer ldentification Number (EIN): 123456789

Business or Organization Name: |PEPSI INC

Please check the following the statement below ONLY if applicable

O lam a third party submitter registering to do business on behalf of another company

Harve  quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0778.

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Update Your Registration Information Successful LOGOUT | BSO HELP.
BS0O Main Menu > Account Maintenance Menu > Updste Your Information = Update Yeour Information Successful
Online Services Availability
* Maneday-Friday: 5 &M - 1 AMET
® Saturday. 5 AM - 11 PMET Your registration information has been updated.
® Sunday: 6 AM - 11:30 PM ET
DONT USE YOUR BROWSER'S BACK BUTTON 550 Wein Menu

Have & question? Call 1-800-772-6270 Monday through
Fridiay, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDODVTTY call 1-800-325-0778.

BSO Main Menu | BSO Information | Contact Us | Ke
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#SSA Online Services - Log in #2
Social Security Ouline Business Services Online

www.socialsecurity.gov

sk
Sy,

Log In to Online Services

4TS
L

New User? Existing User?

You rmust create an account to use this website. Please log in below:
Cnece you do, you will be provided a User ID to

log into our online services. User ID:
To create a new account you will need to: Passwori:

= Provide persaonal information Forgot user ID?
= Pravide contact infarmation

. . 7
= Create your password and security questions Forgot password?
User Certification:

| understand that 35A may ban ﬂ
me and/or the company |
represent from the use of these j

B B L L N AT

Need to complete a phone/form registration? [ I'have read & agree to these terms.

Complete a Registration | Log In

User returns to Log In after receiving their Account Activation Notice.

Create a Log In Account |
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#Appointed Representative Services - Main Menu (w/o Activation)

Social Security online  2APPOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman L~

ﬁﬁiﬁ*ﬁ Appointed Representative Services - Main Menu
Log Out e

) w

You currently do not have access to any services.

The following options are available to you:
Manage Account 4o !

« View / Edit Account Info = If you have r_eceived an Activation Notiée, go to EnterAct.i\ration Cn_de(s‘]' qr
+ Change Password = You can review the status of your service request(s) at Yiew Pending Services; or
« Disahle Accaunt = You can add serices to your menu at Beguest Mew Services.

Manage Services

= Wiew S Edit Services
= Reqguest Mew Saervices

= Wiew Pending Services

= Enter Activation Code(s)

www.socialsecurity.gov

User must select “Enter Activation Code(s)” from the menu or the left navigation to activate their account
(as per instructions on Account Activation Notice).
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#Enter Activation Code(s)

Social security online  APPpOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

g ﬁs‘ﬁ‘fﬁ Enter Activation Code(s)

Log Qut b

Enter the activation code for any serice(s) for which you have requested access and have received
an activation code.

Main Menu Enter Activation Code:

Manage Account |
« Yiew / Edit Account Infa + Add an additional activation code

= Change Password
Cancel Activate Service(s)

= Digable Account

Manage Services

= Wiew f Edit Services

= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov
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#Enter Activation Code(s) - Confirmation

Social Security ontine  APPpoOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman -

Log Out ’ J'\-"”%‘;l

You have successfully activated 1 service.

, The semice(s) listed below are now available from the Main Menu.
Main Menu

Manage Account

= Dizable Account

= Wiew / Edit Account Info SEIvice Sililiation
= Change Password Appeinted Representative Services

Appeinted Representative Registration

Manage Services
= Wiew / Edit Services

= Beguest Mew Services Goto the Main Menu
= Wiew Pending Services
= Enter Activation Code(s)

WwWw.socialsecurity.gov
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#Appointed Representative Services - Main Menu (w/ Registration)

Social security online  APPOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman

Log Out

o,
AL

ﬁ“ﬁffk Appointed Representative Services - Main Menu

You have access to the following functions:

Appointed Representative Registration

Yfou will need to provide representation and contact information for yourself and for whom you work
for. After you complete registration, you will be assigned a Representative [dentification number

Manage Account
= Wiew / Edit Account Info

» Change Password {Rep ID) that will enable you to do business with us electronically or on paper and allow you to
T —_— request additional online services.

Manage Services

= Wiew / Edit Services

= Beguest Mew Services
= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

H#HIRES AR Account Access

#Appointed Representative Services - Main Menu

Social Security online 2APPOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman M . . . .
ReplD: ABCD123456 Ziihs Appointed Representative Services - Main Menu

,
Y

Log Out You have access to the following functions:

Electronic Records Express (ERE)

Manage Account
= Wiew £ Edit Account Info

* Change Password
= Disable Account

Electronic Records Express will provide vou access to your suthorzed services, such as:

= Access Claimant's Electronic Folder
= Send Response for Individual Caze
= Cornrnunication Utility

e View [ Edit vour Appointed Representative Information
= Wiew f Edit Serices

R New Seni YWiew or update your registration information, including your business affiliations, business contact
* Request New Services information, payment infarmation, and more.

= YWiew Pending Services
= Enter Activation Code(s)

wWww_socialsecurity.gov
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#Request Access to Services - Select Affiliation

Social security online  APpoOINted Representative Services

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

Bob Businessman
ReplD: ABCD123456

Log Out

Request Services
[1] Select Affiliation
(2] Select Services
(3] Review & Submit
(4] MNext Steps

6 IJT
%

ﬁﬁw Request Access to Services

Step 1: Select an Affiliation

*Indicates required information

Select the affiliation that you would like to request services for. The infarmation you provide
will be compared to our records to verify your eligibility. A notice may also be sent to the affiliation's
address about your request. If you require access to services for mare than one affiliation, you must
submit @ separate service request for each.

“Select an affiliation: & Mot on this list?

2 [

Cancel Next >

www.socialsecurity.gov
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#Request Access to Services - MEF Failure

social security online APPpoOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman
ReplD: ABCD123456

Log Out

Request Access to Services

We're sorry, we are unable to complete your request.

YWe are unable to complete your request for services because we were unable to verify your
relationship with the business, organization, or affiliation you provided. Only services that do
nat require verification will be available to you at this time.

If you began work within the last 18 months, S5A' records may not yet reflect your
relationship with the business, organization, or affiliation for whom you are requesting services.

Please have the employer send a fax to {570) 7067874 with:
1) Aletter on company letter head that includes:

= Company Name

= Company Address

= Company Telephone Number

* Company Employer [dentification Number (EIM), if applicable
= Your Name

= Your User ID (used to log in to these services)

= Authorizing Official’s Mame

= Authorizing Official's Title

= Authorizing Official's Social Security Number (SSHN)

= Authorizing Official’s Date of Birth

= A staternent certifying that you are authorized to conduct business on behalf of
the business or arganization and that the Autharizing Official signing this
docurment has the authority to cerify your authorization

2)  The following language, as written, signed by the Authorizing Official:
= | affirrn that the information | have provided is true and correct to the best of
my knowledge.

= | understand that if | knowingly furnish, or participate in furishing, false or
migleading information to the Social Security Administration, | may be
subject to civil andfor criminal prosecution.

= | have read and agree to the above statements.
t% Print Instructions
Under normal circumstances, you should be able to resume requesting access to services

within two business days after sending your fax. We will inform you of how to proceed by
email, phone call, or fax.

Go to the Main Menu |

www.socialsecurity.gov




#Request Access to Services - Select Services

Social Security Online

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123455

Log Out

Request Services

[1] Select Affiliation

[2] Select Services
(3] Review & Submit
(4] Next Steps

Appointed Representative Services

Main Menu | Contact Us | Keyboard Navigation

o "o,

W Request Access to Services
1':"-\-.-‘ % r-"“

Step 2: Select Services

Select only the services you require to perform your work. Each serice you select will be
evaluated by S3A to determine whether you are authorized to access the service.

Select one or more services for [AFFILIATION]:

[ Access Claimant’s Electronic Folder

Allows vou to access the electronic folder recards for authorized cases and to download
these records via the Pick Up Files function. Access to this senice requires the use of a
text-enabled cell phone for secunity purposes. A cell phone number witl be requested on
the next page If yvou have not previously provided one.

[ Send Response for Individual Case

Allows vou to upload evidence for an individual case which will be stored in a claimant's
electronic folder and to track the status of your submissions.

[~ Communication Utility
Allowes you to send a message with file attachments to an ODAR office ernail address.

< Back ‘ Cancel ‘ Next =
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#Request Access to Services - Select Services - Provide Cell Phone
Number

social Security ontine  APPoOINted Representative Services

www_socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

ke
.

Bob Businessman

ReplD ABCD23455 Request Access to Services

=»

L &
e 2
MR

M Step 2: Select Services - Continued

*Indicates required information

Request Services The following servicels) you requested reguire a higher level of security due to the sensitivity of the

— I irfarrnation th tain:
[ 1] Select Affiliation miermation they coran

|E| Select Services = Access Claimant's Electronic Folder
I%I R S Provide a Cell Phone Number
[4] Mext Steps

A, text-enablad cell phone number must be provided so that 354 can send a secure password to
you by text message whenever you access secure senices. This secure text-enabled cell phone
number will also be used for alf secure services you request in the future.

“Secure Text-enabled Cell Phone Number: € “Why do | need a text-enabled cell phone?

Free e

'\ Make sure your cell phone number is available before you continue!
S0 When you select "Next", a one-time password will be sent by text message to the cell
phone number you provided. ¥ou will need to enter the password within 10 minutes to

walidate your cell phone and submit your request.

= Back | Cancel | Next =
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#Request Access to Services - Select Services - Verify Cell Phone Number

Social Security Online

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Request Services

[1] Select Affiliation

[2| Select Services
(3] Review & Submit
(4] Mext Steps

www.socialsecurity.gov

%l

Appointed Representative Services

Main Menu | Contact Us | Keyboard Navigation

Request Access to Services

AP

Step 2: Select Services - Continued
“Indicates required information

Verify your Cell Phone Number

"\\ A one-time password has been sent to cell phone number: (123) 456-7890
= Please allow up to two minutes for the text message to arive. The one-time password will
be valid for a total of 10 minutes from the time of your request.

“Enter One-Time Password:

preeet

Didn’t receive a text message?

1} “erify that your cell phone number is correct. If it is not
correct, please update your number.
2) |z your cell phone receiving serice reception? You may

need to move to a location where you can get a better
signal.

3} Still unable to continue? WWe can send a new text
message.

= Back | Cancel |

Next >

50



#Request Access to Services - Review & Submit

Social security online  APPpOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Request Services
[1] Select Affiliation
[2] Select Services
(3] Review & Submit
(4] Mext Steps

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

)

ﬁﬁ?ﬁ Request Access to Services

*
LT

- BB,

=

Step 3: Review & Submit your Request

Please werify that the information you provided is correct.

Selected Affiliation Eiit Selected Affiliation

Affiliation:  Self [Rep ID: ABCD123456]

Selected Services Edlit Selected Services

Selected Services:  Access Claimant’s Electronic Folder
Send Response for Individual Case
Communication Uility

Secure Text-enabled
Cell Phone Mumber. 1234567890

Cancel Submit
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#Request Access to Services - Next Steps

secial security online  2APPOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Request Services

(1] Select Affiliation

(2] Select Services

(3] Review & Submit
[4] Next Steps

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

Step 4: Next Steps

Request Access to Services

Your request for new services has been received.

Please review the table below to determine the status of your request and any additional steps
that you may need to take. Once activated, these services will appear on the Main Menu.

Services / Affiliation Status / Next Steps

Appointed Representative Services

Access Claimant’s Electronic Folder

Self
ReplD: ABCD123456

Pending Activation

An activation notice will be mailed to you.
Please allow two weeks for receipt of the notice.
The activation code must be entered anline
befare you can access this senice.

Send Response for Individual Case

Self
Rep ID: ABCD123456

Pending Activation

An activation notice will be mailed to you.
Pleaze allow two weeks far receipt of the notice.
The activation code must be entered anline
befare you can access this service.

Communication Utility

Self
Rep ID: ABCD123456

Pending Activation

An activation notice will be mailed to you.
Please allow two weeks for receipt of the notice.
The activation code must be entered anline
befare you can access this service.

hake Another Serice Reguest ‘

Go to the kain Menu |
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#Change Secure Cell Phone

social security ontine  APPpoOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman M

ReplD: ABCDI23455 Tl Change Secure Text-enabled Cell Phone Number
Log Out To change your secure text-enabled cell phone number online immediately, you must be in

posession of the current cell phone number below and the new cell phone number you would like to
. change it to. If you do not have both cell phone numbers available, you will be provided an alternative
Main Menu means to change your number.

Manage Account Current Secure Text-enabled Cell Phone Number: (123) 4567890
= Wiew / Edit Account Info

* Change Password
= Disable Account

Select an option to change your number:

@ | have both my current secure text-enabled cell phone number and the new cell phone

Manage Services number | would like to change it to available.

= Wiewr f Edit Services
= Beguest New Services

" | have received a notice in the mail to change my secure text-enabled cell phone number.
= Wiew Pending Services

= Enter Activation Code(s)

" | do naot have either of the above options.

'\ Make sure your current secure number is available hefore you continue!

T2 When you select "Mext", a one-time password will be sent by text message to your
current secure text-enabled cell phone number. You will need to enter the passward
within 10 minutes to walidate your identity and change your number.

Cancel Next =
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#Change Secure Cell Phone - Enter OTP (w/Cell)
Appointed Representative Services

Main Menu | Contact Us | Keyboard Navigation

Social Security Online

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Change Number

[1] Enter Password

(2] Provide Mews Mumber
(3] Werify Mumber

(4] Confirmation

wWww_socialsecurity.gov

L Sk,
e en,

k)
o, 'l-\ (i

ﬁﬁfﬁ Change Secure Text-enabled Cell Phone Number

Step 1: Enter One-Time Password

“Indicates required information

"\\ A one-time password has been sent to cell phone number: (123) 456-7890

= Plaase allow up to two minutes for the text message to arive. The one-time password will
be valid for a total of 10 minutes from the time of your request.

‘Enter One-Time Password:

preeet

Didn’t receive a text message?

1} “erify that your cell phone number is correct. Ifit is not
correct, please update your number.
2) |z your cell phone receiving service reception? You may

need to move to a location where you can get a better
signal.

3} Still unable to continue? YWWe can send a new text
message.

< Back | Cancel

| Next >
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#Change Secure Cell Phone - Enter OTP (w/Notice)

Social Security Online

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Change Number

[1] Enter Password

(2] Provide MNew Mumber
(3] Werify Mumber

(4] Confirmation

www.socialsecurity.gov

Appointed Representative Services

Main Menu | Contact Us | Keyboard Navigation

ﬁs‘ﬁ‘f@ Change Secure Text-enabled Cell Phone Number

Step 1: Enter One-Time Password
“Indicates required information

A onetime password was provided on the notice you received. Entering the password below
will allow you to change your secure text-enabled cell phone number.

“Enter One-Time Password:

preeet

= Back | Cancel | Next =
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#Change Secure Cell Phone - Request Notice

Social security online  APPpOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman M

ReplD: ABCDI23455 ) Change Secure Text-enabled Cell Phone Number

Log Out .
g Request a Notice to Unlock your Secure Cell Phone Number
In arder to change your secure text-enabled cell phone number, you will need to request for a notice

Main Menu to be sent to your mailing address on file.

Manage Account The notice you receive will contain a one-time password that will allow you to provide a new secure

i ) text-enabled cell phone number. Please allow up to two weeks for your notice to arrive.
= Yiew / Edit Account [nfo

= Change Password Select Request a Motice' below to submit your regquest.
= Digable Account

Manage Services

= Wiew f Edit Services
= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

< Back ‘ Cancel ‘ Request a Notice ‘

www.socialsecurity.gov

56




#Change Secure Cell Phone - Request Notice - Confirmation

Social security online  APPpOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Main Menu

Manage Account
= Wiew f Edit Account [nfo

= Change Password
= Digable Account

Manage Services

= Wiew f Edit Services

= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

N

A notice will be mailed to you to change your secure text-enabled cell phone number.
Please allow up to two weeks for your notice to arrive. Once received, you will need to return to
the Change Secure Text-enabled Cell Phone Number page and select the notice option to
change your number.

Wiewe Account Info Goto the hain Menu
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#Change Secure Cell Phone - Provide New Cell Phone Number

Social security online  APPpOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Change Number

[1] Enter Password

(2| Provide New Number
(3] Verify Mumber

(4] Confirmation

, 154 W
- i ¢

Main Menu | Contact Us | Keyboard Navigation

Ak
o

Change Secure Text-enabled Cell Phone Number

Step 2: Provide a New Cell Phone Number

“Indicates reguired information

Please provide your new cell phone number. A text-enabled cell phone number is reguired so
that S3A can send a secure password to you by text message when you access Secure Services.
This cell phone number will be used for all secure serices you regquest in the future.

“Secure Text-enabled Cell Phone Number: € “Why do | need a text-enabled cell phone?

Fre e

l‘ lMake sure your new cell phone number is available before you continue!
L) . .
When you select "Next", a one-time password will be sent by text message to the cell
phone number you provided. You will need to enter the password within 10 minutes to
validate your cell phone and continue your request.

Cancel Next >

www.socialsecurity.gov
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#Change Secure Cell Phone - Verify New Cell Phone Number
Appointed Representative Services

Main Menu | Contact Us | Keyboard Navigation

Social Security Online

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Change Number

[1] Enter Password

(2] Provide MNews Mumber
(3] Verify Number

(4] Confirmation

wWww_socialsecurity.gov

L Sk,
e en,

k)
o, 'l-\ (i

ﬁﬁfﬁ Change Secure Text-enabled Cell Phone Number

Step 3: Verify your New Cell Phone Number

“Indicates required information

"\\ A one-time password has been sent to cell phone number: (123) 456-7890

[d

“——' Please allow up to two minutes for the text message to arrive. The one-time password will

be valid for a total of 10 minutes from the time of your request.

‘Enter One-Time Password:

preeet

Didn’t receive a text message?

1} “erify that your cell phone number is correct. Ifit is not
correct, please update your number.
2) |z your cell phone receiving service reception? You may

need to move to a location where you can get a better
signal.

3} Still unable to continue? YWWe can send a new text
message.

< Back | Cancel

| Change Number ‘
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#Change Secure Cell Phone - Confirmation

Social security online  APPpOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation
Bob Businessman M
ReplD: ABCDI23455 ) Change Secure Text-enabled Cell Phone Number
Log Out " .
ﬁ Step 4: Confirmation
Change Number Your secure text-enabled cell phone number has been changed to {123} 456-7890.

(1] Enter Passwaord This cell phone will be reguired whenever you atternpt to enter secure services.

(2] Provide New Number
(3] Verify Mumber
(4] Next Steps

Wiew Account Info Go to the Main Menu

www.socialsecurity.gov
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#Change Password

Social security online  APPpOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

- BB,

Bob Businessman M
ReplD: ABCD123455 %, il 2 Change Password

Log Out

Main Menu

E
W

Your current password is scheduled to expire: 11/01/2008 (3 days)

Enter Current Password: Faor security purposes, your password will expire

and must be changed every 90 days.
Manage Account 9 ! !

= Yiew / Edit Account [nfo
= Change Password Enter New Password: Your new password:

» Digable Account * IMust contain exactly 8 characters

= Must contain only numbers and letters
Manage Services Re-Enter New Password: = Must contain at least 1 number and letter

= Wiew / Edit Services = |5 not case-sensitive

= Reguest Mew Services

= Wiew Pending Services

= Enter Activation Code(s) Cancel Change Password ‘
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#Change Password - Confirmation

Social security online  APPpOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Main Menu

Manage Account
= Wiew f Edit Account [nfo

= Change Password
= Digable Account

Manage Services

= Wiew f Edit Services

= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

N

Your password has been updated.
Your new passwaord will remain valid until 02/01/2009 (90 days).

Go to the Main Menu

62



#Disable Account

Social security online  APPpOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Main Menu

Manage Account
= Wiew f Edit Account [nfo

= Change Password
= Disable Account

Manage Services

= Wiew f Edit Services
= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

ﬁ?ﬁ?ﬁ Disable Account

Hu
%, I

Www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

- BB,

N

This function will disable your User ID o that it can no longer be used to access online services.
“Indicates reguired information

“Enter Current Password:

pres e

“Why are you disabling this account?
¢ | am no longer authorized to access these services and/or | no langer require these services.

" The account has been compromised (ex: unauthorized access or disclosure).

_.-"‘-\ Your account will be permanently disabled.
“* 2 | you continue, you will need to register a new account to access online senvices.

Cancel

Disable Account ‘
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#Disable Account - Confirmation

Social security online  APPpOINted Representative Services

www.socialsecurity.gov

Disable Account - Confirmation

Your account has been successfully disabled.

Your account can no longer be used to access online services. You will need to create a new
account to login to 35A online serices again.

Create a Mew Account Exit to S5A Website

www.socialsecurity.gov
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#View / Update Services
secial security online  2APPOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Main Menu

Manage Account
= YWiew f Edit Account Info

* Change Password
= Disable Account

Manage Services

= Wiew / Edit Services

= Beguest MNew Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

L Sk,
o e,

ﬁﬁfﬁ View / Edit Services

T
""-\-.-l\ Ty

This page allows you to manage the services that are available from the Main Menu. You may

request access to new services or remove existing services.

COrganize by: lzﬁ'lliatinn -

Request Mew Sermices ‘

Remove Selected ‘

Affiliation Service

Appeointed Representative Services

Sample Entity 1 Communication Utility -
EIM: 12-3456785
Sarmple Entity 2 Communication Utility |—
ElIM: 12-3456789
Self Access Claimant's Electronic Folder —

ReplD: ABCD123456

Send Response for Individual Case

Communication Utility

Request Mew Sermices ‘

Remove Selected ‘
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#Remove Services

social security ontine  APPpoOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123455

Log Out

Main Menu

Manage Account
= Wiew f Edit Account Info

* Change Password
= Disable Account

Manage Services

= Wiewr f Edit Services

= Beguest New Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

gy

W Remove Services
1.:_{\_“' &

W

This function will remove access to the serices you selected below:

Services Affiliation

Appointed Representative Services

Communication Utility

Sample Entity 1
EIM: 12-3456789

Sample Entity 2
EIM: 12-3456789

P . .
,-’t\ You will no longer be able to access these services once removed.
-
If you continue, you will need to submit & new request to restare these serices.

Cancel

Remove Services ‘
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#Remove Services - Confirmation

social security ontine  APPpoOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation

Bob Businessman ‘M - .
ReplD: ABCD123456 i Remove Services - Confirmation

Log Out

Main Menu

You have successfully removed 2 services.
Your updated services will be displayed on the Yiew f Edit Services page.

Manage Account

= Wiew / Edit Account Info “iew Serices o to the Main Menu
= Change Password
= Disable Account

Manage Services

= Wiewr f Edit Services

= Beguest New Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov
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#View Pending Services

Social Security online  APpOINted Representative Services

wWww.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Main Menu

Manage Account
= Wiew f Edit Account [nfo

= Change Password
= Disable Account

Manage Services

= Wiew f Edit Services
= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

W View Pending Services

www.socialsecurity.gov

Main Menu | Contact Us | Heyboard Navigation

=k
o e,

The requested services below are pending and require additional action. If you have not received or
have misplaced your activation code(s), and it has been at least 10 days since your original request,
you can request a new activation notice. If it has been more than B0 days since you requested
access, you will need to re-request access from the Beguest Mew Services page.

Services / Affiliation Status / Next Steps

Appointed Representative Services

Access Claimant's Electronic Folder Pending Activation

Self An activation notice was mailed to you.
ReplD: ABCD123456 You must enter the activation code it contains
online before you can access this serice.

Request Mew Activation Motice

Access Claimant’s Electronic Folder

Sarnple Entity 1
EIN: 12-234567859

Pending Activation

An activation notice was mailed to you.
You must enter the activation code it contains
online before you can access this serice.

Cancel

Enter Activation Code(s) ‘
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#View Pending Services - Confirmation of New Notice Request

Social Security online  APpOINted Representative Services

wWww.socialsecurity.gov Main Menu | Contact Us | Heyboard Navigation

=k
o T

Bob Businessman M - . .
ReplD: ABCDI23456 2l View Pending Services
Log Out
You have successfully submitted a request for a new activation notice.
. Please allow up to two weeks for the notice to artive.
Main Menu P

Manage Account
= Wiew f Edit Account [nfo

= Change Password
= Disable Account

Yiew Pending Services Go to the Main Menu

Manage Services

= Wiew f Edit Services
= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

69




#Enter Activation Code(s)
Social security online  APPpOINted Representative Services

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

Main Menu

Manage Account
= Wiew f Edit Account [nfo

= Change Password
= Digable Account

Manage Services

= Wiew f Edit Services

= Reguest Mew Services

= Wiew Pending Services
= Enter Activation Code(s)

www.socialsecurity.gov

Main Menu | Contact Us | Keyboard Navigation

ﬁs‘ﬁ‘fﬁ Enter Activation Code(s)

Enter the activation code for any serice(s) for which you have requested access and have received
an activation code.

Enter Activation Code:

+ Add an additional activation code

Cancel Activate Service(s)
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#Enter Activation Code(s) - Confirmation
Social Security ontine  APPpoOINted Representative Services

www.socialsecurity.gov Main Menu | Contact Us | Keyboard Navigation
Bob Businessman M . . .
ReplD: ABCD123458 2l Enter Activation Code(s) - Confirmation
Log Out

You have successfully activated 2 services.

) The semices listed below are now available frorm the Main Menuo.
Main Menu

Manage Account

= Wiew / Edit Account Info
= Change Password Appeinted Representative Services
= Dizable Account

Services Affiliation

Access Claimant’s Electronic Folder Sample Entity 1
. EIM: 12-3456789
Manage Services

= Wiew / Edit Services Sample Entity 2
= Beguest Mew Services EIM: 12-3456789
= Wiew Pending Services

= Enter Activation Code(s)

Goto the Main Menu ‘

Www.socialsecurity.gov




#Electronic Records Express - Home

Social Security online  Fulectronic Records Express

www.socialsecurity.gov Frequently Asked Questions

e

ReplD: ABCD123456

Log Out

=

'r\@" Welcome to Electronic Records Express

Appointed Representative Services

User Instructions

Bob Businessman s Electronic Records Express Home

Bulletin Board

Updated 01/01/2010

< Back to Appointed Access Claimant's Electronic Folder
Representative Services  , pjci Up Files
Main Menu . ) )
Send Response for Individual Case Ernail for rmaore information or call tall free:

1866-691-3061

Track Status of Submissions

Cormmunication Utility
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#Secure Service - Enter One-Time Password

Business Services Online

Social Security Online

www.socialsecurity.gov

Bob Businessman
ReplD: ABCD123456

Log Out

www.socialsecurity.gov

L ki,
ar bey

N Enter One-Time Password

Ny F

You are now entering a secure service. Due to the sensitivity of the information within, you rmust
enter a one-time password to continue.

*Indicates required information

"\\ A one-time password has been sent to cell phone number: (123) 4567890
= Please allow up to two minutes for the text message to arive, The one-time password will
be valid for a total of 10 minutes from the time of your request.

‘Enter One-Time Password: Didn’t receive a text message?

1) “Werify that your cell phone number is correct. it is not

correct, please update your number.

2) s your cell phone receiving service reception? You may
need to move to a location where you can get a better
signal.

3) Still unable to continue? YWe can send a new text
message.

Cancel Next =
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Integrated Registration Services (IRES)

Request Access to BSO Services

[AASvc] Activate Access to BSO Services

Social Security Online Business Services Online

wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Activate Access to BSO Services LOGOUT | BSO HELP

ESO Main Menu > Accourt Mairtenzncs Menu > Activate Access

Online Services Availability
* hionday-Fricay: 5 &M - 1 AMET Please enter the activation code for any service for which you have requested access and received an activation code. Activation codes
& STy 3L - 1 P ET may only be entered one at a time
® sunckay: G AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BuTTON | If voU have received more than one activation code you will have the option to erter the remaining codes upon the successful or
unsuccessful activation of each code entered
N

Herve & quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0775.

cialsecurity.gov. Menu | BSO Information | Contact Keyboard Navigation

[AccSvcSuc] Activate Access to BSO Services Successful

Social Security Online Business Services Online

wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Activation Code Approved LOGOUT | BSO HELP

ESO Main Menu > Accourt Mairtenzncs Menu » Activate sccess > Activate Access Successful

Online Services Availability

* Maonday-Fricay: 5 A0 - 1 AMET

® Salurday. 5 AM - 11 PMET Your request to View Name and Social Security Number Errors has been approved.
® sunckay: G AM - 11:30 PM ET

[ DONT USE YOUR BROWSER'S BACK BUTTON | Please Se\ectt_he Emer_Actlvanom Code" button to enter another activation code, or select the "BSO Main Menu® button (o access View
Mame and Social Security Number Errors

BS0 Main Menu Enter Anather Activation Code

Hewe  question? Call 1-800-772.6270 Monday throush
Friciay, 7:00 a.m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TODITTY call 1-800-325-0775.

wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

IRES Screens 74

Demo: http://eis.ba.ssa.gov/appages/IRES July08/index.html
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Integrated Registration Services (IRES)

[RRAC] Re-Request Activation Code

SocialSecurityOuline Business Services Online
www.socialsecurity.gov BSO Main Menu | BSO [nformation \ Contact Us \ Keyboard Navigation
il Re-Request Activation Codes LOGOUT | BSO HELP
BSO Msin berw » Accourt bisi Merw » Re-Raquest Activation Codes
Online Services Availability
® Monday-Friday: 5 A -1 AMET You have previously requested access to the services belaw. If you have not received, or have misplaced your activation code(s), you
® Saturday: 5 AW - 11 PMET may re-request them here If it has not been at least 10 days since you requested the access, you will not be able to re-request your

© B Bl HEED FLIET activation code(s) at this ime. If it has been more than 60 days since you requestad access, you will need to re-request access via the

[DONT USE YOUR BROWSER'S BACK BUTTON | Request Access to BSO Services option

[ view Filetrage Report Status, Errors, and Error Notices with Name / SN Errors
Select this link for more infor mation regarding the Froper Use
of Soeial Security Number Verifiestion Seruice

= Review the status of wiage files and/or wage reports submitted by or for your company,

» Review the errors, including Name/Social Security Number mismatches, found by Social Security in wage files submitted by or for
your company, and

* Review error notices, including Mame/Sacial Security Number Mismatch notices, sent by Social Security about wage files submitted
by or for your company

“Access to this service Involves a more tigorous process and requires pre-authorizaton from your employer. If it has been 2 weeks since you
requested this access amd you ave not yet received your activation code from your employer. please check with your empoyer first before
re-requesting another activation code,

[ gocial security Number Verification Servics (SSNVE)

= Complete an anline form or submit files to request verification of names and Social Security Numbers of employees of the company
for which you wark or of the company that has hired you to perform this service.

“Access to this service Involves a more tigorous process and requires pre-authorizaton from your employer. If it has been 2 weeks since you
requested this access and you ave not yet received your activation code from your employer. please check with your empaoyer first hefore
re-requesting another activation code,

Have a question? Call 1-800-772-6270 Monclay through
Friday, 7.00 am. to 7.00 p.m. Eastern Time to speak with Emplayer Customer

jalsecurity.gov Menu | BSO Informati

[RRACSuc] Re-Request Activation Code Successful

Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

,‘..w. Re-Request Activation Codes Confirmation LOGOUT | BSO HELP

ESO Main Menu > Account Maintenance Menu = Request Access to BSO Services » Re-Request Activation Codes Confirmation

Online Services Availability

® Nonday-Friday: 5 AM- 1 AMET Your re-request was received on Jul 09, 2008.
* Saturday: 5 Ak - 11 PMET
© Stnday: 8 AM - 1150 PMET Please print this for your records

[ DONT USE YOUR BROWSER'S BACK BUTTON

View Name and Social Security Number Errors with Name / SSN Errors
Your activation code has been sent by first class mail to the address we have on record for your employer. (TEST, MD)

An activation code enables the functionality asseciated with B30 Main Menu | Re-Request Another Activation Code ‘
the requested BSO0 service. The activation code also adds an
additional layer of securityto either the =mployer or the
employse using the sarvice(z). Functionality s not enabled
Urtil the registered user activates the service using the
activation code(s]received in the mail. Activation codes are
usually received within Z weeks

To enable your services when your activation code arrives,
select Accourt Mairtenance from the BSO Main Menu and
then slact the Activate Access to BSO Services link

Have & question? Call 1-800-772-6270 Monday through
Fritiay, 7:00 am. to 7:00 p.m. Eastern Time to spesk with Employer Customer

IRES Screens 75

Demo: http://eis.ba.ssa.gov/appages/IRES July08/index.html
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Integrated Registration Services (IRES)

[SelSrv] Request Access to BSO Services - Select Suite of Services

Social Security Online

www.socialsecurity.gov

Business Services Online

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability
® Monday-Fricay: 5 M- 1 AMET
® Saturday 5 AM-11 PMET
® Sunday: 8 A4 - 11:30 PMET

[ DONT USE YOUR BROWSER'S BACK BUTTON |

‘..iu. Request Access to BSO Services LOGOUT | BSO HELP

BS0 Main Menw » Ascourt hsi Menu » Request Access

Select Service Suite
You must request access to do specific functions within a service suite. Let us help you choose which functions to add.

[0 554 services Suite for Emplayers

Elctronic Wage Reporting Servics
Allows use of one or more of the following services.

* Reporting Wages to Social Security
« View FileMYage Reports Status, Errors, and Error Notices without Name / SSN Errors
« View FilefWage Reports Status, Errors, and Error Notices with Name / SSMN Errors

AND/OR

Social Security Number Verification Service [SSNVS]
Allows the completion of an online form or submission of a file to request verification of names and Social Security Mumbers of

employees
D SSA Services Suite for Attorneys:

Form SSA- 1884 Business Taxpayer Infor mation
Allows attorneys or authorized representatives to register with Social Security for Form SSA-1694 Request for Business Entity
Taxpayer Information and perform the following functions:

» Complste Form S5A-1694 Business Taxpaysr Information
» Update Form SS5A-1694 Business Taxpayer Information

[ iternet Represertative Payee suts:

Allows individual and organizational representatives to file their Representative Payee Report electronically. This includes Form
SSA-623 for individual Representative Payees, SSA-6230 for parents, stepparents and grandparents with minor children in custody,
and SSA-6234 for Representative Payee arganizations

Allows submission and printing of the appropriate representative payee accounting forms and allows downloading submitted forms for
up to 30 days after submission

Special Servicas Suite:
[ cesv: consent Based Social S=curity Number Verifiostion Service

In order to camplete your registration we must collect your Employer Information. Please check the CBSY hox to the left then select the
"Next" button below to record your Employer's EIN and Business or Organization name. MNote: You will be denied access to CBSW if
this information is not provided

Have & question? Call 1-800-T72-6270 Monday thraugh

Friciary, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Custamer
Service personnel. For TODATTY cal 1-800-325-0775,

www.socialsecurity.gov

[DisplayEmplinfo]

Social Security Online

www.socialsecurity.gov

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Employer Information

Business Services Online

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability

® Monday-Friday: 5 AM - 1 AMET
® Sajurday: 5 AW - 11 PMET
® Sunday: B AM-11:30 PM ET

[ DONT USE YOUR BROWSER'S BACK BUTTON |

Employer Information BSO HELP

EBS0 bain Menu » Accourt Msi Menu »Employer Information

Employer Jdertification Number (EIN): 123456789

Business or Orgarization Name: 1BM INC

You currently have access to the following services:

Report Wages to Social Security

“iew FilefWage Report Status, Errors and Errer Notices with Name / SSH Errors
Sasial Seeurity Humber Verification Service [SSNYS)

Form $54-1694 Request for Business Ertity Taxpayer Information

Internet Represertative Payee Ascourting (IRPA]

Your additional request for services will be for the Employer Information listed above. To update Employer information, return to
"Account Maintenance", "Update Your Employer Information”

Have & question? Call 1-800-72-6270 Monday through
Friciay, 7:00 a.m. to 7.0 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TODATTY call 1-800-325-0778

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

IRES Screens

Demo: http://eis.ba.ssa.gov/a
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Integrated Registration Services (IRES)

[EmpInfoNA] Request Access to BSO Services - Employer
Information Not Available

Skeip to content

Social Secunty Online Business Services Online
www. 5o clalsecurity. 2ot B30 Maim Menu | BEC Information | Contact Us | Eevbeard MNawmgation
4 O Q e
5 Request Access to BSO Services LOGOUT | ESO HELF

1ne
BE0 Main Menu = Account Maintenance Menu = Request Access to B5O Services
Online Services Availability Employer Information Mot Available

TWe cannot match the employer information that your provided. Only services allowed without matching this information will be available for request at this

* Monday-Friday: 5 AM - 1 AMET
time

* Saturday: 5 AM - 11 PM ET

* Sunday. 8 AM - 1130 PMET We are unable to complete your request for services at this time because the information you prowided does not match the information 334 has on fle for

the Employer Identification Number. If you were hired in the last 18 months by the employer you submitted information for, it is possible that S54%s

DONTUSE TOUR BROWSER'S BACK records do not yet reflect your employment waith the business or orgamzation for whom you are trymg to request services

E O

Please send a fax to (410) 966-4407 and provide the following information
A letter on your company’ s letter head providing the following:

* Your Company Name

® Vour Company Address

* Your Company Telephone MNumber

® Your Company EIN

* Your Name

® Tour Date of Birth

* Your Social Securty Number

® Authorizing Official s Signature

* Aythorizning Official’s Name

» Authorizing Official s Title

* Statement certifying that yvou work for the employer and are authorized to conduct business on behalf of the employer
Once 354 receives your faxed information, an Employer Reporting Technician should contact you with an updated status for requesting access to B3O
services within two business days

Have a question? Call 1-800-772-6270 hMonday through
Friday, 7.00 am. to 7.00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDIVTTY call 1-800-325-0778
www.soctalsecunty. gov B30 Main Menu | BEO Infermation | Centact Us | Eeyboard MNawgation

[RptWages] Request Access to BSO Services - Report Wages to
Social Security

Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

N Request Access to BSO Services LOGOUT | BSO HELP

BS0 Main Menu * Ascourt Mairkenznos Menu > Request Access

Online Services Availability PageZof 4

® Waonday-Friday: 5 AM -1 AMET
® Saturday: 5 AW - 11 PMET
* Sunday: &AM - 11:30 PM ET

Report Wages to Social Security

Do you want to report wages to Social Security?

[ DONT USE YOUR BROWSER'S BACK BUTTON |

Requesting access for the Report Wages to Social Security function will allow you to

Wiewing basic submission status provides a limited general
status [receipt of submission). For viewing of Fileftage .
status, Errors and Errar Notioes with or without Name/SSN
Errors, sccess must be requested on the "Request Access to
.
.

Create, print, and submit Forms W-2 and W-2c Online,

Upload wage submission or resubmission files that are prepared in the Electronic Filing (EFW2/EFW?2C) format,
Acknowledge resubmission request notices and obtain time extensions for submission requests, and

View basic submission status

BS0, View Filafags Status, Errors and Errors Netices" page
that follows.

Q Yes
@ Mo

Hewe  question? Call 1-800-772.6270 Monday throush
Frickay, 7:00 a.m. to 7:00 p.m, Eastern Time o speak with Employer Customer
Service persannel. For TODITTY call 1-800-325-0775.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

IRES Screens 77
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Integrated Registration Services (IRES)

[ViewFile] Request Access to BSO Services - View File/Wage Report
Status, Errors and Error Notices

Business Services Online

Social Security Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
i Request Access to BSO Services LOGOUT | BSO HELP.
ES0 Main Menu > Accourt Meru > Request Acvess
Page 3ot 5

Online Services Availability

® Monday-Friclay: 5 AM -1 AM ET N 5 :
® Saturday: 5 AM 11 PMET View File | Wage Report Status, Errors and Error Notices
* Sunclay: &AM -11:30 PMET

View Filefage Report Status service allows you to view additional submission status of wage information submitted by or for your
[[DONT USE YOUR BROWSER'S BACK BUTTON | ermplayer. This additional service alsa allows you to review any ermors the Social Security Administration found in the submitted
information, and any error notices the Social Security sent to your employer

You can choose to view the errors and error notices with or without Narme/SSM errors. Access requires obtaining an activation code
which may take up to 2 weeks
= The activation notice for reviewing wage information status without Name/SSH errors is sent directly to you

& * The activation notice for reviswing wage information status with Name/SSN errors is sent directly to vour
employer. This access involves a more rigorous process and requires pre-authorization from your employer

After you receive the activation notice, you may activate this additional service by logging in to the BSO web site and from the "Account
Maintenance" menu, select "Activate Access to BSO Services" and enter the activation code.
® | do NOT want the additional Submission Information described above. Basic Submission Status is included with "Repoart Wages
to Social Security”
O | do want the additional Submission Information described above. | request access to View Filehage Report Status, Errors and
Error Motices without Name/SSN Errors.

O | dowant the additional Submission Information described above | request access to View Filedage Report Status, Errors and
Error MNotices with Name/SSN Errors

<< Previous Mext>>

Harve & question? Call 1-800-T72-6270 Monday thraugh
Fridiay, 7:00 aum. to 7:00 pm. Eastern Time to speak with Employer Customer
Service personnel. For TOD/TY call 1-800-325-0778

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

www.socialsecurity.gov

[SSNVS] Request Access to BSO Services - Social Security Number
Verification Service (SSNVS)

Business Services Online

Social Security Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Oy Request Access to BSO Services LOGOUT | BSO HELP
BS0 Main Menu > Ascourt bisi Menu > Requast Aceass
Paged o5

Online Services Availability

® Monday-Friday: 5 &M - 1 AMET N . . ; "
 Saturdey 5 AM 11 PMET Social Security Number Verification Service (SSNVS)
® Sunday 5 AW - 11:30 PMET

Do you want to verify Social Security Numbers Online?

| DONT USE YOUR BROWSER'S BACK BUTTON |

Requesting access for the Social Security Mumber Verification Service will allow you to complete an online form or to submit files to
request verification of names and Sacial Security Mumbers of employees of the company for which you work or of the company that

has hired you ta perform this service.

Proper Uss of Social Security Number erifiestion Service

Access to the namefnumber verification service involves a more rigorous process and requires pre-authorization from
wour employer. If access is requested, your employer will be notified via first class mail, usually within 2 weeks. The
notice will include an activation code which is nesded to activate your request.

O Yes
@ No

Have & question? Call 1-800-72-6270 Monday through
Friciay, 7:00 a.m. to 7.0 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TODATTY call 1-800-325-0778

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

www.socialsecurity.gov

IRES Screens 78
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[Frm1694] Request Access to BSO Services - Complete Form SSA-
1694 Business Taxpayer Information Form

Business Services Online

Social Security Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Request Access to BSO Services LOGOUT | BSO HELP.
B0 Main Meny > Assount Maintensnie Menu > Request Ascess
Online Services Availability Page 5of &
O e R e Complete Form SSA-1694 Business Taxpayer Information Form
* Sunday: G AM - 11:30 PM ET
Do you want to Complete Form SSA-1694 Business Taxpayer Information Form?

[ DONT USE YOUR BROWSER'S BACK BUTTON |

Law firms, partnerships, corporations, or multi-member LLCs/LLPs that have attorneys and/or non-attormey representatives as parners
or employees who receive direct payments must provide us with taxpayer identification information for that business entity using the
Business Taxpayer Information Form (Form SSA-1634) You will be able to

» Complete a Business Taxpayer Information Form
« Update a Business Taxpayer Information Form

O Yes
@ MNo

<< Prewious MNext >>

Hewe  question? Call 1-800-772.6270 Monday throush
Frickay, 7:00 a.m. to 7:00 p.m, Eastern Time o speak with Employer Customer
Service persannel. For TODITTY call 1-800-325-0775.

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

socialsecurity.gov

[RegSum] Request Access to BSO Services - Request Summary

Business Services Online

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Social Security Online

www.socialsecurity.gov

Request Access to BSO Services LOGOUT | BSO HELP

ES0 Main Menu > Account Maintensnes Menu * Request Access

Online Services Availability Request Summary
® Monday-Friciay: 5 AM -1 AMET
* Saturday: 5 A - 11 PMET You have selected the following functions:

® Sunday: 8 &b - 11:30 PM ET
Wiews FileMiage Report Status, Errors and Error Notices with Name / 3N Errors

[ DONT USE YOUR BROWSER'S BACK BUTTON

Selectthe "Canfirm” button below to send your access request to the Social Security Administration. If you wish to make changes, use
the "<< Previous" button to return to the appropriate page

<< Previoug

Have & gquestion? Call 1-800-772-6270 Monday through
Frickay, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service persannel. For TDDATTY call 1-300-325-0778.

BSO Main Menu | BSO Inform: | contact Us | Keyboard Navigation

www.socialsecurity.gov

IRES Screens

Demo: http://eis.ba.ssa.gov/appages/IRES July08/index.html
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[RAccSuc] Request Access to BSO Services Confirmation

SocialSecurityOuline Business Services Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Ly Request Access to BSO Services Confirmation LOGOUT| BSO HELP
BS0 Main Menu * Ascourt Mai Meru > Request Ascess to BSO Services » Request Ascessto B50 Services Confirmation
Online services Availability Your request for access to the services and tasks listed below was received on June 27, 2008.
® Monday-Fricay: 5 AM -1 AMET
® Saturday: § AM- 11 PMET Please print this for your records.

® Sunday: & AM-11:30 PMET

Report Wages to Social Security
Your may begin to use this service immediately. To do that, select "BSC hain Menu" below. Then, on the BSO Wain Menu pags,
zelect "Report Wages to Social Security "

[ DONT USE YOUR BROWSER'S BACK BUTTON |

Activation codes add a layer of security to the employer and  FOFM SSA-1694 Request for Business Entity Taxpayer Information

employee using Business Services Online. f the service you o r may hegin to use this service immediately. To do that, select "BSO Main Menu" below. Then, on the BSO Main Menu page,

requested requires an activation code, you will not be able to " o

use this service until you recelve this code. Activation codes  S8lBCt "Form SSA-1694 Request for Business Entity Taxpayer Information

are usuzlly received within 2 weeks

To enable your services when your activation code srives,  View Name and Social Security Number Errors with Name / SSN Errors

lect A it M=t 1 the BSO M: M d S S

P Your activation code has been sent by first class mail to the address we have on record for your employer (TEST, MD). Once you
have received the code and activated this senvice, you may access "View Name and Social Security Number Errors with Name /
SSM Errors" from the BSO Main Menu page (see activation information at left of this screen)

Proper Uss of Socisl Security Nurber werifiestion Service

Social Security Number Verification Service
Your activation code has been sent by first class mail to the address we have on record for your employer (TEST, MD). Once you
have received the code and activated this service, you may access "Social Security Number Verification Service" from the BSO
Main Menu page (see activation information at left of this screen)

BS0 Main Menu

Have & question? Call 1-800-72-6270 Monday through
Friciay, 7:00 a.m. to 7.0 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TODATTY call 1-800-325-0778

in Menu | BSO Information | Contact Us | Keyboard Navi

Password Pages

[SupKBA] Supply Answer to Forgot Password Questions

Social Security Online Business Services Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation
i Supply Answers to Forgot Password Questions LOGOUT | BSO HELP
ES0 Welcome > Supply Answers to Forgot Password Questions.
Online Services Availability Supply answers to questions needed to select a new password
* Monday-Friclay: 5 AM -1 AMET
: Saturday: 5 AM - 11 PMET Beginning in Spring 2008, if you forget your password you can immediately select a new password by matching the
Sunday: & A1 - 1130 Pu1 ET answers to the questions that you can supply now. You will only supply answers to these questions once. You may change

DONT USE YOUR BROWSER'S BACK BUTTON | Your questions and | or answers at any time by selecting Account Maintenance, Update Your Registration.

I you do not supply five (5] answers to your choice of five (5) [Zelecta Question | ‘

questions, then you may have to wait up to two (2) weeks to
hiave your passweord resst and to receive a temporary | Selecta Question v ‘
pasword in the mail

\
\
| Selecta Question ~] ‘ ‘
\
\

‘Selemaaueslmn v| ‘
‘Selemaaueslmn v| ‘

Have & question? Call 1-800-772-6270 Monday through
Fritiay, 7:00 a.m. to 7:00 p.m, Eastern Time to spesk with Employer Customer
Service persannel. For TODTTY call 1-800-325-0775.

www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation
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[FMPwd] Forgot Password

Social SecuriyOnline Business Services Online
wWwwLECClalsocurity.gov BS0 Welcome | BSO Information | Heybeard Mmgation
% Forgot Password 50 HILP
150 Walcars 3 Fasgot Passasrd
Online Services Availability R to replace fi d
& Monday-Fridey. S AM -1 AMET
& Saturday 5 AM - 11 PMET To sedact a new passward, you must answer thrée random questions that your previously supplied answers to. If you comedtly answer the questions you

R et will be allowed to select a new password

DON'T USE YOUR BROWSER™S BACK BUTTON

WHAT IS THE MAME OF YOUR FIRST NEFHEW?

£y oot s thn qusmon, lase vaect thest | WHAT IS THE NAME OF YOUR FIRST GIRLFRIEND OR BOYFRIEEND?

Hame, Last Hame, Socisl Security Humber if you have srel, and Cate
o lth, will Ba pant 10 ol WHAT IS THE MIDDLE NAME OF YOUR FATHER?

il vilhin v veseds.

Vi Usar 1D wrd pagswnnd we regited o secuss Business
Sarvices Oniine.
Choose your new pasaword

e o g vy, i one elde can

s Social facurity can raip you start tha

ERUCRI Gyl W, D v ) e W .:.’. et el Input New Password
g

Conhrrm New Password

To maintain a secure system, your password needs to meet the following requirements:

= Onling Services accounts must have @ minimum password length of 2 characters.
» Passwiords must contain both alpha and numenc characters. (Length and numbers but NOT special characters )

» Passwords ane NOT case sensitive

]

Have & question? Cal 1- B0 TT2-6270 Morcsy Brough
Fricery, 7:00 8.m. 10 7:00 p.m. Enstern Teme bz spesk win Emplover Customer
Service persorrel For TOOMTTY Col 1-840- 3254778,

WWWECCIBSaCUriTy. ooV 0S50 Welcome | 50 inforematics

eyhoard Hmagation

[FMPwdSuc] Forgot Password Update Successful

Social Security Onine Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyhoard Navigation

{ Forgot Password Update Successful BSO HELP
BS0 Welcome * Forgot Passmerd Update Successtul
Online Services Availability

® Waonday-Friday: 5 2M -1 AMET

* Saturday. 5 AM - 11 PMET Your forgotten password has been successfully changed.
* Sunday: & Abd - 11:30 PM ET

[ DONT USE YOUR BROWSER'S BACK BUTTON BS0 Welcome

Have & question? Call 1-800-772-6270 Monday through
Fritiay, 7:00 a.m. to 7:00 p.m, Eastern Time to spesk with Employer Customer
Service persannel. For TODTTY call 1-800-325-0775.

cialsecurity.gov BS0 Welcome | BSO Information | Keyboard Navigation

IRES Screens 81
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[RegPwdMail] Request Password by Mail

Social Security Online Business Services Online
www.socialsecurity.gov BSO Welcome | BSO Information | Keyhoard Navigation
2 Request Password by Mail BSO HELP
Reguest Password by Mail * Request Pazawerd by Mail
Online Services Availability You have requested to receive atemporary password by mail to replace your forgotten password.
® Monday-Friciay: 5 AM -1 AMET
* Saturday: 5 A - 11 PMET To request a temporary password, enter your First Name, Last Name, Social Security Mumber (if you have one) and Date of Birth, then

® Sunday: 8 AM - 11:30 PMET select Request Temporary Password

DONT USE YOUR BROWSER'S BACK BUTTON

Date of Birth mm

Request Tempaorary Password

Have & gquestion? Call 1-800-772-6270 Monday through
Frickay, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service persannel. For TDDATTY call 1-300-325-0778.

www.socialsecurity.gov BSO Welcome | BSO Information | Keyhoard Navi

[ReqPwdSucc] Request Password by Mail Success

Social Security Online Business Services Online

www socialsecurity.gov

BSO Welcome | BSO Information | Keyboard Navigation

i Password By Mail Success BSO HELP

ESO Welcome » Request far New Password Successtul

Online Services Availability
* Wonday-Friday: 5 &M - 1 AMET .
® Saturday. 5 AM - 11 PMET Your request for a new password by mail was successful
® sunckay: G AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BUTTON Your temporary passwprd will be sent to wvou by first class mail usually in 2 weeks. You must Wa\tfo_ryour temporary password to use
Business Services Cnline. If you hawe previously requested a temporary password, that password is now cancelled

BS0Welcome

Herve & quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0775.

BSO0 Welcome | BSO Information | Keyhoard Navigation

IRES Screens 82
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[CPwd] Change Password

Social Security Online Business Services Online
www gocistsecurity. gov HS0 Main Menu | BSO Information | Contact Us | Keyboard Havigation
Change Password LOGOUT | BSO HELP
050 b ery * ACcount Martenancs Meny * Changs Famecid
onling Services Availability
® MondayFridey: 5 AM - 1 AMET
® Soturday. § AM - 11 PMET User ID: KEETBNH3
& Sundey §AM . 1130 PWET
DONT USE YOUR BROWSER'S BAC
ngat Current Passord
 your Pargans i o ——

i Tt U ng e Uper 1D,
Cordirm Naw Pusword

Vo e g e 1 i For 0 Gapa. Vo will L Torcd b e
Jour pasruinns meing i o om pesmes i youe parwiaca s sises man T Maintain a secure system, your password needs to meet the following requirements:
Wan

® Onhng seracas accounts must have & minmum password length of 8 characters

® Passwords must consist af both alpha and numenc characters [Length and numbers but NOT special characters )

« Passwords are NOT case sansitive

Cancel Change Possword |

Harvw # cpamaticn? Cal 1-080.T72. 4378 Mosruey Wrwcnsgh
Frcins 750 07 00m. Ensten Troe o 2pesk wih Enciofee Cissamer
Service persconed For TOOMTY col 14093250778

www socialsecur Ty gov BS0 Main Menu | BS0 information | Contact Us | K

[CPwdSuc] Password Change Successful

Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

<N Password Change Successful LOGOUT | BSO HELP

BS0 Main Menu > Ascount Maintenanoe Menu » Change Password > Ghange Pasauord Sussessful

Online Services Avallabliity Your password has been successfully changed.
® Monday-Friday: 5 AM- 1 AMET

® Saturday 5 AM - 11 PMET BS0 hain Menu

* Sunday: &AM - 11:30 PM ET

[ DONT USE YOUR BROWSER'S BACK BUTTON |

Hewe  question? Call 1-800-772.6270 Monday throush
Frickay, 7:00 a.m. to 7:00 p.m, Eastern Time o speak with Employer Customer
Service persannel. For TODITTY call 1-800-325-0775.

www socialsecurity.gov

IRES Screens 83
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Remove/Deactivate

[RASvc-PR] Remove Access to BSO Services

Business Services Online

Social Security Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Y Remove Access to BSO Services LOGOUT | BSO HELP
EE0 Main Menw > Account Menu = Remowe Access to BSO Services

Online Services Availability

® Monday-Fricay: 5 Ab - 1 AMET
* Saturday: 5 AM-11 PMET
* Sunday: & Al - 11:30 PW ET [ Form 5541694 Request for Business Entity Taxpayer Information

Toremove access to BSO Services please select the services(s) that you would like to remove.

[DONT USE YOUR BROWSER'S BACK BUTTON | Lawy firms, partnerships, corporations, and multi-member LLCs/ LLPs that have attorneys and /or non-attormey representatives as
partners or employees who receive direct payment must provide us with taxpayer identification information far that business entity
using the Business Taxpayesr Information Farm. You will be able to:

« Complste a Business Taxpayer Information Form
« Update a Business Taxpayer Information Form

[ view File ¢ Wage Report Status, Errars, and Error Hotices with Name f $S Errors

® Review the status of wage files andior wage reports submitted by or for your company,
® Review the errors, including Name/Social Security Number mismatches, found by Sacial Security in wage files submitted by or for

your company, and
® Review error notices, including Name/Social Security Mumber Mismatch notices, sent by Sacial Security about wage files submitted

by ar for your company
O Social Security Number Verification Service [SENVE)

e Complete an anline form or submit files to request verification of names and Social Security Numbers of employees of the company
for which you wark or of the company that has hired you to perform this service.

] Report Wages ts Sosial Seaurity

* Create, print, and submit Forms V-2 and W-2c Online,

* Upload wage submission or resubmission files that are prepared in the Electronic Filing (EFW2/EFW2C) format,
* Acknowledge resubmission request notices and obtain time extensions for resubmission requests, and

* View basic submission status

== Forors

Have & question? Call 1-800-T72-6270 Monday through

Friciay, 7:00 am. to 7.00 p.m. Eastern Time to speak with Employer Custamer

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us ‘ Keyboard Navigation

[RASvcSuc] Remove Access to BSO Services Successful

Business Services Online

Social Security Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Remove Access to BSO Services Successful LOGOUT | BSO HELP

EBS0 Main Meny * Ascourt Mairkenznce Menu > Remove Ascess » Remove Accessto BSO Senvices Sussessful

Online Services Availability

® Monday-Friday: 5 AM- 1 AMET
0 Sefirigyy S6= 1 FHET Your request to remaove access to Report Wages to Social Security, Social Security Number Verification Service (SSNVS), View

O SR 0= HHEIRIE] FilefVage Report Status, Errors, and Error Notices with Name/SSN Errors and Form SSA-1694 Request for Business Entity Taxpayer
[ DONT USE YOUR BROWSER'S BACK BUTTON | Information was successful. If you have removed this access in error you may Use the "Reguest Atcess to BEO Services” option from the

"BS0 Main Menu", "Account Maintenance Menu" selection to re-request access

BS0 Main Menu Deactivate Another Service

Hewe  question? Call 1-800-772.6270 Monday throush
Frickay, 7:00 a.m. to 7:00 p.m, Eastern Time o speak with Employer Customer
Service persannel. For TODITTY call 1-800-325-0775.

cialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

IRES Screens 84
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[RmvEmp] Remove Your Employer Information

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Remove Your Employer Information BSO HELP

BSO Main Menu > Account Maintenance Menu > Remowe Your Employer Information

Online Services Availability

® Maonday-Friday: 520 -1 AMET Employer [dentification Number (EIN. 123456789
* Saturday: 5 A6 - 11 PMET
® Sunday: 6 AM - 11:30 PM ET Business or Organization hame: PEPSI INC

DONT USE YOUR BROWSER'S BACK BUTTON Removing this employer information will cause the following services to be deactivated:

Report Wages to Secial S=curity
“igw Filaiiage Report Statuz, Errars and Error Noticas with Name f SSN Errors,
Saeial Security Humber Verification Service [SSNYS)

Farm SSA-1694 Request for Buzsiness Enfity Taxpayer Information

Select "Remove Employer" to remove your employer information and deactivate access to the services listed above.

Have & gquestion? Call 1-800-772-6270 Monday through
Frickay, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service persannel. For TDDATTY call 1-300-325-0778.

www.socialsecurity.gov

[REmpSuc] Remove Your Employer Information Successful

Social Security Online Business Services Online
wiww socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Remove Employer Information Successful LOGOUT | BSO HELP
BSO Msin Men > Account Maintensnics Menu > Ramove Accass * Remove Employar Informatian Succasstul

Online Services Availability Your employer information has been removed and all access to senvices assaciated with that employer has been deactivated
* Monday-Fridey: 5 A0 - 1 AMET i i . . i
® Saturday. 5 AM - 11 PMET Select "Request Access to BSO Services" to request access to business services online and add new employer information, if required
® sunckay: G AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BUTTON BS0 Main Menu [ Reguest Access 1o BSO Services |

Herve & quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0775.

www.socialsecurity.gov
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Integrated Registration Services (IRES)

[DPIN] Deactivate User ID

Social Security Online Business Services Online

www.socialsecurity.gov

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Deactivate User ID LOGOUT | BSO HELP

ES0 Main Menu > Account Maintenznes Menu * Deactivats User D

Online Services Availability This will deactivate your User ID for Business Services Online.
® Monday-Friciay: 5 AM -1 AMET

* Sgturday: 5 A - 11 PMET
® Sunday: 6 AM - 11:30 PMET Bassword: l:l
DONT USE YOUR BROWSER'S BACK BUTTON | Sgject the reason for deactivating your User 1D

Effective == of Octobar 2007, your Personal Idertificstion & 1 3m no longer aulhorized to use Business Services Online.
Number (PINJiz naw referred to = your Uzer 10 or

© This User 1D was compromised (=.g., disclosed to an unautherized person)
I you deactivate your User 1D you can no longer acoess

Business Services Online.

Have & gquestion? Call 1-800-772-6270 Monday through
Frickay, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service persannel. For TDDATTY call 1-300-325-0778.

[DPINSuc] Deactivate User ID Successful - User ID Deactivated

Social Security Online Business Services Online

www socialsecurity.gov

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

User ID Deactivated LOGOUT | BSO HELP

ESO Main Menu > Ascourt Mairtenanes Menu » Desctivats Ussr 1D > Deactivate User ID

Online Services Availability
* Monday-Friciay: 5 AM - 1 AMET

® Salurday: 5 A - 11 PMET Your Business Service Online User ID has been deactivated.
® sunckay: G AM - 11:30 PM ET
DONT USE YOUR BROWSER'S BACK BUTTON 550 Welsame

Effactive 25 of Octabar 2007, your Parsanal Idertificstion
Hurmber [FIN]is now referred to as your User 10

Herve & quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0775.
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Integrated Registration Services (IRES)

Error Pages

[RLALtt] Reached Limit of Attempts

Social Security Online Business Services Online

wiww socialsecurity.gov BSO Weicome | BSO Information | Contact Us | Keyboard Navigation

il Reached Limit of Attempts BSO HELP

Online Services Availability
* Monday-Friciay: 5 AM - 1 AMET

® Saturday. 5 AM - 11 PMET You have reached the limit on number of attempts.
® sunckay: G AM - 11:30 PM ET

DONT USE YOUR BROWSER'S BACK BUTTON Wye are unable to match the information you entered with our records. If the information you provided is correct, then it may be necessary

to correct our records
BS0Welcome

Herve & quiestion? Call 1-800-772-6270 Monday through
Friciay, 7:00 .m. to 7:00 p.m. Eastern Time o speak with Employer Customer
Service persannel. For TDDTY call 1-800-325-0775.

cialsecurity.gov. BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
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