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SCREEN REQUIREMENTS

This document contains the all the screen shots for IRES Internet only. The screen shots are based on what was in the
Validation environment as of April 2018.
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1.0 LocINTOBSO

Social Security Orline Business Services Online

www.socialsecurity.gov ¥ BSO Welcome | & BSO Information | & Keyboard Navigation

/11&“%\\\ Log In to Online Services

Online Services Availability

For your security, please log out of the application and close all Internet windows when you are finished.

* Monday-Friday: 5 AM - 1 AM ET

e Al New User? Existing User?
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID: WIRSK9NT

User ID to log in to our online services. i
Password: seessscses

To create new account you will need to: Forgot user ID?
Forgot your password?

« Provide personal information

* Provide contact information

» Create your password and security
questions

User Certification:

| understand that the Social Security ~— »
Administration (SSA) will validate the
Create Log In Account information | provide against the

infarmatinn in QQA'c filac

[T11 have read & agree to these terms.

Did you register with SSA by phone or paper
form and need to create a password?
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2.0 FORGOT PASSWORD

Social Security Orline Business Services Online

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

Sk

m Forgot Password
Online Services Availability

Request to replace forgotten password
* Monday-Friday: 5 AM - 1 AM ET
« Saturday: S AM - 11 PM ET - : 2
« Sunday: 8 AM - 11:30 PM ET To select a new password, you must answer three random questions that your previously supplied

answers to. If you correctly answer the questions you will be allowed to select a new password.

WHAT IS THE NAME OF YOUR
FIRST NEPHEW? :

WHAT IS THE NAME OF YOUR
FIRSTNIECE? :

WHAT IS THE MIDDLE NAME
OF YOUR MOTHER? :

Choose your new password
Input New Password:
Confirm New Password:

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

¢ Must contain exactly 8 characters

e Must contain only numbers and letters

* Must contain at least 1 number and 1 letter
¢ |s not case sensitive

Cancel Submit New Password |
Request Password by Mail ]
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3.0 LoGg Out oF BSO

Business Services Online

Sodial Security Online
Main Menu | Contact s | BS O Information | Keyboa rd Na vigation

www.socialzecurity.gov

STANLEY RUTKOWSKI

Log 0u1:|

Manage Account For your security, please log out of the application and close all
Internet windows when you are finished.

HELP

Log Out of BSO

» ViewEdit Account Info
« Change Password Are you sure you want to log out of Business Services Online?

» Disable Account

Manage Services

View'Edit Senices
Request New Senices

View Pending Senices
Enter Actvation Codes

Manage Employer Information

» Add/Update Employer Information
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4.0 USER REGISTRATION ATTESTATION

Social Security Online Business Services Online

www.socialsecurity.gov BS0 Welcome | BSO Information | Keyboard Navigation

HELP
Dnline Services Availability -+,
, USA ,
« Monday-Friday: 5 AM- 1 AMET J”'”'
» Saturday: 5 AM - 11 PMET
& Sunday: & AM - 11:30 PMET

User Registration Attestation

Please read the following information about registering to use Business Services
Online.

Registering for Business Services

To obtain a User |D and password, complete the registration form and select the submit button
on the following page. The information you submit will be verified against our records.

Upon successful registration, you will have your User ID and password.
You may update your registration information or change your password at any time.

| understand that the Social Security Administration (SSA) will validate the information |
provide against the information in S5A’s files.

User Certification for SSA Business Services Online

| certify that:

« |understand that 55A may prevent me from using these services if SSA determines or
suspects there has been misuse of these services.

« |understand that | may be subject to penalties if | submit fraudulent information.

« | am aware that any person who knowingly and willingly makes any representation to
falsely 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 or imprisonment, or both.

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

[T ot meeer ]
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5.0 CREATE A LOGIN ACCOUNT — STEP 1: PROVIDE INFORMATION

Social SearityOnline Business Services Online
WWW.socialse curity.gov BS0 Welkome | & BS0 Information | & KeyboardNavigation
Online Semvices Availability

ﬁ"}lﬂ% Create a Login Account
« Monday-Friday: 5 AM -1 AM ET =1
« Saturday: 5 AM - 11 PMET

OMB No. 0960 -0596
Paperwork Reduction Act

« Sunday: 8 AM -11:30PMET Step 1: Provide Information
Createan Account Privacy Act Statement
) . The information you provide will be compared against our records in order to verify your identity.
1. Provide Information * Indicates required information
2. Create Password
3. Review and Submit
4 Print User ID Personal Information
*Mame:
| | [ | [ | [
“First Middle *Last Suffie
*Date of Birth:
L1
mmddyyyy

*Social Securty Number (SSN):

pasadassss
@ More Information

Personal Contact Information

“Country:
|Unit¢d. States b
*Home Street Address:
City: *State: *Zip Code: Ext.:
| N |
*Dayfime Phone Number:
Extension: [ |
Fax Number
]

*Email Address:

6 whydo nesd an email sddress 7

Cancel & Exiz | Hexs
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6.0 CREATE A LOGIN ACCOUNT — STEP 2: CREATE YOUR PASSWORD

Social SearityOnline Business Services Online
www.socialse curity gov B50 Welcome | BSO Inform ation | Ke yboard Naviga tion

Online Services Availability

HELP

#s=: Create a Login Account

3 UII
& Monday-Froaycs AM- 1 AMET ‘-.I_l‘!i:l;-'
& Sahnday s AM- 11 PMET
* Sunday-3 AM- 1130 AMET Step 2: Create Your Password
Createan Account Your password will be usedto log into online services; your User 1D will be provided to you. Your Password:
1. Provide Information * Indicates required information * Must contain exsctly & characters
2. Create Password #+ Must contain only numbers and letters.
3. Review and Submit *Enter Password: # Must contain at least 1 number and 1
4. Print User ID letter

E t iti
*Re-enter Password: # k not case sensitive

L]

Security Questions and Answers

The securty questions and answers you select will e used to validate youridentity in case
vou forget your password.

*Question 1:
|s=1=.—_1-. a Question v|

*Answer1:

L ]

*Question 2
|E=l=r:r. a Ques=tion

*Answer 2:

*Question 3
[3212cs a gueszica w
*Answer 3:

*Question 4
[8212cs a Cuessicn v

“Answer 4:

*Question 5
[ge1ecs 2 Quessica v

*Answer 5:

Back | [ Camcel s Exis
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7.0 CREATE A LOGIN ACCOUNT — STEP 3: REVIEW & SuBMIT

Business Services Online

Sodal Sequrity Online
wwwW. socialse curity gov

Online Semvices Availability

» Monday-Fridsy -5 AM- 1 AMET
® Samrday-s AM- 11 EMET
® Sunday s AM-11:30 FMET

Createan Account

Provide Information
Create Password
Review and Submit
Print User ID

L ha =

Mame:

Drate of Birth:

S5N:

Courtry:

Home Strest Address:
City, State, Zip:
Caytime Phons Mumber:
Fax Mumber:

Ermnail:

Cuestion 1:
Answer 1
Cuestion 2:
Answer 2
Cuestion 3:
Answer 3
Cuestion 4
Answer &
Cuestion 5

Answer 5

Personal & Contact Information |

Security Questions and Answers

B50 Welcome | BS0 Information | Keyboard Navigation

M Create a Login Account

Step 3: Review & Submit

Please venfy that the information you provided is correct.

STANLEY RUTKOW SKI
0711111965

380-08-7308

United States

40 MAIN STREET

ELK GROVE , CA 95758
(123} 456-7899

testing@my valatssa.com

Edit Personal Information

WHAT |5 THE NAME OF ¥YOUR FIRST NEPHEW ?
ANSWER

WHAT |5 THE NAME OF YOUR FIRST NIECE?
ANSWER

WHAT |5 THE MIDDLE NAME OF ¥OUR MOTHER?
ANSWER

WHAT IS THE MIDDLE NAME OF YOUR FATHER?
ANSWER

IF ¥OU COULD PLAY ANY INSTRUMENT WHAT
WOULD T BE?

ANSWER

U=er Cerification for Online Services

Edit Jecurity Information

| certify that:

| understand that the Social Security Administration {S5A) will validate the information | provide against
the information in 554’ files.

# | unders tand that | may be s ubject to penshties if | submit faudulent information.

# | unders tand that 55A may prevent me from wsing these senices if S5A determines or s spects
thare hes besn miuse of the senices.

= | am gware that sny person who knowingly and willingly mekes any representstion to falsely
obtain informeation from Seocial Security records and’or intends to deceiwe the Social Security
Administration as to the true identity of an individusl could be punis hed by 5 fine or impris cnment,
ar both.

= | amauthorized to do business under this User ID.

By checking the box below you certify that you have read, undersand and agree to the user
cartification of Business Sendces Onlime.

[ 1 Accept

[ < Back Cancel & Exit |
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8.0 CREATE A LOGIN ACCOUNT — STEP 4: PRINT YOUR USER ID

Social Security Orline Business Services Online

e BSO Welcome | & BSO Information | & Keyboard Navigation

Online Services Availabili g St .
v g7\ Create a Login Account

% Z
%, il <

Nastw®

e Monday-Friday: 5 AM - 1

AM ET
e Saturday: 5AM - 11 PMET Step 4: Print your User ID
e Sunday: 8 AM - 11:30 PM
ET
Create an Account Thank you! You have successfully created a login account.

The User ID below has been assigned to you:
1. Provide Information

2. Create Password User ID: WTRSKONT
3. Review and Submit .

4..Feint e I Please secure this User ID for your future use.

You must enter the above User ID and your self-selected Password each time
you log in and access online services.
Print a confirmation Receipt

What's Next?

Now that you've created a log in account for Online Services, you will need to
tell us what functions and services you require to do your work.

Depending on the services that you are requesting, you may be required to
provide additional information about yourself or the organizations that you
represent.
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9.0 COMPLETE PHONE REGISTRATION ATTESTATION

Social Security Online Business Services Online

sociak ity gov B50'W elcome | B50 Information | Keyboard Navigation

iOnline Services Availability

HELP

,@sﬁ?m Complete Phone Registration Attestation
=, il 7

® Monday-Friday: 5 AM- 1 AMET
* Saturday: SAM- 11PWET
® Sunday 8AM-11:30 PMET

Please read the following information about registering te use Business Services Online.
Registering for Business Services

To obtaina User ID and passwaord, complete the registration form and select the submit button on the fallowing
page. The infarmation you submit will be verified agairst our records.

Upon successful registration, youwill have your User ID and password.
You may update your registration information or change your password at any time.

lunderstand that the S ocial Securty Administration (S5A) will validate the irformation | provide againstthe
informationin SSA's files.

User Certification for §SA Business Services Online
| certify that

» lunderstand that S SA may prevent me from using these senvices if SSA determines or suspects there
has been misuse of ihese senices.

« |understand that| may be subject to penalties it | submit fraudulent information.
« | am aware that any person who knowingly and wilingly makes any representation to falsely obtain

information from Social Security records and/or intends to deceive the Social Security Administration as
fio the frue identity of an individual coud be punished by a fine or imprisonment, or both.

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

I Do NOT Accept I | I Zocept |
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10.0 ComMPLETE PHONE REGISTRATION

Social Security Online Business Services Online

B50W elcome | B50 Information | Keyboard Nawvigation

WA SOCIa rity.gowv HELP

Online Services Availability M, . .
’ﬁﬁiﬁh Complete Phone Registration OMBMNo. 09600620 @ ot

® Monday-Friday: 5 AM- 1 AMET a,
® Saturday: S5AM- 11 P ET
® Sunday BAM-1130 PMET

A User identification (User ID) and password are required fo use Cnline Senices. Your
User ID was issued during the registration process. You must now choase your personal
password to complete registration.

*Indicates required information

“User ID:

*First Name:

“Last Name:

“Social Security Number:

§Tyou do MOT have an S5M leave Mis Seld blank)

*Date of Birth

MMDDYYYY)
*Enter Password: Your Password:
| | Must contain exactly 8 characters

Must contain only numbers and letters
Must contain at least 1 number and 1 letter

*Re-enter Password: -
| | Is notcase sensifive
Cancel Complete Phone Registration |
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11.0 CoMPLETE PHONE REGISTRATION - SUCCESSFUL

Business Services Online

BSO Welcome | & BSO Information | & Keyboard Navigation

Social Security Online

www.socialsecurity.gov

Online Services Availability

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

/ﬁ\ Phone Registration Successful
Your phone registration is complete.

Your password will expire on January 19, 2011.

You must change your password before this date to prevent it from

expiring.

www.socialsecurity.gov
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12.0 BSO USER REGISTRATION, LOGIN, AND EMPLOYER INFORMATION HELP TOPICS

Social Security Online Business Services Online 7

BSO Welcome'| BSO Information | Keyboard Navigation

www.socialsecurity.gov

m

Online Services Availabili
B S BSO User Registration, Login, and Employer Information Help Topics

+ Monday-Friday: 5 AM - 1 AMET
* Saturday: 5 AM - 11 PW ET
* Sunday: 3.AM-11:30 PM ET

Index User Registration Questions:

User Reqistration Questions

Employer Information Questions Q1. Who has to register?

EIN Questions Q2. Where can | find more information on how o fill out the User Registration Form?
Self Employed Questions Q3. When | register is the User ID issued to my company or to me?

Third Party Filer Questions Q4. When can | reqgister?

Volunteer Questions _ Q5. How do | register?

Household Employers Questions Q6. What information do | need to reqgister?

User ID Questions Q7. How old must | be to register?

Password Questions
Login Questions
Browser Questions

Q8. Why do you need my SSN?

Q9. Llive in another country and | do not have an SSN. How can | register for a User ID and password?
Q10. Why do vou need my e-mail address?

Q11. Why do | need to provide Knowledge Based Authentication (KBA) guestions and answers?

Employer Information Questions:

Q12. What information do | need to associate an Employer?

Q13. Why do | have to supply my EIN?

Q14. What Business Services are available to registered users?

Q15. When | iry to add employer information, | receive a message that I'm already registered?

EIN Questions:

Q16. My company has multiple EINs_Which one do | enter on the registration screen?
Q17. My company has applied for an EIN but hasn't received it vet. Can | register for a User ID/Password?

Self-employed Questions:

Q18. Can self-employed individuals register using the Internet?
Q19. lam self-employed, but have an EIN. Can | register using the Internet?

[Third Party Filer Questions:

Q20. Lam a third party filer (accountant, CPA etc.). Do | need a User |D for each company | am doing business for?

Q20. | am a third party filer (accountant, CPA etc.) Dol need a User ID for each company | am doing business for?

olunteer Questions:

Q21. | am a volunteer who works for an organization such as a church. Can | register for a User ID?

Household Employers Questions: B

Q22. Can household employers register using the Internet?

Q23. | 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?

Q24. | am a household emplaver and have an EIN to report wages for my emplovee, but | do not work under that EIN. How do | register?
Q25 | have an EIN for my own business and have a household employee as well How do | register?

m

User ID Questions:

Q26. How do | use my User ID?

Q27. Can| have more than one User ID?

Q28. How long does it take to get my User ID/Password?
Q29. Will | need to renew my Password?

Q30. How long is my User ID valid?

Q31. What happens if my User ID expires?

Q32. What happens if my User ID is deactivated?

Password Questions:

Q33. Why do | need a password?
Q34. How long should | wait to receive my password?
Q35. What do | do if | forgot my password?

Login Questions:

Q36. | tried several times fo login and | received a message that says, "You have reached the limit on number of attempts.” What do | do
now?

Browser Questions:

Q37. What is 128-bit encryption and why do | need it?
Q38. How can | tell if | have 128-bit encryption?
Q39. | do not have 128-bit encrvption. What should | do?

[ Close Browser Window ]

Didn't find the answers you were looking for?

ou can 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.
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User Registration Questions:

Q1. Who has to register?
|A1. Allindividuals interested in using the services available within the Business Services Online (BSO).
Return 1o Help Topics List

Q 2. Where can | find more information on how to fill out the registration form?

|A2. To receive more information:

1. Select the link within the sentence at the top of the User Registration form, "Select this link for more help with completing this form”
to access the BSO User Registration Help form. You may also access BSO User Registration Help Topics by selecting the BSO Help
link in the upper right corner of the screen.

2. SSA Customner Service

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.

Return to Help Topics List

m

Q 3. When | register, is the User ID issued to my company or to me?

|A3. The User ID is issued to you. Each individual must register and will have his/her own User ID. In addition, an individual may work for
several companies and have multiple User IDs, one for each company.

Return 1o Help Topics List

Q4. When can | register?
|A4. Registration is available year round.
Return 1o Help Topics List

Q5. How do | register?

IAS. You can register by choosing one of two methods:

1. Online:

{Access Business Services Online (BSQ) at hitp://www sacialsecurity govibso/bsowelcome him

2. SSA Customer Support:

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 TDD/TTY call 1-800-325-0778.

Return 1o Help Topics List

Q 6. What information do | need to register?

{AB. You will need to supply the following information:

Name (First Name, Middle Initial and Last Name) as shown on your Social Security Card.

SSN

Date of birth

Address (Street Address, City, Country, State abbreviation, Zip Code) where you want to receive correspondence
User’s phone number

User's E-mail address

User’s Fax number

Selection of five Knowledge Based Authentication (KBA) questions from a provided list of ten questions

9. Answers to the five KBA questions selected

10. Self-selected password

Return to Help Topics List -
Q7. How old must | be to register? n
|A7. Anyone can register; however, you must be 18 or older fo request access to certain business services. If you are under 18, and you
are requesting access to specific business services, you will be instructed to validate your work authorization.

Return to Help Topics List

FNSOARLN=

Q 8. Why do you need my SSN?
{A8. We use your SSN to identify you and authenticate you. It also helps us to ensure the privacy of your information.
Return to Help Topics List

Q9. 1live in another country and | do not have an $8N. Can | register for a User ID and password?

|AS. Yes, you can register by choosing one of two methods:

1. Online:

|Access Business Services Online (BSQO) at hitp-//iwww.socialsecurity. gow/bso/bsowelcome. htm

2. SSA Customer Support:

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.

Return to Help Topics List

Q 10. Why do you need my e-mail address?

{A10. SSA will use your e-mail address o 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 tax year).

Return to Help Topics List

m

Q 11. Why do | need to provide Knowledge Based Authentication (KBA) questions and answers?

{A11. You need to select five KBA questions and provide answers in order to register in the event that you should forget your password.
If you forget your password and can match your answers to three of the previously answered KBA questions presented to you, you can
regain access to Business Services Online immediately. Otherwise, you will have to wait up to two weeks for a temporary password to
be mailed to you.

Return 1o Help Topics List

Employer Information Questions:

Q 12. What information do | need to associate an Employer?

{A12. For your employer association, you will need to supply the following information:
1. Your employment relationship type

2. EIN (if your Business or Organization has an EIN)

3. Business or Organization Name

4. Third Party submitter selection (optional)

Return 1o Help Topics List

Q 13.Why do | have to supply my EIN?

|A13. The EIN is used to identify a business or organization associated to you and will be used to electronically verify your relationship
ith your employer.

Return to Help Topics List

Q 14. What business services are available to registered users?

{A14. For more details on the types of BSO Services that are available, go to hitp:/iwww.socialsecurity.gov/bso/bsowelcome.him and
select the Suite of Services link located under the Information title on the left side. Some services will not be available until you have
hassed reauired authorization checks 3
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@ 14. What business services are available to registered users?
{A14. For more details on the types of BSO Services that are available, go to hitp:/iwww socialsecurity govibso/bsowelcome him and
select the Suite of Services link located under the Information title on the left side. Some services will not be available until you have
passed required authorization checks.

Return to Help Topics List

Q 15. When | try to register, | receive a message that | am already registered under the Employer Identification Number (EIN)
that | provided. What should | do?
IA15. if you do not remember your User ID associated with that employer, please contact SSA Customer Service:
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 TDD/TTY, call 1-800-325-0778.
Return 1o Help Topics List

EIN Questions:

@ 16. My company has multiple EINs. Which one do | enter on the registration screen?
{A16. Use the EIN that appears on your Form W-2.
Return to Help Topics List

Q 17. My company has applied for an EIN but hasn’t received it yet. Can | register for a User ID and Password?

IA17_Yes, you can register for a User ID and Password but you will not be granted access to some SSA services until you receive your
EIN from the Internal Revenue Service (IRS). You may want {o request a filing extension if the filing deadline is approaching. Additional

information on requesting a filing extension can be found on the Internal Revenue Service's (IRS) web site , by searching for documents
related to "filing extension™.

Return to Help Topics List

Self Employed Questions:

Q 18. Can self-employed individuals register using the Internet?

IA18. Yes, self-employed individuals can register via the Internet. On the "Add Your Employer Information” page, select the appropriate
choice for:

Self-Employed Individual with an EIN and receive a W-2 under this EIN, or

Self-Employed Individual with and EIN and do NQOT receive a W-2 under this EIN, or

Self-Employed and my earnings are reported on IRS Schedule SE (Self-Employment earnings).

Return to Help Topics List

]

Q 19. 1 am self-employed, but have an EIN. Can | register using the Internet?

(A19. Yes, self-employed individuals that have an EIN can register via the Internet. On the "Add Your Employer Information” page, select
the appropriate choice for:

Self-Employed Individual with an EIN and receive a W-2 under this EIN, or

Self-Employed Individual with and EIN and do NOT receive a W-2 under this EIN.

Return to Help Topics List

Third Party Filer Questions:

Q20. | am a third party filer (accountant, CPA etc.). Do | need a User ID for each company | am doing business for?
IA20. No, third party filers need to register only once. On the "Add Your Employer Information” page enter your company’s EIN and
select the box indicating "l am a third party submitter registering to do business on behalf of another business or organization.”
Return to Help Topics List

Q 20. | am a third party filer (accountant, CPA etc.). Do | need a User ID for each company | am doing business for? n
IA20. No, third party filers need to register only once. On the "Add Your Employer Information” page enter your company’s EIN and
select the box indicating "l am a third party submitter registering to do business on behalf of another business or organization.”
Return to Help Topics List

@ 21. 1 am a volunteer who works for an 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 for a User ID. On the
"Add Your Employer Information" page, select the appropriate choice for "l am a Volunteer for an organization that has an EIN." Upon
requesting access to business services, the organization will be mailed an activation code notice and must provide you with the
activation code(s) to authorize your access to each service requested.

Return to Help Topics List

Household Employers:

Q 22. Can household employers register using the Internet?

|A22_Yes, household employers can register using the Internet. On the "Add Your Employer Information” page, select the appropriate
choice for "l am a Household Employer and haven an EIN."

Return to Help Topics List

Q 23. | 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. You will need to register for another 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

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

IA24. You can reqgister using the Internet to report wages for your household employee under the EIN you obtained for that purpose.
Return to Help Topics List

Q 25. | have an EIN for my own business and have a household employee as well. How do | register?
IA25. You can reqgister via the Internet. You should use your EIN to report wages for your business and for your household employee(s).
Return to Help Topics List

]

User ID Questions:

Q 26. How do | use my User ID?

{A26. There are two ways you use your User ID:

1. To access the services offered under Business Services Online (BSO).

2. As an electronic signature in your wage file, when using the electronic EFW2/EFW2C format.
Return 1o Help Topics List

Q27. Can | have more than one User ID?

|A27 . Yes, some situations may require you to have more than one User ID. You must have a User ID for each business or organization
for which you are authorized to conduct business with SSA. For example, you may work for 2 companies and do wage reporting for
both, therefore you would have two User ID?s.

Return 1o Help Topics List
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13.0 VIEW/EDIT ACCOUNT INFORMATION

Sodial Security Online

wanw socialsecurity gow
[STANLEY RUTKOW SKI

Log Cut

Manage Account

Manage Employer Information

+ RHemowve Em

A

ViewEdit Account Info

Business Services Online

in Menu | Contact Us | BSO Information | Keyboard Navigation

View/Edit Account Information

Your account information is displayed below . You may update this information at anyime.
Personal & ContactInformation [

Edit Personal Information

& Change P assword
# Disable Account
Mame:
Manage Services Date of Birth:
SSN:
* ViewEdit Senices Country:
. wﬁﬁl—eiﬁnﬂ??izm Home Street Address:
s Enter Aciivation Codes City, State, Zp:

Daytime Phone Num ber:
Fax Num ber:
Email:

Add/Update Em er Infom ation

er Iniormation

Security Questions and Answers

STANLEY RUTKOWSKI
07/11/1965

XXX-XX-T308

United States

3685 TOWN AND COUNTRY
ELLICOTT CITY , MD 21043
(741) 2589632

uszha.nayak@ssa.gov

Edit Security Questions

Question 1:
Answer 1:
Question 2:
Answer 2
Question 3
Answver 3
Question 4
Answer 4
CQluestion 5:
Answer 5

WHAT IS THE NAME OF YOUR FIRST NEPHEW?

A

WHAT IS THE NAME OF YOUR FIRST NIECE?

A

WHAT IS5 THE MIDDLE NAME OF YOUR MOTHER?

A

IF YOU COULD PLAY ANY INSTRUMENT WHAT WOULD IT BE?
A

WHAT IS5 THE NAME OF YOUR FIRST PET?

A

Main Memu
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IRES INTERNET SCREEN DOCUMENT

Business Services Online

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

Sodial Security Online
www socialsecurity. gov
[ETANLEY RUTKOW 3KI

(o]

Manage Account

Edit Personal & Contact Information

) * Indicates required information
+ Change P assword

Personal Information
+ Disable Account

*Email Address:

|usha -neyak@ssa_gov

(i} Why do you need an em all address?

Manage Services *Name:
s ViewEdit Seni [sTawLEY ] | RUTEROWSEI | [ |
+ Reguest NewSenices *First Middle “Last Suffix
+ \iewPending Senices * i .
» Enter Activation Codes Date of Birth:
Manage Employ er Information mmddyyyy
Personal Contact Information
+ Add/Update Em er Infom ation
* Remove E mployer Information
“Country:
[United states v
“Home Street Address:
3685 TOWHM AND COUNIRY
“City: *State: *Zip Code: Ext.:
[EILIceTT cITY | [vD wv| [z1043 |
“Daytime Phone Number:
Extension: [
Fax Number:

Cancel

| Update Informmation |
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15.0 EDIT PERSONAL & CONTACT INFORMATION — CONFIRMATION

Social Security Online Business Services Online
www.socialsecurity.gov Main Menu | Contact Us | BSO Information | Keyboard Navigation
STANLEY RUTKOWSKI oty . . .
gy Edit Personal & Contact Information - Confirmation
oy our il
Manage Account You have successfully updated your personal and contact
information.
o View/Edit Account Info
« Change Password Your new information will be displayed on the View / Edit Account
» Disable Account Info page.

Manage Services

o View/Edit Senices Go to the Main Menu
o Request New Services
.
.

View Pending Semvices
Enter Activation Codes

Manage Employer
Information

s Add/Update Employer

Information

www.socialsecurity.gov
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IRES INTERNET SCREEN DOCUMENT

Social Security Online

wwwi.s ocialsecurity.gov

STANLEY RUTKOWSKI
Log Out I

Manage Account

o View'Edit Account Info
« Cha Password
» Disable Account

Manage Services

View'Edit Sewices
Request Mew Senices

View Pending Senices
Enter Activation Codes

Manage Employer Information

» Add/Update Employer
Information

+ Remove Employ er Information

wwwi.s ocialsecurity.gov

Business Services Online

Main Menu | ContactUs | BSO Informa fion | Keyboa rd Ma vigation

ﬁﬁk Edit Security Questions & Answers
:-.v. ‘| Jll | ¥ =

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

forget your password.
* Indicates required information

“Question 1:

|WHAI I3 THE NAME OF YOUR FIRST NEFHEW?

“Answer 1
2 |

“Question 2:

|WHAI I3 THE NAME OF YOUR FIRST NIECE?

*Answer 2;
|A

“Question 3:

|WHAI I3 THE MIDDLE HNAME OF YOUR MOTHER?

*Answer 3:
|A

“Question 4:

|IF YOU COULD FLAY ANY INSTRUMENT WHAT WOULD IT BE?

*Answer 4:
|A

*Question 5:

|HHAI I5 THE NARME OF ¥OUR FIRST FETI?

*Answer 5:
|A

| Update Information
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17.0 EDIT SECURITY QUESTIONS & ANSWERS — CONFIRMATION

Social Security Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov

STANLEY RUTKOWSKI - - i i
s Edit Security Questions - Confirmation

Log Our | il ¢

Manage Account You have successfully updated your security questions.
» View/Edit Account Info Your new information will be displayed on the View / Edit Account
« Change Password Info page.

o Disable Account

Manage Services

Go to the Main Menu

+ View/Edit Sewvices

« Request New Services

+ View Pending Semices
» Enter Activation Codes

Manage Employer
Information

« Add/Update Employer

Information

www.socialsecurity.gov
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18.0 REQUEST ACCESS TO BSO SERVICES — SELECT SUITE OF SERVICES

Sodial Seqrity Online
www.socialsecurity gov

STANLEY RUTKOW SKI1

Log Cut

Manage Account
» ViewEdit Account Info
« Cha Pas sword
» Dissble Account
Manage Semvices
» ViewEdit Senices
. .
*» View Pending Senices
. E htion ©
Manage Employer Information

» Add/Updste Emplover Information

Business Services Online

MainMenu | Contact Us | BSO Informa tion | Keyboa rd Navigation

P Request Access to BSO Services
A

Select Service Suites

You must request access to do specific functions within a sewice suite. Let us helpyou
choose which functions to add.

O SSA Services Suite for Employers:

Electronic Wage Reporting Service and/or Social Security Number Verification
Senvice (SSNVS)

Electronic Wage Reporting allows employers to test wage files using AccuWage, report
wages to Social Security, and to view the status of their submission.

Social Securty Number Verification Semvice (SSNVS)

Allowes the completion of an online form or submission of a file to request verification of
names and Social Security Numbers of employees free of charge to employ ers and their
agents forwage reporting purposes only. To verify SSMs for otherthan wage reporting
purposes, please select the Special Senvices Suite for Consent Based Social Security
Mumber Verification Service (CBSV) below.

[0 SSA Services Suite for Attorneys:
Formm $5A-1694 Business Taxpayer Information

Allowes attorney s or authorniz ed representatives to register with Social Security for Form
S5A-1694 Request for Business Entity Taxpayer Imfiormation and perform the following
functions:

» Complete Form 35A-1694 Business Taxpayer Information Fomm
« Update Fom 535A-1694 Business Taxpayer Information Form

[ Internet Representative Payee Suite:

Allows individual and organizational representatives to file their Representative Payee
Report electronically . This includes Form SSA 4623 for individual Representative Payees,
SSA-6230 for parents, stepparents and grandparents with minor children in custody, and
S5A-6234 for Representative P ayee organizations.

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

Special Services Suite:
|:| CBSV: Consent Based Social Security Number Verification Service

CBSV, a consent and fee-based, third party verification service should not be confused
with SSMNVS semvice displayed above inthe S3A Sewices Suite for Employers.

Inorder to complete your registration we must collect your Employer Information. Please
check the CBSV bax tothe left then select the " MNext™ button below to record your
Employers EIN and Business or Organization name. Note: You will be denied accessto
CBSV ifthis infformation is not provided.

Cancel Hext
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19.0 REQUEST AcCESS TO BSO SERVICES — EMPLOYER INFORMATION IS REQUIRED

Social Searity Online Business Services Online
PN R T MainMenu | Contact Us | BS0 Informa tion | Keyboard Mavigation
STANLEY RUTKOW SKI . .
ywm: Request Access to BSO Services
Log Cut % __|_|§:|,_.’
Select Service Suites
Manage Account
+ Employer Information is required for the selected suite(s). Please selectthis

» ViewEdit Account Infs link Add ¥ our E mployer Informafion to continue.

# Change Pas sword

+ Dis shie Acoount You must request access to do specific functions within a sewice suite. Let us helpyou

choose which functions to add.
Manage Services

¥ SSA Services Suite for Employers:
* ViewEdit Senices

* Beguest New Seniges Electronic Wage Reporting Service and/or Social $ecurty Number Verification
* Miew Pending Senices Semvice (SSNVS)

* Enter Actiation Codee
Electronic Wage Reporting allows employers to test wage files using AccuWage, report

Man age Employer Information wages to Social Security, and to view the status of their submission.
* Add/Updste Employer Information Social Security Murmber Verification Service (SSNV 5) allows the completion of an online

form or submission of a file to request verification of names and Social Security Mumbers
of employees free of charge to employers and their agents for wage reporting purposes
only. Towerify S5Ns for other than wage reporting purposes, please select the Special
Sewices Suite for Consent B ased Social Security Mumber Verification Service (CBSV)
below.

SSA Services Suite for Attorneys:
Formm S5A-1694 Business Taxpayer Information
Allows attorney s or authorized representatives to register with Social Security for Form
55A-1694 Request for Business Entity Taxpayer Infformation and perfiorm the following
functions:

« Complete Form S5A -1694 Business Taxpayer Information F om
« Update Fomm S5A-1694 Business Taxpayer Information Form

Internet Representative Payee Suite:

Allows individual and organizational representatives to file their Representative Payee
Report electronically. This includes Form SSA-623 for individual Representative Payees,
S5A-6230 for parents, stepparents and grandparents with minor children in custody, and
55A-623 for Representative Payee organizations.

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

Special Services Suite:

CB5V: Consent Based Social Security Number Verification Serwvice
In order to complete your registration we must collect your Employer Information. Please
check the CBSV box tothe left then select the "Next™ button below to record your
Employer's EIN and Business or Organization name. Mote: You will be denied access to
CBSV ifthis information is not provided.

Cancel | Hexe
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20.0 REQUEST AccEsS TO BSO SERVICES — EMPLOYER INFORMATION NOT

AVAILABLE (MEF FAILURE)

Social Secuity Oniine Business Services Online

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

JOHN PUBLIC

Request Access to BSO Services

Employer Information Not Available

. We cannot match the employer information that you provided. Only
Main Menu services allowed without matching this information will be available for
request at this time.

Manage Account 9 I
We are unable to complete your request for services at this time because

+ dizwEdl Account nfg the information you provided does not match the information SSA has on

* Change Password

 Disable Account file 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
Manage Services SSA’s records do not yet reflect your employment with the business or
o iwiEilit Sonices organization for whom you are trying to request services.
0 i < .
i VB“L‘——‘—;V;’ %S;n'\éie:vg %Zni?s Please send a fax to (570) 706-7874 and provide the following
« Enter Activation Codes information:

Manage Employer Information A letter on your company’s letter head providing the following:

* Add/Update Employer Information e Your Company Name
o Remove Employer Information  Your Company Address
¢ Your Company Telephone Number
e Your Company EIN
* Your Name
e Your User ID (used to log in to these services)
o Your Social Security Number (SSN)
» Your Date of Birth
¢ Authorizing Official's Name
« Authorizing Official's Title
» Authorizing Official's Date of Birth
» Authorizing Official's Social Security Number
« Statement certifying that you work for the employer and are
authorized to conduct business on behalf of the employer

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 e-mail, phone call, or fax.

.socialsecurity.gov
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21.0 REQUEST AcCESS TO BSO SERVICES - EMPLOYER ADDRESS NOT AVAILABLE

(PENDING EIN ADDRESS)

Social Security Online Business Services Online

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

JOHN PUBLIC

Request Access to BSO Services Confirmation

Employer Address Not Available
Your request for access to the services and tasks listed below was

Main Menu received on October 21, 2010.
Manage Account The service(s) listed below is (are) currently pending
because your employer's address cannot be found in SSA

o View/Edit Account Info
e Change Password
e Disable Account

records.

Manage Services Report Wages to Social Security

View/Edit Senices View Wage Report Name / SSN Errors

Regquest New Semices " I g v "
View Pending Senices Social Security Number Verification Service

.
.
.
« Enter Activation Codes

Form SSA-1694 Request for Business Entity Taxpayer Information
Manage Employer Information

) To confirm your employer's address, please send a fax to (570)
+ AddUpdate Employer Information  706.7874 and provide the following information:

¢ Remove Employer Information

A letter on your company's letter head providing the following:

e Acopy of IRS Form SS-4 (or)

o Acopy of IRS Form 941 (or)

* |IRS EIN Notification Letter and a letter on your company letter
head including the following:

e Your Company Name

« Your Company Address

* Your Company Telephone Number

« Your Name

e Your Social Security Number

* Your Date of Birth

e Your User ID (used to log in to BSO)

« Your Signature

* Your Printed Name

* Your Title

« Authorizing Official's Name

o Authorizing Official's Title

¢ Authorizing Official's Date of Birth

e Authorizing Official's Social Security Number

« Statement certifying that you work for the employer and are
authorized to conduct business on behalf of the employer

You will be informed by email, phone, or fax what to do next. You should
hear from us within two business days after sending your fax. Please
note that from January through April, the peak wage-reporting season, it
may take a few business days longer.

Please print this page for your records.
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22.0 REQUEST AcCESS TO BSO SERVICES - AGE RESTRICTION

Social Security Online Business Services Online

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

www.socialsecurity.gov

P Skey,

JOHN PUBLIC SN

an
'

Request Access to BSO Services

STRR

Age Restriction

Main Menu We are unable to process your request at this time because you

are less than 18 years of age.
Manage Account

To continue, please send a fax to (570) 706-7874 and provide the

o View/Edit Account Info SRy A
following information:

e Change Password

o Disable Account -
A statement on your company's letter head from an authorizing officer that:

Manage Services
* You work for the company whose EIN you are providing,

 View/Edit Senices « You are authorized to conduct business on behalf of the company
e Reguest New Senvices : i

N ende S with whose EIN you are providing,

o Enter Activation Codes * You are under 18 years old,

« The authorizing officer is older than 18 years,
Manage Employer Information e The authorizing officer take full responsibility for your actions.

* Add/Update Employer Information
« Remove Employer Information

.socialsecurity.gov
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23.0 REQUEST ACCESS TO BSO SERVICES - EMPLOYER INFORMATION (PAGE 1 OF 3)

Sodal SecurntyOnline
www_social security gov

STANLEY RUTKOW 5Kl

Manage Account

= View/ Edit Account Info

@« Change Pessword
# Disable Account

Manage Services

View Edit Servces
Reoguest New Services
iew Pending Serices
E jemtion C

Manage Employer Information

= Add'Updste Emplover Informstion
#+ Remowe Employer Information

Business Services Online

Main Menu | Contact Us | B 50 jnformation | Keyboard Navigation

ﬁ;ﬁ Employer Information

Page 10of 5

Employer Identification Number (E IN}:

Business or Organization Name:
|u2<:c: |

You currently have access to the following services:

Your additional request for services will be for the Employer Information listed above.
To update Employer Informafion, select "Add/Update Employer Informafion” link from
the left panel.

Previous Hext
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24.0 REQUEST AcCCESS TO BSO SERVICES - REPORT WAGES TO SOCIAL

SECURITY/VIEW WAGE REPORT NAME/SSN ERRORS (PAGE 2 OF 3)

Sodal SecurityOnline Business Services Online
wwww.socialsecurity gov Main Menu | Contact Us | B SO Information | Keyboard Navigation e
STANLEY RUTKOW SKI

=% RequestAccess to BSO Services
Log Ous | %, il a

Manage Account Page 2 of &

» View Edit Account Info Report Wages to Social Security

» Change Fassword

s Dissble Account Requesting access for the ReportWages to Sodal Security function will allow you fo -
Manage Services « Testwage files using AccuWWage,

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

» View Edit Senices « Upload wage submission or resubmission files that are prepared in the

*» Heguest New Senices Electronic Filing (EFW2/EFW2C) format,

* View Pending Senices « Acknowledge resubmission request notices and obfain time extensions for

» Enter Activation Codes submission requests, and

« View Wage Report status.
Manage Employer Information

Do you want to report wages to Social Security and/or test wage files
« Add'Update Employer informsation using AccuWage?
= Remowe Employer Information

® Yes (O No
In addition, do you want to View Wage Report Name/SSN Errors ?

® Yes (O No
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25.0 25. REQUEST AcCESS TO BSO SERVICES - SOCIAL SECURITY NUMBER

VERIFICATION SERVICE (SSNVS) (PAGE 3 OF 3)

Sodal SecurityOnline Business Services Online
W socialsecurity gov Main Menu | Contact Us | BSO jnformation | Keyboard Navigation o
5T ANLEY RUTKOW SKI

ﬁm Request Access to BSO Services
7

(s oo | it

Manage Account Page 3 of 5
* View Edit Account Info Social Security Number Verification Service (SSNVS)
« Change Pessword
+ Dissble Account Do you want to verify Social Security Numbers Onling?
Manage Services Requesting access for the Social Security Number Verification Service will allow you
to complete an online form or to submitfiles o request verification of names and
*+ View/Edit Senices Social Security Numbers of employees of the company for which youwork or of the
* Beguest Mew Serjices company that has hired you to perform this service.
+ View Pending Senicas
» Enter Activation Codes Access to the name/ number verification service involves a more
rigorous process and requires pre-authorzation from your employer.
Manage Employer Information If access is requested, your employer will be notified via first class
mail, usually within 2 weeks. The notice will indude an activation
+ Add/\ndste Emgloyer Information code which is needed to activate your request.
s Remowe Emplover Information
® Yes
i No

I < Previous I |ngr.
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26.0 REQUEST AcCESS TOo BSO SERVICES - COMPLETE FORM SSA-1694 BUSINESS

TAXPAYER INFORMATION FORM (PAGE 4 OF 4)

Sodal SecurityOnline Business Services Online
e e Main Menu | Cantact Us | BSO Information | Keyboard Navigation o
STANLEY RUTKOW SKI

ﬁﬁn‘fm Request Access to BSO Services
e

Manage Account Page 4 of &
s View Edit Account Info Complete Form S5A-1694 Business Taxpayer Information Form
: m Do y{i-}u want to Complete Form $5A-1694 Business Taxpayer Information
Manage Services [::\rni}rms partnerships, corporafions, or muli-member LLCs/LLPs that have

attorneys and/or non-attorney re presentatives as partners or employees who receive
+ View/Edit Senices direct payments must provide us with taxpayer ide niification information for that
foIEna s tatices business eniity using the Business Taxpayer Information Form (Form SSA-1694).
* Miew Pending S snices Youwill be able fo:
+ Enter Activation Codes
« Complete a Business Taxpayer Information Form

Manage Employer Information « Update a Business Taxpayer Infformation Form

« Add'Updote Emplover Information ® Yes
* Remowe Employer Information

) No
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27.0 REQUEST AcCCESS TO BSO SERVICES - INTERNET REPRESENTATIVE PAYEE
(PAGE 5 OF 5)

Social Security Online

www.socialsecurity.gov

Business Services Online

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

JOHN PUBLIC

Main Menu

Manage Account

® View/Edit Account Info

® Change Password
e Disable Account

Manage Services

View/Edit Services
Reguest New Semices

View Pending Semices
Enter Activation Codes

Manage Employer Information

e Add/Update Employer Information
e Remove Employer Information

Request Access to BSO Services

Page 5of 5
Internet Representative Payee
Do you want to complete Form SSA-623,5SA-6230 or SSA-62347

Allows individual and organizational representatives to file their
Representative Payee Report electronically. This includes the following:

« Form SSA-623 for individual Representative Payees

o SSA-6230 for parents, stepparents and grandparents with minor
children in custody

¢ SSA-6234 for Representative Payee organizations

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

© No

© Yes,and | am an employee of a Representative Payee organization
that administers benefits for several benefit recipients

Support for registration, login, and selecting the IRPA service: Call
1-800-772-6270

www.soclalsecurity.gov
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28.0 REQUEST AcCESs TO BSO SERVICES - REQUEST SUMMARY

Social Security Online Business Services Online

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

JOHN PUBLIC

Request Access to BSO Services

Request Summary

You have selected the following functions:
Main Menu

Report Wages to Social Security
Manage Account

View Wage Report Name/SSN Errors
o View/Edit Account Info

® Change Password Social Security Number Verification Service (SSNVS)
e Disable Account

Manage Services Select the "Confirm" button below to send your access request to the
Social Security Administration. If you wish to make changes, use the "<<
® View/Edit Senices Previous" button to return to the appropriate page.
® Request New Semwices
e View Pending Semices Contitn
e Enter Activation Codes

Manage Employer Information

® Add/Update Employer Information
e Remove Employer Information

www.socialsecurity.gov
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29.0 REQUEST AcCEss TO BSO SERVICES CONFIRMATION

Social Security Online Business Services Online

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

JOHN PUBLIC

Request Access to BSO Services Confirmation

Your request for access to the services and tasks listed below was

Main Menu received on October 21, 2010.

Manage Account Report Wages to Social Security
T — You may begin to use this service immediately. To do that, select "BSO
. Chifios Pasoword Main Menu" below. Then, on the BSO Main Menu page, select "Report
e Disable Account Wages to Social Security."

Manage Services View Wage Report Name / SSN Errors

An activation code has been sent by first class mail to the address we

* View/Edit Senices have on record for your employer (MY CITY, MD). Once you have

® Request New Senvices

e View Pending Senices received the activation code and activated this service, you may view
e Enter Activation Codes "View Wage Report Name / SSN Errors” from the Wage Reporting
menu.

Manage Employer Information

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

Please print this page for your records.

e Add/Update Employer Information
e Remove Employer Information

www.socialsecurity.gov
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30.0 MAIN MENU-WITHOUT SERVICES

Social Security Online Business Services Online
www.socialsecurity.gov B30 Main Menu | B50 Information | Contact Us | Keyboard Navigation
Jms: Main Menu HELP
il ¢
STANLEY RUTK.CAY SKI
Logout | Welcome, STANLEY RUTKOWSKI

Your password expires onJuly 09, 2018
Manage Account

* View /Bt Account hfo

® Change Pessword

You currently do not have access to any services.
® Disble Account

The following options are available to you:

+ [fyouhavereceived an Activation Motice, go to Enter Adtivation Code(s); or
« You can review the status of y our senice request(s) at ViewP ending Senices; or
» You can add sewices to your menu at Reguest Mew Senices,

Manage Services

* View [ Bit Services

® Requesthew Services
* View Pending Services
® Enter Activation Code{s)

Hae 3 quedion? Call 1-800 7 726270 M ond 3y
threu:

ah
Faday, 7:00 am. to 7:00 p.m. Eademn Time to
spea kwith Employer Cudomer
Senice permnnel. For TDIVTT Y call 1-800-325-
0778
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31.0 MAIN MENU-WITH SERVICES

Social Security Online Business Services Online
s Main Menu HELP
% il 2

STANLEY RUTKOWSKI

Logout | Welcome, STANLEY RUTKOWSKI

Your password expires on July 09, 2018
Manage Account

e Report Wages To Social Security

Test wage files using AccuWage
Submit, download and print W-2s5 and W-2cs
View submission status, errors and error notices for wage reports submitted by or for your company

=+ Change Password
= [hsable Account

Manage Services Request an extension to resubmit a wage file
* View /Edit Services Social Security Number Verification Service
* Reguest New Services Request online SSN verification, or
* View Pending Services Submit files for SSN verification

= Enter Activaion Codels)
Form 8 8A-1694 Request for Business Entity Taxpayer Information

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

Manage Employer Information

=+ Add/Update Employer information
» Remove Emplover Information

Have a gquestion? Csll 1-800-772-6270 Mondsy
through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to
speak with Employer Customer
Service persennel. For TODVTTY call 1-800-
325-0778.

www.socialsecurity.gov
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32.0 SoclIAL SECURITY NUMBER VERIFICATION SERVICE

IRES INTERNET SCREEN DOCUMENT

Social Security Online

STANLEY RUT K.OW SKI

Manage Account

® \Vew /HEit Account hio

® Change Pesswaord
® Disable Account

Manage Services

o View /HEiit Services

® Requesthew Sorvices
® \Vipw PRending Services
& Enter Activation Codels)

Manage Employer Information

* Add = Information
® Remove Emplover nformstion

Hawe 5 quesbton? Call 1-B00-772-6270 Mondsy
thrugh
Friday, 7:00 a.m. to 7:00 p.m. Easem Time o
speakwith Employer Cusiomer
Senice peonnel. For TODT T call 1-800-32 5-
0778,

Business Services Online

" il 2

Request Online SSN Verification

Manually enter and submit up to 10 Social Security Numbers and Names to be verified by Social

Security. Results are retumed immediately for review.

Submit an Electronic File for 5N Verification

Submit a file containing Names and Social Security Numbers to be verified by Social Security.

The data in the file must be inthe correct format.

View Status and Retrieval Information
View the current status of a submission.

View Social Security Number Verification Service Handbook

www.socialsecurity.gov B50 Mam Menu | B 50 Information | Contact U's | Keyboard Nawiga fion

== Social Security Number Verification Service HELP

Review additional information on submitting files to Social Security for verification and retrieving

the results of the submissions.

| BSO Main Menu
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33.0 ForM SSA-1694 REQUEST FOR BUSINESS ENTITY TAXPAYER INFORMATION

Social Security Online Busimess Services Online

@ Form SSA-1694 Request for Business Entity Taxpayer Information

i HELP
STANLEY RUT KCAW SKI Submit/ Update Business Taxpayer Information
Submit or update a Business Taxpayer Information form to receive form 1099 for work related to

claimant representation.
Manage Account

| BSOMainMenu |
* \View /Hit Account hfo

& Chanpe Pessword
#® Diable Account

Manage Services

View /Bt Services

Regues t New Services
Wiew Pending Services
Enter Activation Code(s)

Manage Employer Information

& AddUpdsie Employer Information
® Ramoue & nformston

Hae 3 quedion? Call 1-800 7726270 M ond 3y

through
Fday, 7:00 a.m. to 7:00 p.m. Eagem Tims to
spes kwith Employer Customer
Sendoe permnnel. For TDOVTT Y call 1-800-325-
07Te.
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34.0 INTERNET REPRESENTATIVE PAYEE ACCOUNTING

Social Security Onlice Business Services Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
ﬁ;;‘ Internet Representative Payee Accounting HELP
JOHN PUBLIC h
Logout File a Representative Payee Accounting Report
Filea ive Payee A ing Report

View a Submitted Representative Payee Report

Manage Account View a Submitted Representative Payee Report

® View / Edit Account Info

® Change Password BSO Main Menu

¢ Disable Account

Manage Services
® View / Edit Senvices
® Reguest New Senices
® View Pending Senices
® Enter Activation Code(s)

Manage Employer Information
® Add/Update Employer Information
® Remove Employer Information

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 TDD/TTY call 1-800-325-0778.

www.socialsecurity.gov

BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
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35.0 ENTER ACTIVATION CODE(S) FOR THE APPOINTED REPRESENTATIVE

www.socialsecurity.gov

DAVID LEIGHTOMN
Rep ID: HFK8XCCQTEB

Manage Account

« View/Edit Account Info
+« Change Password
e [Disable Account

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

e By
1]

ﬁﬁfmﬁﬁf Enter Activation Code(s)
.Gf%.a!_-ltl.uh‘f

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

Enter Activation Code:

[ ]
[hceaceny

Cancel | Activate Service (=) |

www.socialsecurity.gov
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36.0 APPOINTED REPRESENTATIVE SERVICES - MAIN MENU

Text Size v Accessibility Help

v SECy,

| Jm\ Social Security

The Official Website of the U.S. Social Security Administration

Appointed Representative Services

Electronic Records Express(ERE) Manage Account
Electronic Records Express will provide you access to your authorized services, such as: - O View / Edit Account
+ Access Claimant's Electronic Folder Info
- Send Response for Individual Case - O Change Password
+ Communication Utility = O Disable Account

+ Get Status Reports

Enter ERE |

Registration

Internet Registration for Appointed Representative Services is currently unavailable while we improve the
online registration process. Please complete the paper form SSA-1699 to register for Direct Pay or to
update your information, and fax it to 1-877-268-3527.

Log Out
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37.0 VIEW/ EDIT SERVICES — NO SERVICES AVAILABLE

Social Security Online

www.socialsecurity.gov

ISTANLEY RUTKOWSKI

Log Cut

Manage Account

» View'Edit Account Info
» Cha Password
» Disable Account

Manage Services

ViewEdit Seni
Reguest New Senices
View Pending Senices
Enter Activation Codes

Manage Employer Information

o Add/Update Employer Information

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboa rd Mawvigation

ﬁsalaim No Services Available
s_‘. Il =

gy

There are no services available for the option you selected.

If you require addifional assistance, please call 1-800-772-6270. For
TDL/TTY call 1-800-325-0778 Monday through Friday, 7:00 am. to 7:.00
p.m. Eastem Time to speak with Employer Customer Senvice personnel.
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38.0 REQUEST NEW SERVICES

Sodal Sequrity Online

WWW. 50cialsecurity gov

Business Services Online

MainMenu | Contact Us | B3O Information | Keyboard Mavigation

ISTANLEY RUTKOW SKI

Log Cus

Manage Account

» ViewEdit Account Info
s Chs Pas sword
s Disshle Account

Manage Services

» ViewEdit Senices

. .

s View Pending Senicss

. _—
Manage Employer Information

= Add/Updste Employer Information

~m. Request Access to BSO Services

)
Select Service Suites

You must request access to do specific functions within a semwvice suite. Let us helpyou
choose which functions to add.

O SSA Services Suite for Employers:

Electronic Wage Reporting Service andior Social Securty Number Verification
Senvice (SSNVS)

Electronic Wage Reporting allows employers to test wage files using AccuWage, report
wages to Social Security, and to view the status of their submission.

Social Secunty Mumber Verification Service (SSNV 5)

Allows the completion of an online form or submission of a file to request vernification of
names and S ocial S ecurity Nurmbers of employees free of charge to employers and their
agents for wage reporting purposes only. To verify SSMs for other than wage reporting
purposes, please select the Special Senvices Suite for Consent Based Social Security
Mumber Verification Service (CBSV) below.

0 SSA Services Suite for Attorneys:
Form SSA-169%4 Business Taxpay er Information

Allows attorney s or awthonzed representatives to register with Social Security for Form
535A-1694 Request for Business Entity Taxpayer Information and perform the following
functions:

+ Complete Form 35A-1694 B usiness Taxpayer Information F omm
« Update Form 55 A-1694 Business Taxpayer Information Form

O Internet Representative Payee Suite:

Allows individual and organizational representatives to file their Representative Payee
Repart electronically . This includes Form S5A-623 for individual Representative Payees,
S3A-6230 for parents, stepparents and grandparents with minor children in custody, and
535A-6234 for Representative P ayee organizations.

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

Special Services Suite:
D CB5V: Consent Based Social Security Number Verification Service

CBSV, a consent and fee-based, third party verification service should not be confused
with SSMNVS semvice displayed above inthe S5A Sewvices Suite for Employers.

In order to complete y our registration we must collect your Employer Infformation. Flease
check the CBSV bax tothe left then select the ™Mext™ button below to record your
Employer's EIN and Business ar Organization name. Nate: You will be denied access to
CBSV if this information is not provided.

Cancel Haxt
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39.0 REMOVE AccCESSs TO BSO SERVICES

Social Secuity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboa rd Navigation

STANLEY RUTKOWSKI e, .
sm: Remove Access to BSO Services

Tog out -'..'.'.[!"-’
To remove access from BSO Services please select the services(s) that you would like
to remove.
Manage Account [] Report Wages to Social Security
s View'Edit Account Info « Create, print, and submit Forms W-2 and W-2c Cnling,
+ Change Password « Upload wage submission or resubmission files that are prepared in the Electronic Filing
+ Disable Account (EFW2/EFW2C) format,
« Acknowledge resubmission request nofices and obtain time extensions for resubmission
Manage Services requests, and
« View Wage Report Name / SSN Errors
¢ View'Edit Sewvices
+ Request New Senices If access to Report Wages to Social Security is removed, View Wage Report Name/ SSN Errors
s View Pending Senices will also be removed.
¢ Enter Activation Codes

. [] ViewWage Reports Name [ SSN Errors
Manage Employer Information

. » View the submission status, errors and eror notices for wage files and/or wage reports with
» Add/Update Emplover Information Name/SSN Emors submitted by you or on your behalf.
« Remove Employ er Information

[ Social Security Number Verification Service ( SSNVS)

« Complete an online form or submit files to request verification of names and Social Securnty
Numbers of employees of the company for which you work or of the company that has hired you to
perform this service .

[] Form $SA-1694 Request for Business Entity Taxpayer Information
Law firms, partnerships, corporations. and muli-member LLCs/ LLPs that have attorneys and Jjor non-
attorney representatives as partners or employees who receive direct payment must provide us with
taxpayer identification informafion for that business entity using the Business Taxpayer Informafion
Fom. You will be able to:

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

et
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40.0 REMOVE AccEss To BSO SERVICES SUCCESSFUL

Social Security Online Business Services Online

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

oSy,

JOHN PUBLIC /ﬁﬁ\ Remove Access to BSO Services Successful

Main Menu Your request to remove access to View Wage Report Name/SSN Errors
was successful. If you have removed this access in error you may select

Manage Account the "Request New Services" on the left panel to re-select the service.

e View/Edit Account Info

e Change Password = =
& Dicshla Accsin [Deactivate Another Service

Manage Services
® View/Edit Senices
e Reguest New Semices
e View Pending Senices
e Enter Activation Codes
Manage Employer Information

e Add/Update Employer Information
o Remove Employer Information

www.soclalsecurity.gov
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41.0 ACcCTIVATE ACCESS TO BSO SERVICES - NO SERVICES AVAILABLE

Social Security Online Business Services Online

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

www.socialsecurity.gov

JOHN PUBLIC No Services Available

There are no services available for the option you selected.

> If you require additional assistance, please call 1-800-772-6270. For
Main Menu TDD/TTY call 1-800-325-0778 Monday through Friday, 7:00 a.m. to 7:00
p.m. Eastern Time to speak with Employer Customer Service personnel.

Main Menu

Manage Account
o View/Edit Account Info
® Change Password
e Disable Account
Manage Services
e View/Edit Senvices
® Request New Semwices
.
L]

View Pending Services
Enter Activation Codes

Manage Employer Information

® Add/Update Employer Information

www.socialsecurity.gov
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42.0 ACTIVATE AcCESS TO BSO SERVICES

Social Security Orline Business Services Online

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

JOHN PUBLIC /ﬁﬁ\ Enter Activation Code(s)

Main Menu Enter the activation code for any service(s) for which you have requested

access and have received an activation code.
Manage Account
Enter Activation Code:
® View/Edit Account Info 1

e Change Password
e Disable Account

Manage Services [Betivate service(s) |

® View/Edit Senices

e Reguest New Semices
e View Pending Senices
e Enter Activation Codes

Manage Employer Information

e Add/Update Employer Information
o Remove Employer Information

www.soclalsecurity.gov
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43.0 ACTIVATE ACCESS TO BSO SERVICES SUCCESSFUL

Social Security Online Business Services Online

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

www.socialsecurity.gov

JOHN PUBLIC Enter Activation Code(s) - Confirmation
Main Menu You have successfully activated View Name and Social Security

Number Errors.
Manage Account

The service(s) listed are now available from the Main Menu.

o View/Edit Account Info
e Change Password
o Disable Account

[Go to the Main Menu]

Manage Services
View/Edit Semwices

.
* Reguest New Senvices
.
.

View Pending Senvices
Enter Activation Codes

Manage Employer Information

o Add/Update Employer Information

* Remove Employer Information

.socialsecurity.gov
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44.0 VIEW PENDING SERVICES - RE-REQUEST ACTIVATION CODE - WITHOUT SERVICES

Social Security Online
www socialsecurity gow

STANLEY RUTKOW SKI
I Log Jut I

Manage Account
* ViewEdit Account Info
» Change P assword
* Disable Account

Manage Services

* ViewEdit Seni
+ Request New Senices
[
[

ViewPending Senices
Enter Activation Codes

Manage Employer Information

+ Add/Update Em ployer Infom ation

Business Services Online

Main Menu | Contact Us | BSO Inform ation | Keyboard Hawigation

ﬁf;ﬁa\ Re-Request Activation Codes
7, I

You have not entered the activation code(s) for the requested senvices listed
below. If you have not received your activation code(s) or have misplaced them,
you may have the activation code mailed fo you again by selecting the senice(s)
below. You may only request activation codes every 10 days. Each activation
code will expire 60 days afier the date you initially selected the senvice. If the
activation code expires, select Request Mew Senices onthe left panelto re-
select the senvice.

The service(s) listed below is (are) aurrently pending because
our employer's address cannot be found in SSA records.

You may have already faxed in the required infermation. You will be

informed by email, phone, or fax what to do next You shoud hear from us within
two business days after sending your fax. Please note that from January through
April, the peak wage-reporting season, it may take a few business days longer.

Ifyou have not faxed in the required information, please send a fax to 1-
877-267-4016 and provide the following information:

A letter on your company's lefter head providing the following:

« Acopy of IRS Form S5-4 (or)

« Acopy of IRS Fom 941 (or)

« RS EIN Nofification Letter and a letter on your company letter head
including the following:

Your Company Name

Your Company Address

Your Company Telephone Number

Your Name

Your Sodial Security Number

Your Date of Birth

Your User ID (used to log inta BSO)

Your Signature

Your Printed Name

Your Tile

Autharizing Official's Name

Autharizing Cfficial's Title

Autharizing Official's D ate of Birth

Autharizing Official's Social Security Number
Statement certifying that youwork forthe employer and are authorized
o conduct business on behalf of the employer

| Cancel ] BEe-Beguest
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45.0 VIEW PENDING SERVICES - RE-REQUEST ACTIVATION CODE - WITH SERVICES

Social Security Oniine Business Services Online

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

JOHN PUBLIC /;%“p Re-Request Activation Codes
g,(/\ | ! . [ ‘\\;z
|
Main Menu You have not entered the activation code(s) for the requested services
listed below. If you have not received your activation code(s) or have
Manage Account misplaced them, you may have the activation code mailed to you again by
T o selecting the service(s) below. You may only request activation codes
¢ Cliice Paiigd every 10 days. Each activation code will expire 60 days after the date you
e Disable Account initially selected the service. If the activation code expires, select Request

New Services on the left panel to re-select the service.
Manage Services

View Wage Report Name/SSN Errors
View/Edit Semwices

.
¢ %@%—m « View Wage Report Name/SSN Errors will display these errors for
© Enter Activation Codes the wage information submitted by you or for your employer.
Manage Employer Information Re-Request

e Add/Update Employer Information
® Remove Employer Information

www.socialsecurity.gov
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46.0 VIEW PENDING SERVICES - CONFIRMATION OF ACTIVATION CODE NOTICE RE-

REQUEST

Social Security Online Business Services Online

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

. Skey,
3 %,

JOHN PUBLIC m
%, 1l

View Pending Services - Confirmation of Activation Code Notice

Re-Request
Main Menu You have successfully submitted a request for a new activation
notice.
Manage Account
[View Pending Services] [Go to the Main Menu
o View/Edit Account Info

® Change Password
® Disable Account

Manage Services
o View/Edit Services
® Request New Semwices
.
.

View Pending Senvices
Enter Activation Codes

Manage Employer Information

® Add/Update Employer Information
e Remove Employer Information

Page 54 of 98



IRES INTERNET SCREEN DOCUMENT
47.0 ENTER TEXT-ENABLED CELL PHONE

Social Security Online Appointed Representative Services

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

JOHN PUBLIC Enter Text-Enabled Cell Phone Number

Rep ID: ABCDIREPID % lilh &
*Indicates Required Information
Main Menu
The following services you are activating require an increased level of security due to the
Manage Account sensitive information they may contain:

* View/Edit Account Info

o Change Password : .
« Disable Account * Access Claimant's Electronic Folder

Manage Services Provide a Cell Phone Number
* View/Edit Services A text-enabled cell phone number must be provided so that SSA can send a one-time password to
* Request New Senvices you by text message whenever you access specific services. This text-enabled cell phone number
o View Pending Senices ill also b d f e £in the fut
s Enfor Acttion Codes will also be used for services you request in the future.

*Text-enabled Cell Phone Number: © Why do | need a text-enabled cell phone?

Make sure your cell phone number is available before you continue!
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.

I < Back } { Cancel I [ Next > ]

www.socialsecurity.gov
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www.socialsecurity.gov

DAVID LEIGHTON
Rep ID: HFKBXCCQTB

Log Out
Manage Account
s View/Edit Account Info

& Change Password
o Disable Account

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

.e.

ﬁ?nsiw: Enter Text-Enabled Cell Phone Number
&, M &

we

- By,

*Indicates Required Information

The following services you are activating require an increased level of security due tc
information they may contain:

« Access Claimant's Electronic Folder

Provide a Cell Phone Number

A text-enabled cell phone number must be provided so that S5A can send a one-time passwc
message whenever you access specific services. This text-enabled cell phone number will als
you request in the future.

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

|9151231234 |

Make sure your cell phone number is available before you continue!
Please allow up to two minutes for the text message to arrive. The one-time passwo
total of 10 minutes from the time of your request.

| < Back | Cancel | I:
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48.0 EMPLOYER INFORMATION ATTESTATION

Sodal SecurityOnline
STANLEY RUTKOW SKI

Log COus

Manage Account
+ View'Edit Account Info
+ Change Password
+ Dizable Account
Manage Services
* View/Edit Serices
+ Reguest Mew Sernvices
Ny - -
+ Enter Activation Codes
Manage Employer Information

s Add'Update Em & Informat ion

socialsecurity.gov

Business Services Online

Main Meru | Contact Us | B BSOInformation | B Keyboard Navigation

ﬁ:ﬁﬁ Employer Information Attestation

Please read the following information about entering employ er information to request access to
BSO services.

Employer Information for Business Services Online.

To request access to BSO services, complete the employer information form and
select the submit button on the following page. The information you submit will be
verified against our records.

After successfully entering employer information, youwillbe able fo select individual
senvices based upon the suite(s) of services you selected.

You may update your employer information any ime.

| understand that the Social Security Administration (SSA) will validate the information
| provide against the informafionin SSA's files

User Certification for SSA Business Services Online
| certify that

« | am currently employed by the employer associated with myemployer
information and am authorized fo conduct business on behalf of the employer.
OR

| am the employer of an individual or individuals who work(s) for me in my
household.

OR

I am a sef~employed individual
OR

| am a volunteer for an organization.

« | understand that SSA may prevent me and/or the company or organizafion|
representfrom using these servicesif S3A determines or suspects there has
been misuse of these semices.

« |understand that! may be subjectto penalties if | submitfraudulent information.

By selecting the " Accept” butfon, you certify that you have read, understand and
agree fo the user cerfification of Business Services Online.

[ % 0o wor dccere |
Cancel
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49.0 ADD EMPLOYER

Social Security Online Business Services Online

Main Menu | Contact Us | BS O Information | Keyboa rd Navigation

STANLEY RUTKOWSKI o .
m:  Add Employer Information OME No. 0960-0626

E . | I'I"Il » Paperwork Reducfion Act
Manage Account You must have an Employer Identification Number (EIN) to request access
to some of the BSO Senices. If you are sel~employed, you may request
« ViewEdit Account Info limited access without anEIN. Apply For EIN
» Cha Password
+ Disable Account NOTE: Accountants, CPAS, etc. You only need to register once in your own
firm’s name. You can then conduct busingss for as many clients as you
Manage Services wish.
o ViewEdit Senices Information about you, or your business or organization: We will compare
+ Reguest Mew Senices this information with our records to verify you are currently employed by the
+ View Pending Senices business or organization you represent. Comespondence to your employer
o Enter Activation Codes will be sent to the address we have on file. Select this link for more help with

completing this form.
Manage Employer Information

':é;' I have an 55N and | am an employee of a busines s or organization thathas an EIN

+ Add/Update Employer Information () 1'do NOT have an 55N and | work outside the LLS. for a business or organization that has an EIN
'::' lam SelfEmployed with an EIN and receive a W-2 under this EIN
'::' lam SelfEmployed with an EIN and do NOT receive a W-2 under this EIN
'::' lam SelfEmployed and my earnings are re ported on IRS Schedule SE {52 F-Employment Earnings)
':::' lama Household Employerand have an EIN

'::' lama Yeolunier for an organization thathas an EIN

Employer ldentification Number (EIN):
Look-up Name
{Ifyou do MOT have an EIN then lzawe fis fsld blank)

Business or Organization Name:

“fou may edit the name hem, butitdoesnot changs the name on Intermal Resenus Ssnice (RS ) reconds.

Cancel Submit Employer Information
| | [ |
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50.0 ADD EMPLOYER INFORMATION SUCCESSFUL

Sodal SecusityOnline Business Services Online

Main Menu | Contact Us | B BSOInformation | B Keyboard Navigation

STANLEY RUTKOW 5KI1

M Add Employer Information

You have successfully added your employer information.

Manage Account

« View/Edit Account Info | Reguess Access o B30 Ssrvices

» Change Pes sword
= Disable Account

Manage Services
View Edit Senicas
Beouest New Services
View Pending Services
E tion C

Manage Employer Information

» Add'Updste Emplover Informast ion

-socidlsecurity. gov
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51.0 UPDATE YOUR EMPLOYER INFORMATION

Sodial SecusityOnfine Business Services Online
Main Meru | Contact Us | BSO Information | Keyboard Navigation

www socialsecurity |
s HELFP

STANLEY RUTKOW SKI _
3 swme Update Your Employer Information
Log Out I !IL.
Manage Account This employer information form is used to gather information about the business you
own or by which you are employed. We will compare this information with our records
* View/ Edit Account Info fo verify you are currently e mployed by the business or organizafion you represent.
* Changs Pessword Correspondence with your employer will be sentto the address we have onfile.

# Disable Account

To change your EIN you must first "Remove Your Employer Informafion” using the link

Manage Services in the left panel. Thatwil deactivate all active services with this employer. Then re-
request services for the new EIN using the "Request New Services” linkin the left
» Wiew/ Edit Senices panel
+ Regquest New Sernices
s View Pending S erices | have an SSN and lam an employee of a business or anorganization that has an EIN.

» Enter Actiation Codes

Employer ldentification Ilumt.'retr-:EIII:-:|123"5'5"'EIJ | Look-up Hams= |

Manage Employer Information
Business or Organization Name:

= AddUpdate Emplover Infarmation
* Remowe Emplover Information | |

You may edit e name ha®, bk itdoesnol change the name on mkemal Revenue Sanvice (IRE) mooms
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52.0 UPDATE YOUR EMPLOYER INFORMATION

Social Secusity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboa rd Havigation

www.socialsecurity.gov

STANLEY RUTKOWSKI

s Update Your Employer Information Successful

: s,
o ot | < x

Your employer information has been updated.

Nanage Account

¢ ViewEdit Account Info
+ Cha Password
» Disable Account

Manage Services

) )
Reguest New Senices
View Pending Senices
Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information
+ Remove Employ er Information

wWww.2 ocialzecurity.gov
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53.0 REMOVE YOUR EMPLOYER INFORMATION

Sodial SecusityOnfine Business Services Online

W socialsecurity gov Main Menu | Contact Us | BSO jnformation | Keyboard Navigation

STAMLEY RUTKOW SKI i Sty .
swm: Remove Your Employer Information
Manage Account Employer Identification Number (EIN):
+ Wiew'Edit Account Info Business or Organization Name:
« Change Pessword |ug.:c. |

# Disable Account

. Removing this employ er information will cause the following services to be
Manage Services deactivated:
: Vim E‘E . Select "Remove Employer” to remove your employer information and

deactivate access to the services listed above.

| Remove Employer I

View Pending Services
E ——

Manage Employer Information

#» Add'Updste Employer Informstion
* Remowe Emplover IMformation
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54.0 REMOVE YOUR EMPLOYER INFORMATION SUCCESSFUL

Social Security Online Business Services Online

Main Menu | Contact Uz | BS O Information | Keyboa rd Na vigation

www.socialsecurity.gov

STANLEY RUTKOWSKI

/= Remove Your Employer Information Successful
oy (1

Log Out

Your employer information has been removed and all access to services associated
with that employer has been deactivated.

Manage Account Select "Request Access to BSO Senices" to request access to business
senvices online and add new employer information, if required

« View Edit Account Info )

« Change Password | BS0 Main Merm | Request Access to BSO Services ]

+ Disable Account

Manage Services

o View'Edit Sewnices
. uest Mew Senices

s View Pending Senices
¢ Enter Activation Codes

Manage Employer Information

s Add/Update Employer [nformation
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55.0 VIEW/EDIT ACCOUNT

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboa rd HNawvigation

Social Security Online

www.s ocialzecurity.gov

ISTANLEY RUTKOW SKI
Log Cut |

Manage Account
+ ViewEdit Account Info

+ Cha Password
+ Disable Account

+ Add/Update Employer Information

www.z ocialzecurity.gov

7 ViewEdit Account Information

e

Your account information is displayed below. You may update this information at anytime.

Personal & Contact Information |

Edit Personal Information

Mame STANLEY RUTKOWSKI
Manage Services Date of Bith: 07/11/1965
S5N;  XXXXXT308
» ViewEdit Senices Country: United States
* Request New Senices Home Street Address: 3685 TOWN AND COUNTRY
: %ﬁ“ﬁ ~ City, State, Zip: ELLICOTT CITY, MD 21043
Day time Phone Number:  (741) 258-9632
Manage Employer Information Fax Number:
Email: usha.nayak@ssa.gov

Security Questions and Answers Edit Security Questions

Question 1. WHAT IS THE NAME OF YOUR FIRST NEPHEW?
Answer 1. A
Question 2 WHAT IS THE NAME OF YOUR FIRST NIECE?
Answer2 A
Question 3: WHAT IS THE MIDDLE NAME OF YOUR MOTHER?
Answer 3 A
Question 4 IF YOU COULD PLAY ANY INSTRUMENT WHAT WOULD IT BE?
Answerd A
Question 5. WHAT IS THE NAME OF YOUR FIRST PET?
Answer 5 A
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56.0 EDIT PERSONAL & CONTACT INFORMATION

Social Security Online Business Services Online

www.socialsecurity.gov Main Menu | ContactUs | & BSO Information | & Keyboa rd Navigation

ISTANLEY RUTKOW SKI

R
[

,wilm. Edit Personal & Contact Information

Log Qut "\r.‘[l_@_\f

Manage Account

* Indicates required information

« View'Edit Account Info
+ Change Password

« Disable Account Personal Information

Manage Services “Name:
« View/Edit Senices |STANLEY | | | RUTHOWSKT 1]
+ Request New Senices *First Middle “Last Suffix
o View Pending Senices = . .
« Enter Actiation Codes Date of Birth:

Manage Employer Information ~ mmddyyyy

Personal Contact Information
¢ Add/Update Employer Information

*Country:
|Unite:1 States W
“Home Street Address:
[3685 TOWN END COUNIRY |
| |
*City: *State: *Zip Code: Ext..

[ELLICOTT CITY | [uD w| [21043 | |

*Daytime Phone Number:
Extersion [ |
Fax Number:

*Email Address: @ Why doyou need an email address?
|usha.nayak@ssa.gnv |

Cancel | Update Information |
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57.0 EDIT PERSONAL & CONTACT INFORMATION — CONFIRMATION

Social Security Online Business Services Online

Main Menu | Contact Us | BS O Information | Keyboa rd Na vigation

www.socialsecurity.gov

B Sese sm= Edit Personal & Contact Information - Confirmation
s, M2

Log Out | %, Ml

Manage Account You have successfully updated your personal and contact information.

» View'Edit Account Info Your new informationwill be displayed onthe View / Edit Account Info page.
s Cha Password
» Disable Account

I Go to the Main Menu I

Manage Services

* View'Edit Senices
» Request New Senices
. Vi )
» Enter Activation Codes

Manage Employer Information

o Add/Update Employ er Information
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58.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - OPTION 1 SELECTED

Social Security Online

www.socialsecurity.gov

Appointed Representative Services

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

JOHN PUBLIC
Rep ID: ABCDYREPID

Main Menu

Manage Account

o View/Edit Account Info
e Change Password
e Disable Account

Manage Services

View/Edit Sewices
Reguest New Senices

View Pending Senvices

.
.
.
o Enter Activation Codes

Change Text-enabled Cell Phone Number

To change your 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 means to change
your number.

Current Text-enabled Cell Phone Number: (123) 123-1234

Select an option to change your number:

? | have both my current text-enabled cell phoene number and the new cell phone number | would like to change it to available.
< I have received a notice in the mail to change my text-enabled cell phone number.
(2 1do not have either of the above options.

@ Make sure your current number is available before you continue!

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

.socialsecurity.gov
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59.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - STEP 1: ENTER ONE-TIME

PASSWORD
Social Security Online Appointed Representative Services
www.socialsecurity.gov Main Menu | Contact Us | BSO Information | Keyboard Navigation
JOHN PUBLIC M Change Text-enabled Cell Phone Number
Rep ID: ABCDIREPID %, il <

Step 1: Enter One-Time Password

Change Number “Indicates required information
1. Enter Password A one-time password has been sent to cell phone number: (123) 123-1234
2. Provide New Number Please allow up to two minutes for the text message to arrive. The one-time password will be

3. Verify Number valid for a total of 10 minutes from the time of your request.

4. Confirmation

“Enter
One
Time
Password:
Didn't receive a text Message? ) )
1. s your cell phone receiving service reception? You may need to move to a location where

you can get a better signal.
2. Still unable to continue? We can send a new text message.

.socialsecurity.gov
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60.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - STEP 2: PROVIDE A NEW CELL
PHONE NUMBER

Social Security Online

Appointed Representative Services

www.socialsecurity.gov

JOHN PUBLIC
Rep ID: ABCDIREPID

Change Number

1. Enter Password

2. Provide New Number
3. Verify Number

4. Confirmation

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

Change Secure Text-enabled Cell Phone Number
Step 2: Provide a New Cell Phone Number

“Indicates required information

Please provide your new cell phone number. A text-enabled cell phone number is required so that
SSA can send a one-time password to you by text message when you access secure services. This
cell phone number will be used for all services you request in the future.

*Text-enabled Cell Phone Number: @ Why do | need a text-enabled cell phone? B

Make sure your new cell phone number is available before you continue!
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.

.socialsecurity.gov
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61.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - STEP 2: PROVIDE A NEwW CELL
PHONE NUMBER — FAIL

Social Security Online

Appointed Representative Services

www.socialsecurity.gov

JOHN PUBLIC
Rep ID: ABCDIREPID

Change Number

1. Enter Password

2. Provide New Number
3. Verify Number

4. Confirmation

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

Change Secure Text-enabled Cell Phone Number
Step 2: Provide a New Cell Phone Number

¢ You have entered an invalid cell phone number.
“Indicates required information

Please provide your new cell phone number. A text-enabled cell phone number is required so that
SSA can send a one-time password to you by text message when you access secure services. This
cell phone number will be used for all services you request in the future.

*Text-enabled Cell Phone Number: @ Why do | need a text-enabled cell phone? &'
1231231234

Make sure your new cell phone number is available before you continue!
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.

.socialsecurity.gov
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62.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - STEP 3: VERIFY YOUR NEW

CELL PHONE NUMBER

Appointed Representative Services

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

Social Security Online

www.socialsecurity.gov

Change Text-enabled Cell Phone Number

JOHN PUBLIC

Rep ID: ABCDIREPID

Step 3: Verify your New Cell Phone Number
Change Number “Indicates required information

1. Enter Password
2. Provide New Number
3. Verify Number

4. Confirmation - -
Didn’t receive a text Message?

*Enter One Time
Password: 1. Verify that your cell phone number is correct. If it is not correct, please update your
number.

2. Is 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? We can send a new text message.

Cancel Change Number

A one-time password has been sent to cell phone number: (123) 123-1234
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.
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63.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - STEP 3: VERIFY YOUR NEW

CELL PHONE NUMBER - FAIL

Social Security Online Appointed Representative Services
www.socialsecurity.gov Main Menu | Contact Us Er| BSO Information | Keyboard Navigation
JOHN PUBLIC SSAlogo:link 1o Social Security Online home - cp 2 ge Text-enabled Cell Phone Number
Rep ID: ABCDIREPID
Step 3: Verify your New Cell Phone Number
Change Number » Password entered does not match password sent. Please re-enter the password you received.
1. Enter Password *Indicates required information
2. Provide New Number
3. Verify Number A one-time password has been sent to cell phone number: (123) 123-1234
4. Confirmation 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 Didn’t receive a text Message?
Password: 1. Verify that your cell phone number is correct. If it is not correct, please update your
S 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? We can send a new text message.
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64.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - STEP 4: CONFIRMATION

Social Security Online Appointed Representative Services

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

. Skey,

JOHN PUBLIC s Change Text-enabled Cell Phone Number
Rep ID: ABCDIREPID %, il #
Step 4: Confirmation

Your secure text-enabled cell phone number has been changed to (123) 123-1234.

Change Number
This cell phone will be required whenever you attempt to enter certain services.

1. Enter Password
2. Provide New Number

3. Verify Number [View Aecouns tato]

4. Confirmation

.socialsecurity.gov
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65.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - OPTION 2 SELECTED

Social Security Online

www.socialsecurity.gov

Appointed Representative Services

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

JOHN PUBLIC
Rep ID: ABCDIREPID

Main Menu

Manage Account

* View/Edit Account Info
o Change Password
o Disable Account

Manage Services

View/Edit Semvices
Request New Senvices

View Pending Semwices

.
.
.
o Enter Activation Codes

Page 74 of 98

M Change Text-enabled Cell Phone Number

To change your 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 means to change
your number.

Current Text-enabled Cell Phone Number: (123) 123-1234

Select an option to change your number:

V ' | have both my current text-enabled cell phone number and the new cell phone number | would like to change it to available.
° | have received a notice in the mail to change my text-enabled cell phone number.
'’ I do not have either of the above options.
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66.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - STEP 1: ENTER ONE-TIME

PASSWORD
Social Security Online Appointed Representative Services
www.socialsecurity.gov Main Menu | ContactUs E¢| BSO Information | Keyboard Navigation
JOHN PUBLIC M Change Text-enabled Cell Phone Number
Rep ID: ABCDIREPID a,,,‘\ngn@);
Step 1: Enter One-Time Password
Change Number *Indicates required information
1. Enter Password A one-time password was provided on the notice you received. Entering the password below will
2. Provide New Number allow you to change your secure text-enabled cell phone number.
3. Verify Number
4. Confirmation *Enter One Time Password:
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67.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - OPTION 3 SELECTED

Social Security Online

www.socialsecurity.gov

Appointed Representative Services

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

JOHN PUBLIC
Rep ID: ABCDSREPID

Main Menu

Manage Account

o View/Edit Account Info

o Change Password
e Disable Account

Manage Services

View/Edit Services
Reguest New Senvices

L]
.
o View Pending Senices
o Enter Activation Codes

. Sk

o )

//zx"m@\ Change Text-enabled Cell Phone Number

To change your 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 means to change

your number.
Current Text-enabled Cell Phone Number: (123) 123-1234

Select an option to change your number:

: | have both my current text: bled cell phone ber and the new cell phone number | would like to change it to available.
':"‘ | have received a notice in the mail to change my text-enabled cell phone number.
© | do not have either of the above options.

.socialsecurity.gov
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68.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - REQUEST A NOTICE TO CHANGE
YOUR CELL PHONE NUMBER

Social Security Online

www.socialsecurity.gov

Appointed Representative Services

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

JOHN PUBLIC
Rep ID: ABCDIREPID

Main Menu
Manage Account

o View/Edit Account Info

* Change Password
o Disable Account

Manage Services

o View/Edit Semvices

* Request New Senices
o View Pending Senvices
o Enter Activation Codes

m Change Text-enabled Cell Phone Number

Request a Notice to Change your Cell Phone Number

In order to change your text-enabled cell phone number, you will need to request for a notice to be
sent to your mailing address on file.

The notice you will receive will contain a one-time password that will allow you to provide a new
text-enabled cell phone number. Please allow up to two weeks for your notice to arrive.

Select 'Request a Notice' below to submit your request.

.socialsecurity.gov
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69.0 CHANGE TEXT-ENABLED CELL PHONE NUMBER - A NOTICE WILL BE MAILED TO

YOU TO CHANGE YOUR TEXT-ENABLED CELL PHONE NUMBER

Social Security Orlline Appointed Representative Services

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

JOHN PUBLIC
Rep ID: ABCDYREPID

Main Menu

»5\: Change Text-enabled Cell Phone Number

A notice will be mailed to you to change your 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
Manage Account Change Text-enabled Cell Phone Number page and select the notice option to change your number.

* View/Edit Account Info
o Change Password

« Disable Account [View Account Info]

Manage Services

* View/Edit Services

o Reguest New Senices
o View Pending Senices
o Enter Activation Codes
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70.0 EDIT SECURITY QUESTIONS

Social Security Online Appointed Representative Services

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

skey,
o3,

JOHN PUBLIC g Edit Security Questions
Rep ID: ABCDIREPID %, il 2
Main Menu The security questions and answers you select will be used to validate your identity in case you
forget your password.
Manage Account * Indicates required information
® View/Edit Account Info 2 2 3
e Change Password N ,,ng:’t'op 1 M fR s e
o Disable Account WHAT IS THE NAME OF YOUR FIRST NEPHEW? -
_ "Answer1:
Manage Services ANSWER1
*, i -
o View/Edit Senices Question 2:
® Request New Senvices WHAT IS YOUR HOMETOWN? v
® View Pending Senices *Answer 2:
® Enter Activation Codes ANSWER4E
“Question3:
WHAT IS THE NAME OF YOUR FIRST NIECE? v
_"Answer3:
ANSWER2
*Question 4: B
WHAT IS THE NAME OF YOUR FIRST PET? v
*Answer 4:
ANSWER3
“Question 5:
WHAT WAS YOUR FIRST JOB? v
“Answer 5:
ANSWERS
[Update Infonnation]

www.socialsecurity.gov
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71.0 EDIT SECURITY QUESTIONS — CONFIRMATION

Social Security Online Appointed Representative Services

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

o Sk,

JOHN PUBLIC g Edit Security Questions - Confirmation
Rep ID: ABCDIREPID %, il &
Log Out

You have successfully updated your security questions.
Main Menu

Your new information will be displayed on the View / Edit Account Info
Manage Account page.

® View/Edit Account Info

e Change Password
® Disable Account

[Go to the Main Menu

Manage Services
View/Edit Senvices

.
® Request New Senices
L]
L]

View Pending Senvices
Enter Activation Codes
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72.0 CHANGE PASSWORD

Sodal SecurityOnline Business Services Online
W, socialsecurity gov Main Menu | Contact Us | B 50 Information | Keyboard Navigation ep
ISTANLEY RUTKOW 5Kl

/s Change Password

Log Cus | ilIl -]

Manage Account Your current password is scheduled to expire: July 09, 2018

* Vien/Edit Accourt Info Enter Current Passwonrd: For s ecurity Purposes, your psssword
» Change Psssword will expire and mis t be changed every 80 days.
# Disable Account

|

Enter New Password: Your Password:

Must contasin ecactly & characters

Must contsin only numbers and letters
Must contsin at leas 1 number and 1 letter
Is not case sensitive

Manage Services

» Wiew Edit Senvices
+ Reguest New Senices Confirm New Password:
= View Pending Senices
. E —

Manage Employer Information

» Add'Updsate Emplover Informat ion
#* Remove Employer Information

| Change FPassword I
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73.0 PAssWORD CHANGE SUCCESSFUL

Sodal SecusityOnline Business Services Online

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

HELP
STANLEY RUTKOW SKI
swm: Password Change Successful
Manage Account Your password has been success fully changed.

Your new password will remain valid until: July 15,2018
® View/ Edit Accourt Info
+ Change Password

=« [Dissble Account

| o to the Main Menu |

Manage Services

Bequest New Senioes
Wiew Pending Senices
Enter Activation Codes

Manage Employer Information

= Add'Updste Emplover Informat ion
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74.0 DISABLE ACCOUNT

Sodial SecusityOnfine Business Services Online
www._socialsecurity gov Main Menu | Contact Us | BSO jnformation | Keyboard Navigation HELP
STANMLEY RUTKOW SKI

J==. Disable Account

Manage Account This function will disable your User ID so thatit can no longer be used to access online services.
* Indicates required information
= View/Edit Account Info
s Change P sword “Input Current Password:
» Disable Account

Manage Services “Why are you disabling the account?
® |am no longer authorized fo access these services and/or | no longer require these semvices.

+ View/Edt Servces ) The account has been compromised (ex unauthorized access or disclosure).

* Request Mew Senices
» View Pending Senices
. E ——

\ Your account will be permanently disab
If yvou continue you will need to register a new account to access online services.

Manage Employer Information

= Add'Updste Employer Informstion
+* Remowe Employer Information e | e s |
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75.0 DISABLE ACCOUNT — ERROR

Sodial SecuityOnfine Business Services Online

Main Menu | Contact Us | BSO jnformation | Keyboard Navigation

wanw. social security.
y g HELP

ISTANLEY RUTKOW SKI

ﬁﬁ?& Disable Account
""‘-‘._-_ "I._; '.'

Log Out.l

Manage Account
We Cannot Match The Information That You Provided

= View/Edit Account Info

* Change Password We are sorry for the inconvenience, but we cannot match the information you have sent us. Make any

+ Disable Account corrections neccessary and resubmit your request.
Manage Services If the information that you have provided is correct, it may be necess ary to comect our records. Please call
1-800-7726270, Monday through Friday, 7:00 a.m to 7:00 p.m. Eastern Time to s peak with Employer
* View/Edit Serices Customer Service personnel. For TDDITTY, call 1-800-325-077 8.
= Reguest Mew Serices
+ View Pending Senvices This funclion will disable your User ID so thatit can no longer be used to access online services.
* Enter Activation Codes * Indicates required informafion
Manage Employer Information *Input Current Password:

#* Add'Updste Employer Information

+ Remove Employer Information “Why are you dis abling the account?
® |am no longer authorized to access these services andfor | no longer require these services.
) The accounthas been compromised (ex unauthorized access or disclosure ).

&Your account will be permanently disabled.

If you continue you wil need to register a new account to access online services.

Cancel [ Di=able Account I
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76.0 DISABLE ACCOUNT — CONFIRMATION

Social Security Online Business Services Online

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

g\ Disable Account - Confirmation

JOHN PUBLIC AN
il ¢

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 SSA online services again.

I'm Done - Log Out
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77.0 USER IDENTIFICATION DEACTIVATED

Socil Security Online Business Services Online

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

ﬁm User Identification Deactivated

Online Services Availability

o Monday-Friday: 5 AM - 1 AM ET Your User ID has been deactivated.
* Saturday: 5 AM - 11 PM ET

o Sunday: 8 AM - 11:30 PM ET 3 ; 2 2
This means SSA, your employer, or you have deactivated your User ID. To access Business Services

Online you will need to register for a new User ID. If you deactivated your own User ID you can

register for a new User ID online by selecting the Re-register button below.
If you did not deactivate your own User ID please, call:
1-800-772-6270. For TDD/TTY call 1-800-325-0778
to speak with an Employer Customer Service Representative.

BSO Welcome | Re-registerl
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78.0 FORGOT PASSWORD UPDATE SUCCESSFUL

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Social Security Online

www.socialsecurity.gov

ﬁﬁm Forgot Password Update Successful

Online Services Availability

£ Honday Fiay o /M = AN EL Your forgotten password has been successfully changed.
* Saturday: 5 AM- 11 PMET

e Sunday: 8 AM - 11:30 PM ET
BSO Welcome Login
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79.0 REQUEST PASSWORD BY MAIL

Social Security Online Business Services Online

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

\: Request Password by Mail

Online Services Availability
You have requested to receive a temporary password by mail to replace your forgotten

* Monday-Friday: 5 AM - 1 AM ET password.
« Saturday: 5 AM - 11 PM ET

e R To request a temporary password, enter your First Name, Last Name, Social Security Number (if you

have one) and Date of Birth, then select Request Temporary Password.
First Name:
Last Name:
U.S. Social Security Number:
Date of Birth mmddyyyy):

Cancel] Request Temporary Password]

Page 88 of 98



IRES INTERNET SCREEN DOCUMENT
80.0 PAssSWORD BY MAIL SUCCESS

Social Security Online Business Services Online

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

7. Password By Mail Success

N,

Online Services Availability

* Monday-Friday: 5 AM - 1 AM ET Your request for a new password by mail was successful
e Saturday: S AM - 11 PM ET

S S SR Your temporary password will be sent to you by first class mail usually in 2 weeks. You must wait for

your temporary password to use Business Services Online. If you have previously requested a
temporary password, that password is now cancelled.

BSO Welcomel
| BSO Information |
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81.0 CHANGE PASSWORD

Sodal SecurityOnline Business Services Online

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

HELP

ISTANLEY RUTKOW 5KI

s#&. Change Password
o &

Manage Account Your current password is scheduled to expire: July 09, 2018
* View/Edit Accourt Info Enter Current Password: For s ecurity Purposes, your password
+ Change Pessword I:l will Expire and must be changed svery 80 days.

» Disgble Account

Enter New Password: Your Password:
Must contain exactly 8 characters
Must contsin only numbers and letters

Manage Services \
3
v Must contsin at least 1 number and 1 letter
k

+ View/ Edit Senices

« Reguest New Senices Confirm New Password: I notcase sensitive
+ View Pending Senices |:|

. E ention G
Manage Employer Information

#* Add/'Update Employer Informat ion
+* Remove Emplover Infformation

| Change Pazaword I
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82.0 PAsSWORD CHANGE SUCCESSFUL

Sodal SecusityOnline Business Services Online

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

HELP
STANLEY RUTKOW SKI
swm: Password Change Successful
Manage Account Your password has been success fully changed.

Your new password will remain valid until: July 15,2018
® View/ Edit Accourt Info
+ Change Password

=« [Dissble Account

| o to the Main Menu |

Manage Services

Bequest New Senioes
Wiew Pending Senices
Enter Activation Codes

Manage Employer Information

= Add'Updste Emplover Informat ion
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83.0 REACHED LIMIT OF ATTEMPTS

Social Security Online Business Services Online

www.socialsecurity.gov

BSO Welcome | BSO Information | Keyboard Navigation

\: Reached Limit of Attempts

Online Services Availability

* Monday-Friday: 5 AM - 1 AM ET

You have reached the limit on number of attempts.
« Saturday: 5 AM - 11 PM ET
* Sunday: 8 AM - 11:30 PM ET

We 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.

For assistance, please 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 representative. For TDD/TTY, please
call 1-800-325-0778.

BSO Welcome | Request Password by Mail ]
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84.0 ALREADY REGISTERED

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation HELP &

Online Services Availability AliGa dy Regis i

©® lMonday-Friday: 5 AM -1 AM ET
® Saturday: 5 AM - 11 PMET
® Sunday: 8 AM - 11:30 PM ET

We are unable to complete your request. You have an existing User
ID that is already associated with the Employer Identification Number
(EIN) that you provided.

For additional assistance, please 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. Please call 1-800-325-0778 for TDD/TTY.

www.socialsecurity.gov

Page 93 of 98



IRES INTERNET SCREEN DOCUMENT
85.0 SYSTEM FAILURE

Sl Sauily e Business Services Online
Online Services Availabili Sty .
a N System Failure
« Monday-Friday: 5 AM - 1 il
AM ET

» Saturday: 5AM - 11 PMET
* Sunday: 8 AM - 11:30 PM
ET

A system failure occurred. Please contact the Employer Reporting Branch
at 1-800-772-6270 between Monday and Friday, 7:00 am. and 7:00 p.m.
Eastern Time.

BS0 Welcome
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86.0 PAPERWORK REDUCTION ACT STATEMENT — ONLINE REGISTRATION

Paperwork Reduction Act: Knowledge-Based Authentication via Access Control e

Last reviewed or modified 10/28/2015 I

PRA-AC!

This information collection meets the requirements of 44 U.5.C. 3507, as amended by section 2 of the Paperwork Reduction Act of 1995. You do not need
to answer these questions unless we display a valid Office of Management and Budget (OMB) control number,

The OME control number for this form is 0960-0596. The expiration date is August 31, 2018.
We estimate it will take about 5 minutes to read the instructions, gather the facts and answer the questions,
You may send comments on our time estimate to:

Social Security Administration
6401 Security Blvd.
Baltimore, MD 21235-0001

Send only comments on our time estimate to this address. nothing else.

Close

Page 95 of 98



IRES INTERNET SCREEN DOCUMENT
87.0 PAPERWORK REDUCTION ACT STATEMENT — PHONE REGISTRATION

Paperwork Reduction Act: Integrated Registration Services PR

11 [/}
Last reviewed or modified 02/23/2016 -

PRA-IRE!

not need to answer these questions unless we display a valid Office of Management and Budget (OMB) contrel number,
The OMB control number for this form is 0960-0626. The expiration date is December 31, 2018.

We estimate it will take about 12 minutes to read the instructions, gather the facts and answer the questions.

You may send comments on our time estimate to:

Social Security Administration
6401 Security Blvd.
Baltimore, MD 21235-0001

Send only comments on our time estimate to this address. nothing else.

Close
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88.0 PRIVACY ACT STATEMENT

Social Security Online Business Services Online

B50 W elcome | B50 Information | Keyboard Nawgation

www socialsecurity.gowv

HELP

Online Services Availabili i -
+ == Privacy Act Statement
» Mondsy: Friday: 5 AM- 1 AMET hllﬁ
® Saturday: SAM- 11PM ET
® Sunday: 8AM-1130 PMET

PRIVACY ACT STATEMENT

Collection and Use of Personal Information

Sections 205(a)and 1106 of the Social Security Act, as amended, authorize us
to collect this information to allow you access to ouronline applications. We will
Lse the information you provide to verify youridentity and registeryou, your
company, or authorized employee(s) to use our Business Sendces Oniine
(BSO).

Providing us this information is voluntary. However, failing to provide us with all
or part of the information could prevent us from offering you access to our BSO.

We rarely use the information you supply for any purpose other than for
registration and granting access to our B3O suite of senices. However, we may
use the information for the administration of our programs including sharing
information:

1. To comply with Federal laws requiring the release of information from
ouwr records (e.g., to the Govemmeni Accountability Office and
Department of Veterans Affairs), and,

2 To fadlitate statistical research, audit, or investigative activiies
necessary to ensure the integrity and improvement of our programs
(e.g., to the Bureau of the Census and to private entities under contract
with us).

A list of whenwe may share yourinformation with others, called routine uses, is
available in our System of Records Notice entified, Master Files of Social

i jons (60-0058). Additional
information about our BS O suite of senices, rouine uses of information,
programs, and systems is available online at www socialsectrity.gov or at your
local Social Security ofice.

We may share the information you provide to other agencies through computer
matching programs. Maiching programs compare our records with records kept
by other Federal, State, or local goverrment agencies. We can use the
information from these maiching programs to establish or verify a person's
eligibility for federally funded or administered benefit programs and for
repayment of payments or delinguent debts under these programs.

I Close Browser Window |
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