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Business Services Online

Welcome

The Business Services Online Suite of Services allows organizations, businesses,
individuals, employers, attorneys, non-attorneys representing Social Security claimants,
and third-parties to exchange information with Social Security securely over the
internet. You must register and create your own password to access Business Services
Online.

Alert

Reminders and Changes for Tax Year 2014 Reponingrg-

The Complete Phone Registration -~ option is provided to individuals who began their
Business Services Online registration by phone and need to create a password.

Informacién para el Empleador en Espaiiol

Business Services Online

Complete Phone Registration

Business Services Online (BSO)

Hours of Operation

Monday - Friday: 5 AM - 1 AM ET
Saturday: 5 AM - 11 PM ET
Sunday: 8 AM - 11:30 PM ET

Bror Employers

For Attorneys & Appointed
Representatives

B social Security Number Verification
Services (SSNVS)

&3 Consent Based Social Security
Number Verification Service (CBSV)



SocilSecury Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
5\ Main Menu HELP
il 2
g
TEST USER
Logout | Welcome, TEST USER
Your password expires on April 16, 2015
Manage Account

¢ View /Edit Account Info

¢ Change Password
¢ Disable Account

Report Wages To Social Security
Submit, download and print W-2s and W-2c5
View submission status, errors and error notices for wage reports submitted by or for your company
Request an extension to resubmit a wage file

Manage Services
Social Security Number Verification Service
* View [Edit Services Request onling SSN verification, or
+ Request llew Services Submit files for SSN verification
« View Pending Services
o Enter Activation Code(s) Form $5A-1694 Request for Business Entity Taxpayer Information
Submit or update a Business Taxpayer Information form to receive form 1099 for work related fo claimant representation

lanage Employer Information Internet Representative Payee Accounting (IRPA)

P File a Form SSA-623, S8A-6230. or S3A-6234 Representative Payee Reports electronically
pdate Employ . . . .

) R — Submit and print representative payee accounting forms,

* Remoe Employer nformation Download submitted forms for up to 30 days affer submission

Have a question? 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 TOD/TTY call 1-800-325-0778.

www.socialsecurity.gov



SocilSecuriy Onlne Business Services Online

www.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation
W Social Security Number Verification Service HELP
En
GJ'\'.'L T
HEN Request Online SSN Verification
Logout | Manually enter and submit up to 10 Social Security Numbers and Names to be verified by Social Security. Results are returned immediately for
review.
Manage Account
Submit an Electronic File for SSN Verification
* View /Edt Account nfo Submit a file containing Names and Social Security Numbers fo be verified by Social Security. The data in the file must be in the correct format.
* Change Password
+ Disable Account View Status and Refrieval Information

View the current status of a submission.

Manage Services
View Social Security Number Verification Service Handbook

o View /Edit Services Review additional information on submitting files to Social Security for verification and refrieving the results of the submissions.

® Reguest New Services
o View Pending Services B30 Main Menu |

# Enter Activation Code(s)

Manage Employer Information

¢ Add/Update Employer Information
* Remove Emplover Information

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 8.m. to 7:00 p.m. Eastern Time to speak with
Employer Customer
Service personnel. For TODVTTY call 1-800-325-0778.

www.socialsecurity.gov
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Paperwork Reduction Act
SSNVS Attestation

Proper Use of Social Service (SSNVS)

« SSNVS should only be used for the purpose for which it is intended

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

It is illegal to use the service to verify SSNs of new hires or s or in the p ion of tax returns.

It is appropriate to use SSNVS only once an official r has been ished. SSA defines the existence of an employer-
employee relationship as when one of the following has occurred:

« The employer’s offer of employment and acceptance by the person being hired (even though he/she has not started working), and/or
« The future employee’s completion of the paperwork to establish the payroll record.

Company policy concerning the use of SSNVS shouid be lied i ro all ; for
o If used for newly hired workers, verify information on all newly hired workers.

o If used to verify information on other workers, verify the information for all other workers.

Third-party use of SSNVS is strictly limited to organizations that contract with employers to either handie the wage reporting responsibilities or perform an
administrative function directly related to annual wage reporting respor Itis that contracts between the third-party
and the employer stipulate that the functions being performed by the third-party contrador adhere to the proper use of SSNVS. It is not proper to use SSNVS
for non-wage reporting purposes, such as identity, credit checks, mortgage applications, etc

Anyone who knowingly and willfully uses SSNVS to request or obtain information from SSA under false pretenses violates Federal law and may be
by a fine, impr it or both.

SSA may ban you and/or the company you represent from the use of SSNVS if SSA determines there has been misuse of the service.

SSA returns all names and SSNs submitted. If the name and SSN do not match our records, SSA advises the following:

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

o This response does not make any about your er 1 status.

o This response is not a basis, in and of itself, to take any adverse action against the employee, such as laying off, g, firing, or g
against the employee.

If you rely only on the ii jon SSA p i g g name and SSN 10 justify action a worker, you may
violate State or Federal law and be to legal 3

'y Act for Third-Party Submitters

You can use a fee-based approach when offering SSNVS to your clients. However, caution should be taken. SSA offers services, like SSNVS, free of charge.
Some companies in the private sector offer those same services for a fee and develop misleading brochures and advertisements. To discourage the use of
misleading mailings about Social Security and Medicare, Congress enacted specific prohibitions in Section 312 of the Social Security Independence and
Program Improvements Act of 1994 that broadened the exlshng deterrents. The prohibitions are codified at Title 42 of the U.S. Code, Section 1320b-10. You
should ensure that you are aware of these legal pre and to their ents and:

« Be cautious not to suggest to your clients that this service is only available through you;

« Advise all clients that this service is available at no cost from SSA and that this service is not a unique or exclusive arrangement between SSA and your
company,; and

Be sure not to give any impression when describing your SSNVS service to your clients that your company has an arrangement that allows direct access to
SSA databases, program software, etc.

User Certification for Use of SSNVS - Please Read Carefully!
1 certify that:

« | have read and understand the above section titled "Proper Use of Social Security Number Verification Service (SSNVS)" and the "Federal Privacy Act
Statement for Third-Party Submitters”.

| am verifying SSNs solely to ensure that the records of my client's or my current or former employees are correct for the purposes of Form W-2 reporting.

| am authorized, under valid contracts with all outside employers of any individual for whom | will request SSN verification, to transmit employee SSNs and
identifying information and to receive the results of SSNVS;

or

| have the authority from my employer (or am the owner of the company) to transmit SSNs and i and to receive the
results of SSNVS.

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

[ Accept | [ 1DO NOT Accept |




Sodal Seaity Online Business Services Online

.socialsecurity.gov BS0 Main Menu | BSO Information | ContactUs | Keyboard Navigation | Logout

Social Security Number Verification System (SSNVS)

SSN Verification

Name: TEST USER

Fleaze enter the following information for each employes you would like to verify. Mandatory fields are indicated by an =, Fiel specific help is available by selecting the underined links below.

Flease Mote:

+ Effective 08/24/11, gender is no longsr used 3= part of the SSN verification process.

« Al verified, unverified and decezsed records will be returnad,

+ In the event S5NVS may not be able to process your request, you will be given two {2) options:
o Ovemight Processing - saves the data you entered to a file for ovemnight processing and displays a confirmation number on the Confirmation page that you will need to check the status of your request
o B30 Main Menu - cancels the request and any data you entered on the 55N Verification form is not saved

Enter the EIN of the employer for whom the employes(s) work, for Third Party venfications, enfer the client’s EIN. * Employer's EIN
[399959593)

* 56N * First Name Middle * Last Name Suffix Date of Birth

[599999553) Name [MMDDYYYY]
1
2
S
4.
£
.
T
8
8
10.

“fou may want to print or save this page BEFORE you submit, as this information will NOT be visible after
submission.

This page contains confidential information. Please keep the printed / saved page in 3 securs place.

Have 3 question? Call 1-B00-772-6270 Mon. - Fri. TAM to TPM Eastem Time to speak with Employer Customer Service personnel. For TDDTTY call 1-B00-323-0778.



Bodal Secuity Onlne Business Services Online

socialsecurity.gov~ BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation | Logout

ﬁﬁ"’ﬁf‘ Social Security Number Verification System (SSNVS)

SSN Verification Results

Employers EIN: 100000000 Name: TEST USER

Records Submitted: 1

Faild: i The fullowing table displays your submitted results. The first column indicates if the submitted record venfied, failed or employes is deceased. The first five digits of the 55N will be masked for verified records and recards with a venification results code of
Jorf.

Verified Records: 0

+ Failed - Data dozs not match Social Security Administration's records, Select What to do if an SSN Fails to Verify for more information,

erify More 55Ns

Whattodoifan 55N failste |, Deceased - Data matches Soisl Security Administration's records, and our records indicate that the persan is deceased. For maore information, please contact our genersl S5A information fine at 1-800-T72-1213 (TOOATY 1-600-3250778) or your

verify kocal Social Security fiek office. Select Field Office Locator to find the office nearest you.
Figld Office Locator

+ Verified - Dats matches Socizl Security Adminiztration’s records.

55 , Middle Date of Birth Verifiation
‘ Results ‘ 599995959 First Name ‘ Name ‘ Last Name ‘ Suffix ‘ MDDV ‘ Results
| | 001301 LESLIE | . | KING e 01011565 | 3
Verification Results
Code ‘ Description

3 neras it

Have 3 question? Call 1-800-772-6270 Mon. - Fri. TAM to TPM Eastern Tims to speak with Employer Customer Service personnel. For TDDTY call 1-800-325-0778.




WWHATTO DOIF AN SSNFAILS TO VERIFY
Followthese steps for each S3N that failed verfication:
1. Compare the failed S3N o your employment records to see if you made a typagraphical emor. Resend only the corrected data (notthe entire submission).

2. [fyour employment records match what you submitted, ask your employee to check his / her Social Securty card andinform you of any name or S3N difference between your records and his  her card. ffyour employment
records are incarect comectyour records and resubmit the comected data

3. Ifyour employment records andthe name and 35N shown on the Social Security card match, ask the employe to check with anylocal Social Securty Ofice to determine and resolve the issue. Tellthe employee that once
he she has visited the Social Security Office, he / she should inform you of any changes. You should comect your records accordingly.

4. [fthe employea is unable to provide avalid SN, you are encouragedto document your efforts to abtain the comected information. (Documentation should b retained consistent with the payroll records for a period of three
Jears,)

h. [fthe employee nolonger warks for you, ty to obtain the comected information from the emplayee and submit it to S5 on Form W-2c (Comected Wage and Tax Statement)

b

fyou are unable to contact the employee, you are encouraged to document your efforts.

T. [fyouhave already sent a Form W-2 with an incomect name /35N, then submit a Form W-2¢ (Comected Wage and Tax Statement)to correctthe mismatch. W-2c senvices are available through B30 Wage Reporting. Since you
already have your B30 User D there is no need to re-reqister.

Remember

b Amismatchis nota basis, in and of sl for youto take any adverse action against an employee, such as aying oft suspending, fiing, or discriminating.

) Company policy should be applied consistently o all warkers.

b Any emplayer that uses the failurs ofthe information to match S3A records to take inappropriate adverse acion against a warker may vialate State or Federal law.
) The informafion you receive fom SSNVS doss not make any statement regarding a worker's immigrafion status.



Securiy Onfne Business Services Online

socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation | Logout

& socia Security Number Verification System (SSNVS)

Submit a File for SSN Verification - Before You Start

Name: TEST USER

Steps: 1. Before You Start 2. Submit Vour File 3. Confirmation

1. Before You Start

The following items below are suggestions to follow before submitting your file for 55N verification.

« Review your file{s) for correct formatting
Before submitting your file, we recommend that you ensure the il is emor-free and can be sent quickly.

o We provide the proper file format on the S5NVS Help page and in the S55NV5 Handbook. Reviewing your file for proper formatting may prevent it from being rejected.
Submissian File Format

o Do NOT send an Exeel Spreadshest, |f you are using Excel, select Excel Users for more information.

o Effective 08/24/11, gender iz no longer used as part of the B3N venfication process. You do not need to make any changes to the file format. If a value is included in position 54 of a file, we will remove it and replace it with a blank prior to the verification attempt. All returned
files will have a blank in position 48,

« Zip YourFile
If you have over 500 Name/55N requests or a slow connection, the transmission will be faster if the file is zipped (compressed). WinZip and PKZip are examples of acoeptable compression packages. This will substantially reducs the time required to transmit your file.

[ BS0 Main Menu ][Comimle]

Have a question? Call 1-B00-772-6270 Mon. - Fri. TAM to TPM Eastem Time to speak with Employer Customer Service personnel. For TDOTTY call 1-800-323-0774.
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socialsacurity.gov BS50 Main Menu | BSO Information | ContactUs | Keyboard Mavigation | Logout

) Social Security Number Verification System (SSNVS)

Submit a File for SSN Verification - Submit Your File

Kame: TEST USER

Steps: 1 Before VouStar 2 SubmitYour File 3. Confimatin

2. Submit Your File

+ Firsq, enber the Employers EIN. (Also select 3 Submiter's EIN if required )
+ Second, if you know the name of the fie you wsh bo uplaad, type the flsname i the data antry field or use the Beowse button 1 loeats your fie
« Third, select the Sebmit bution 19 upload your fiie

Enler the EIN of the enployer for whom the eaployes{(s] work for Thid Party venfications, enter the chenf's EN * Employer's EIN
(4995994889

Selact fle Bowse |

Exzect for peak submession peniods, file results will csually be avaiable the rext govemment busimess day. You wil recerve 2 confrmation number and message when your file submission 5 complete

[ BSOManMens | [ Previous Page |

Have 2 queston? Cal 1-800-7T2-6270 Mae. - Fri. TEM 1o TPU Eastem Time o spaak with Employer Customir Service personnl. For TDOTTY call 1-900-325-007T8



Social Security Online

Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation | Logout

LAk,
)

"W Social Security Number Verification System (SSNVS)

Submit a File for SSN Verification - Confirmation
MName: TEST USER

Steps: 1. Before You Start 2. Submit Your File 3. Confirmation

3. Confirmation Receipt - Your File Was Received

Your submission was successful. Use your browser menu to save or print this acknowledgement of receipt for your records.
You will need the confirmation number assigned by S3A to retrieve the results of your submission.

Confirmation Number assigned by SSA: 14C14E58AA55391D
Date: 03/13/2015 04:43 PM Eastern Time Your file name; 3SMNV3_Test_Filetd  Assigned file name: 14C14E58AA053910_76E00010 File size: 1,188 bytes (1.2 Kh)

\What You Should Do Next:
Check the size of your file. Right click on the file {ortab to it and select Shift + F10) and select Properties. The size given in bytes should match the size given on the Confirmation
page. If it does not match, there may have been a problem with transmission. Please contact the Employer Reporting Branch at 1-800-772-6270. For TOD/TTY call 1-800-325-0773.

What to expect:
You may check your results from the View Status and Retrieval Information link on the SSNVS Main Menu web page. Except for peak submission periods, file results will usually be
available the next government business day.

Thank you for submitting your file using Business Services Online.

BSO Main Menu | Submit Another File |

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TODITTY call 1-800-325-0778.
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ﬁf'\ Social Security Number Verification System (SSNV$)

Status and Retrieval

Nare: TESTU
Thete are three options for checking the status of your filefs):

Option 1 - Enter your 18 character confirmation number of your 8 character tracking number for submitted files.,
Seleat have 3 Tracking Number? for more information,

Option 2 - View status of your submitted files by entering a range of submission dates.

Option 3 - Retrieve a st of your submitted files available to your User ID

Tracking Number
Range Start Date

Option Confirmation or

MUBDYYYY

Option 2 (Submit
Range End Date

MUDDYYYY

Option 3 Al Submissions

Have a question? Call 1-800-772-6270 Mon. - Fri. TAM to TPM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.
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Business Services Online

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

A“ﬁ Social Security Number Verification System (SSNVS)

I8 SSNVS Help |
Status and Retrieval Results
Name
The & g table Gisplays your submitted feds)
o You may refneéve your submission(s) by cicking the VIEW andior DOWNLOAD link under Refrieval Opbons
o Please note large files may take some ime to open
o Some SSNs may be masked Select Why Are Some SSNa Masked? for more information
o SSN did notverity? Select \What to do if an SSN fauls to venfy

Retreval Options

o Select “"VIEW" i the total number of records submitted is 10 or less
o Select "DOWNLOAD" to download your file
o To save Me downloaded fle 3s atex file

1. Right click DOVNLOAD"

2 Select"Save Target As”
3 Complete the Save As dialog box

Status of All Submissions

Select the links below for more information about your submission(s)

Submission Confirmationor  Records Failed Deceased Verified Status Eile Retrieval Available
Date Tracking Number Submitted Verification Size  Option(s) Through
040052012 | 136839E0891EELCS . . . . IN PROCESS 1712K8
040042012 | 1357E40F00BABESS . . . . IN PROCESS 17.1KB
021282012 | 135C632FD272C484 - . - = IN PROCESS 1144K8
08/1822011 131D09CF10AED417 - - - - FORMAT OR SURFACE ERRORS 01KB -
04/30/2010  1285053CE2219400 = - | z - FORMAT OR SURFACE ERRORS 3.1KB - =
Addition S R S

f an S¢ i eri
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SSNVS Help

This form has opened in 3 separate browser window. To close this browser window and return to your
|previous page, use the browser File menu or hit Al-F4.

Table Of Contents

Introduction

SSNWS Usage

SSMNWE Web Pages

S5M Verification Web Page

SSN Verification Results Web Page

Submit a File for S5M Verification Web Page
Confirmation Web Page

Status and Retrigval Web Page

Status and Retrieval Results Web Page
Logaut Web Page

Social Security Mumber Verification Service [S5MWS] Handbook Web Page
Contact 554 Web Page

Einding Additional Help

Printer Settings

Additional SSNWS Topics

Introduction

The Social Security Number Verification Service (S5NVE) enables employers to validate their employes’s names and Social Security Mumbers (S5Ns) against information in the Social Security Administration’s {S5A4°s) records, via the Intemet. SENVE provides the
options in the list below. For more information on an option, select one (1) of the hyperlinks below:

Verify up to 10 names and SSNs and get immediate results vis the SSN Verification web page

Submit files for overnight p ing viz the Submit a File for SSN Werification web page

Check the status of files submitted for owermnight processing via the Status and Retrieval web page

» Download andior view submission results via the Status and Retrieval Results web page

‘View the S8NVE Handbook via the Social Security Mumber Verification Service [SSMWS] Handbook web page

SSNVS Usage

.

.

.

S5NVYS should onhy be used by employers to verify the names and 55Ns of cument or former employess.
» S55NVS should be applied consistenthy to all employees.
Information obtained from S8MVE is not a basis, in and of itself, to take any adverse action against any employee whose name and 55N has been

sent to the S5A for verification. Any employer that uses the i tion to justify taking adverse action against an emphoyes may violste state or
federal law and be subject to legal conssquences.

SSNVS Web Pages



