APPOINTED REPRESENTATIVE REGISTRATION via INTERNET by Phone or Paper Form

1) Go to https://secure.ssa.gov/acu/LoginWeb/loginHandler.do?SUITE=AR and select
the link “Did you register with SSA by phone or paper form and need to create a

password”™?

Social Security Online
www.socidlsecurity.gov

Online Services Availability

# Monday-Friday: 5 AM - 1 AM ET
# Saturday: 5 AM - 11 PM ET
* Sunday: & AM - 11:30 PM ET

Business Services Online

BS0 Welcome | BSO Information | Keyboard Navigation

\:Log In to Online Services

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

New User?
You must create an account to use this website.Once
you do, you will be provided a User ID to log in to our
online services.

To create new account you will need to:

« Provide personal information
» Provide contact information
« Create your password and security questions

Create Loqg In Account

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

Existing User?
Flease log in below:
User ID:
Password:
Forgot user ID?
Forgot vour password?

User Certification:

I understand that the Social Security
Administration (55A) will validate the
information | provide against the v

informnmtinm in OO Aln Flan

[ I'have read & agree to these terms.



2) Now turn the computer over to the rep. Ask the rep to read the Complete Phone
Registration Attestation and select | Accept.

Complete Phone Registration Attestation

B, | |‘||I"'|\ &

Please read the following information about registering to use Business Services Online.
Please select the link below to read about S5A’s legal authority for collecting information.

Paperwork Reduction Act Statement

Registering for Business Services

To obtain a User ID 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 (S5A) will validate the information | provide against the
information in SSA’s files.

User Certification for SSA Business Services Online
| certify that:

« | understand that SSA may prevent me from using these services if S5A 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.

[0 wot e ]




3) Have the rep complete the Complete Phone Registration screen, self-select a
password, and select Complete Phone Registration.
NOTE: If you receive an error message, review the name and date of birth information to ensure it

matches information on the NUMI query and the CSA screens. All information must match to move
forward.

J»s: Complete Phone Registration

i

A User identification (User ID) and password are required to use Online Services. Your
User ID was issued during the registration process. You must now choose your personal
password to complete registration.

* Indicates required information

*User ID:
|P6K49G33 |

*First Name:
|:c:-:1m |
*Last Name:
|PU3]'_:C |

*8ocial Security Number:
|999011234 |

{If you do MOT have an 55N |eave this field blank.)
*Date of Birth
los181978 |

(MMDDY Y Y ¥}

*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: o
| | s not case sensitive

Complete Phone Reglstration

4) The Phone Registration Successful screen displays. Have the rep select Login.



Business Services Online

BEOWelcame | B BRI INTormaken | 2 Koy Mewigetion

-M"_ﬁ' Phone Registration Successful
ol

Your phone registration is complete.
Your password will expire on January 19, 2011

‘fou must change your pessword before this date 1o prevent it from
ERDINING.

| BS0 Kelcooe Lagin

5) Have the rep log into Business Services Online (BSO) with their User ID and their self-
selected Password. The rep must agree to the User Certification statement and select
Log In.

Business Services Online

BS0 Welcome | BSO Information | Keyboard Navigation HELH

W Log In to Online Services
ke Nagpw :-"J

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

New User? Existing User?
You must create an account to use this website.Once Please log in below:
you do, you will be provided a User ID to log in to our User ID: [WTRSKSNT |
online services. .

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

Forgot your password?

« Provide personal information
+ Provide contact information User Certification:

« Create your password and security questions - -
| understand that the Social Security

Administration (SSA) will validate the
information | provide against the W

mfarmnntinan an OO A~ filae

[1 I have read & agree to these terms.

Create Log In Account

Did you register with S3SA by phone or paper
form and need to create a password?



6) On the Create a Login Account screen, the rep must answer five knowledge-based
guestions chosen from the drop down boxes. We will use these security questions if the rep
forgets his or her password. When finished, select Next.

Appointed Representative Services

HED Welkomm | BED Informaton | Keyboard Bevigation

.ﬂ;ﬁ-;ln Create a Login Aceount

Step 2: Create Your Password

Your passsnrd will be wsed b log in ta onling sardees; your Usar I0 wil ba provicded to yol
* Indicates required information

“Emter Password,

“Re-snter Fassword:

Seourity (usstions and Answers

The mecurty questions and answers you select will be used 1o validate your identity in case you
forgetl yaur password

"Question 1:

WHAT IS THE HAME OF YOOR FIRAT HEPHEW: v
“Answer 1:

REFWERL
“Questien I

WERT I= THE MIODLE KRME OF ¥OUR MOTEERT -
*Answer 2

ARSWERZ
"Question 3:

IF T COOLD PLARY ANY INSTROMENT WHAT RATLE IT BET v
“Answer 3

REAWER:S
"Cuestion 4:

FEAT IS THE YEAR ¥OT SRRDOATED HIGH SC30GLT i
“Answer 4

RESWERA
“Qusstion 5

WERT 1N THE MAEME OF YOUR FIRST FETH -
*Answar 5

AESWERE

H-:H. [ CTancal b Exic |  Baxt




7) The rep is now on the Appointed Representative Services - Main Menu screen. Direct
the rep to select Enter Activation Codes from the left pane.

Social Security Oriline Appointed Representative Services
e r_'_u'lﬂ::l_lc:q‘lrr' gou MR e | ComiacT U | EE0 I oIt o | T s By e
JOHN PLELIC :
Han 0: ABCIREERID %5 Dppeinted Repressatative Services - Msin Menu
| Lag Cut Fou hrer gnn i e bl ng Brei o

Blsiironic Becorck Rapress [IRE)

Do My D ro v Dt e o kB o mihored e, RS

v Gty D Noow

Main Maru + S o pna P Pectcu i L

b G L

Manage Account

= MigwEdi Apgourd infy Hain Hesu
= Chamge Pagswon a2
- Il'jﬂnd ."l:;g nt

Manage Jenvices
WigwEde Serdces

Eeguesl Hewm Services

Wigw Pansding Senicss

Emfei Actralion Coiles h

8) Maximize the screen with the Enter Activation Code(s) screen. Have the rep enter the
activation code in the field and select Activate Service(s).

Appointed Representative Services

Blain Menw | ConlactUs g B30 mlormation | Meyboard Havigation

,ﬁﬁm Enter Activation Code(s)

Enter the activation code for any service(s) for which yvou have requasied
access and have received an activation coda

Enter Activation Code:

Cano=l Acciwvate Serviesis)
L i




9) The rep now needs the text-enabled cell phone. Have the rep enter the cell phone
number in the field and select Next. A One-Time Password (OTP) is sent to the rep’s cell
phone. If the OTP is not received, have the rep select Next again.

Appointed Representative Services

¥izn Monu | Contact Us & | BS0 Informabon | Keyboard Rengation

,ﬁ;zlh Enter Text-Enabled Cell Phone Number

“Indic ates Required Information

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

+ Accass Claimants Electronic Foldar

Prowide a Gall Phong Murmber

A texct-enabled cell phone number musi be provided so that S5A can send & one-fime password to
you by tesd message whenever you access specific servicas. This text-enabled cell phane number
will also be wsed for sendces you request in the fufure

“Text-enabled Cell Phone Mumber: & 'Why do | nead a teot-=nabied call phons? @7

i

"f Make swre your cell phone nomber is available before yoo continue?
Mezse allow up to two minutes for the text messaqe to armve. The one-time password wil ba
valid for a total of L0 minutes from the time of your request,

+ Baok Canpal Hext >




10) On the Verify Your Cell Phone Number screen, the rep enters the OTP in the field and
selects Next.

Appointed Representative Services

Mam e Contxctlls &|BE) plormmabion B | {eyboand Manigasion

)
Werify Your Cell Phane Number

“Indicaless regured infommalion

-

! A one-time passwoed has been sent to cell phone member: (123) 123-1234
2 ) Please abow up b bwo minukes fer the test meszage to amive. The one-tine password wll be vali dor a total of 1 minutes from the

time of your requase.

‘Enizr One Time Passwoed:

W trecae 1 e Wessigs?
18 yaur e | shone resehing senice s s plion? You may nese b mave i o lscalien where jou cingel abeter signal

A sk caniue W can et dew sl magceage

1 Beck fencel Hext ¥

11) The Enter Activation Codes(s) — Confirmation screen displays (below). The rep has
now successfully activated access to his or her claimants’ electronic folders.
NOTE: Recommend that the rep delete the OTP from the cell phone as soon as he or she receives

the confirmation screen. The OTP’s are only valid for 10 minutes and may cause confusion if they
accumulate.

Appointed Representative Services

Main Menu | Contact Us & | BSO Information B Keyboard Havigation

f?:. Enter Activation Code(s) - Confirmation

You have successfully activated Appointed Representative Registration.

The service(s) isted are now availabls from the Main Menu

[ Go to the Hain Henns




Electronics Record Express Log In

Explain to the rep that the following steps are required each time they access a claimant’s
electronic folder.

1) Have the rep select Enter ERE.

Appointed Representative Services

Electronic Records Express(ERE)

Electronic Records Express will provide you ao0ess to your authornized Services, such as:
= Access Claimant's Electronic Foksar
= Semnd ReEspanse for Individual Case
= Communication LAy
= (Gl Status Repons

| Enter ERE | <fjmmm—

Registration

Intemet Regisiration for Appointed Represenialive SENEES 15 CUMTERY Unavaliabie while we improve he
anline registration process. Plasse complata the papsr ke S5A-1699 ba registar for Diect Pay or to
update YOUr information, and fax it Lo 1-877-268-3827.

Lag Cwt




2) Have the rep select the Access Claimant’s Electronic Folder link. The system sends a
new OTP to the rep’s cell phone. This happens quickly!

NOTE: The rep should NOT double-click; it will generate multiple OTPs, and only the most recent
will be valid.

Electronic Records Express (ERE)

System Motices (3) - Updated: D71 172012 What's New? - Updated: 03152015

Sign Up for EmailText ERE Systam Motifications

Electronic Folder Functions @ Helo Messaging Functions @ Help

+ Accass Clamant's Elactronic Folder '— + Contact ODAR Office
= Pk Up Files

= Gal Eatus Repants

Evidence Functions @ Heip Account Functions @ Help
+ Sand Indiidual Response + Manage Your Email Notifications
« Track Stalus of Submissons

Retum to Appointed Representative Services

3) Have the rep enter the OTP and select Next.

Business Services Online

B B30 Welcome | & B30 Infarsation | & Keyboard Mavigatsian

p'-:\ Enter One-Time Password

Due to the seasitivity of the infarmation within, yeu must ener a one-time passwernd to continee.
*Indicates Required Information
f! A one-time password has been sent to cell phone number: 4105047 440

Please allow up to two minutes for the text message to amrive. The ane-time
password will be walid for a total of 10 minutes from the time of your request.

Mandatery Field *One Time Password:

<

Didn receive a text Message?

wianify thal your Cedl e numbsen 5 conedl T ills nol comecl, please updale your rumisa)

o 15 your cell phone receying Senace receplion? You may nesd 1o move 10 8 calan wWhere you
an et a battar signal

o Shill unahle o canbnue? e can S 3 e 18l Messans

| Cancal | Hezek =




4) The Acknowledgement for Online Services screen is where the rep will enter a
claimant’s SSN, but not today! The linking process takes place overnight — the rep will not
have access to a claimant’s folder for 24-hours.

ERE: Electionic Folder Agreement

Acknowledgement for Online Services

By entering 1Rhis United Stated Covernment Webiite, | agres io the v Eerms mnd

= 1 will not diEcicse any information oF dala At a claiman thal | access on s websile wihoul he
claimant's wrien. signed consent uniess thenes i a Federal law of regulation Jusnonzing me o
disclose this rfarmation o data

= | will not kvowingly fumish, o paricipate in furnishing, fatse or miskeading rformason to the Sockal
Secuny Administiation:

- 1wl not enter this webaite uniess | Rave instaliod ant-arus softwans, ant-spywars softaore, and
personal Arewals. on My compuber

= 1wl Upole mT SpSTNIRG SYSHEm, appication software, and securtty softwane regutaty 1o maintan the
Iatest oona probes fon;

= 1wl not shore Uses-iDs and passwords of My Gompter

VA RN ING

* Hyou mpnoperty disiose any infamation or aia thal you dccess on inis wabsia or fai o 1@e prager
IMREGLINES [0 Prelecl M Fiermason of Bata o
WEHOET S ORI, WOL MEy DR SIS peried Too
Sae=curey admirisirailon, o pou may e disgquiail
e unty Adrminisiration for an indefinhe penicd of dee

» i you mpnogerty disclose any infomation or data thal you access on ihis websie or fai bo take proper
MeasuUres by profect that imormasion or cata from improper diSciasune, and your a21ions resull in an
IMaroper discksurne, you may De found guiry of & felony and subject 1o a fine of nel more than
310,000 ar imprissamant of Rol more ihan & years, of ben

= Hyau mowsngly fumiesh, or participaie m furnishing, taks or misksacding arformation o the Soc il
Emcunyy Adminisiration, you moye be subect o ol andior oriminad prosscutian

= Lse of ithe Ceriffied Elkctronk Folder may b monbonsd, iecored, and sudiied We may dscloss
unagsinorized o iImproper use 0w enforcement personne irsesigaiing o prosscuting a viokaion of
cheli or criminad law and the officials of domestic and foseign agencies

rOper ISCKIGUIS, SN you SET0NS Mesull N an

= EEne WO (SR eaniig Aryone DeTon e Socmal
froem representing anyone before e Sociksl

By provicing the Claimants Social Becurify Mumber 1o 3coess his or her Elsctronic Folder and
seleciing the " Agres™ Buthon, you carfify that you Nave read, undersiand, and Agrees to the akove
smTements

Ciaimant's Social Securnty Mumber {G6M|:

5) Point out the User Resources that are available in electronic format. User Resources
includes guides that walk the rep through all the services available to them in ERE. User
Resources can be found on most screens in ERE.
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6) Have the rep select Sign Out in the upper left.

Jos Erauser THESSAIDM | Sign Qs Ted S2e®  Accesshity Help

e Social Security

ERE: Electronic Folder Agreement

Ackmowledgement for Online Serviees @ User Resomrces
By emtering this Uniied States Gowermment website, | agree 1o the following ferms and condifions: Tour privacy is Enporant
= 'l nol dsclose any imormstion o daiE abon 3 chimant thal | acess on his websia withoul the For detaits BhoUR our usE of wour
clamant s wiithen, Signed corsan) unless Nere 5 & Federal Bw o reguiation athonzing me o NIMETGN, W & oUma (e you
dischoze s nformakn of daia 50 e eur Privacy A1
= |l nol inowingly furnish, or paricipaie in furnshing, fals= or misleading inlormaton do the Social Btatament

Escury Adminsialon

= Il nol emer s webale unkess | awe inglaled anti-ins softeare, enti-spyware sofware, and
personal firewals on my computer,

= [l upd e my operatng sysiem, applicaticn software, and secunty software rsguiarty fo mainian the
Biteet gala prolachon

= 1ol ol shong User-De and pasgsonds on my Comguler,

7) Ask the rep if he or she would like to walk through the log-in process one more time
together. If yes, have the rep log into www.socialsecurity.gov/ar .

8) Complete the In-Person Proofing Check Sheet (ARTS) after each enrollment.
Use this check sheet to add all enrollment status entries into ARTS.

9) You may log-out of the workstation or refresh to avoid PII disclosure!

12



Completing Enrollment - Existing Password

The CSA User Information screen will display a date in the Password Issue Date field if
the rep previously created a password.

% Integated Regstration senices. CUSTOMeET Support Application

5 Wl
o 5o I vser i [N OB BATIETE

CSA Homa RESCaA ]
. = User Information for
Serace Status Usar Rep O
User ID Stalus: ACTIVE
Fepart af Contact Wsar |0 Issus Dates 0682013

) Pas=wurd lzzue Date: 1278/2014 h
User History Password Expiration Dater 000117201

Black
e Caonfirm £ update information below with user

unbkck
Exgusive Special Services " Indicartes mandatory field.
Record 1D Infarmation ~ Firs Mame:

Middie Hame:

" Lasi Hama:

1) If the rep already has a password, go to
https://secure.ssa.gov/acu/LoginWeb/loginHandler.do?SUITE=AR

2) Now turn the computer over to the rep. Have the rep log into Business Services Online

with their User ID and Password. The rep must agree to the User Certification statement
and select Log In.

13



Business Services Online

B30 Walcoma | BSD nloematon | Keyboard Bavigaton

1«:\ Log In to Online Services

For your securnity, phaase (og ot of the application and chase ol| Intermat wisdows whan pou am finkshed.

New User? Existing User?
Yo must creabe an acoount bo usa this website Once you da, Please log in below
vou will e provicked a User (060 kg into ouraning sanaces

User |0:
To creste new sccount you will need to: Pasdward:
+» Prowde personal informaaon Eoenof user 07
« Provide confad information Fovnol your passmand?
+ Craate your password and secunty questions
User Cerification;
el In Account

lurderstand that the Socal Secunty £
Adminisiaban (S54) wil valicate the -
informanon | provde against ifie

Did you register with 554 by phone or paper form and infarmalion in 54 files

need to create a password? | hawa read & agree to these terms.

| Log In |

2a) If the rep has answered the five knowledge-based questions, he or she will enter their
activation code. Return to page 12 to complete enroliment.

Socdal Security Oniline Appointed Representative Services
A A o-Caaln s Uy gens Main Mony | Coatact Us | BS0 nformafion | Eoyboard Havigation
ﬁ;ﬁ‘n?&g-mtm -1'.-‘-I Appnied Regprosentative Services - Main Menu
Lowg CuaiE | Hua kv mr o b e ol v g B
Elagirasc Racores Exprads [ERE)
Simrms H e B L P 1y ol g by o WOETE L ool yewaie ek
Main Menu = Aoy Clprmail s Db feliy

+ Sanc Pnapense b b Case
O Tl | Ry

Manage Account

= Mo/t Accoynt lnlo Hatn Hena
& Chango Pasggn

» [Cisabde Accouni
Manage Sersices
Wimw Edit Serdcon

Baquest Hew Senices
Wiy Pending Senaces

Ertar Acteation Coden h

LU

2b) If the rep has not yet answered the five knowledge-based questions, continue to step 3
below.

3) Ask the rep to read the Complete Phone Registration Attestation then select | Accept.

14



n;:m Complete Phone Registration Amestation

|Flease read the following infoermation aboul resgistering to use Business Services Online.
Flease sehact the link Delow o read aboul 254 legEl authority Tor collscing information

Paperwork Reduchon Al Stalemeni

Registering for Business Services

To cttam 8 User ID and password, complete the registration form and select the submit button on
th foliowing page. The mformation you submat will be verified against our reconds

e S gl resgatration, wou will heve your Uger 1D and passwond
You may updabe your registration mlommation o change your password at any temes.

| understand that the Socsal Sacurity Adminstration {55A) will vakdata the inforrmation | provide
apgainst tha information in S54° files

|User Certification for 3568 Business Sarvices Online
| certity that:

& | understand thet S5A may prevent me from using these services if 554 determines or
auspacts hare has Dabn mMisuse of thesa sanicecs

= | underatand that | may be subject to penallies i 1 submit fraudulent information

= | @ awara that any parson who knowingly and willingly makes any reprosantation to falaaly
obtain mformation from Social Security records and'or intends 1o deceiva the Social Security
Administration as to the tres identity of an ndividual could be punished by a Tine or
imprisoanmment, o bolh

By sefecting the "l Accept” button, you certify that you have read, onderstand and agree
e the user certiffcation of Business Services COaline

1 Do HOT_Acospe [ e

4) The rep must answer five knowledge-based questions chosen from the drop down boxes.

We will use these security questions when the rep’s password is forgotten. When finished
the rep will select Next.

Your pasasord will be used to log inta online servees; your Llser 1D owill be provided 1o you
® indicates regquired information

“Enftar Passward:
“Re-enter Password;

Reeurty Dusstions and ARssars

The security guestions and answers you Select will be used to validate your identity in case you
forget your passyword

“Question 1:

WHRT IS THE HAME OF YOUR FIRST NEFHENT -
TAnEwer 1;

REFSWERL
“Daeation 2

WHAT IS THE WIDDLE HAME OF YOUR MOTHERT -
“Answer 3

RITSWER =S
T Guestion 3

IF ¥0O COTLD FLAY AHY INSTROMENT WHAT WOULD
“Answer 3o

ATIRER S
Qe stion 4

WHAT IS THE ¥EAR YOU GRADTATED HIGH SCHOOLT -
S A 40

ANTAWEFR 4
“Dusstion 5

WHAT IS THE HAME OF YOURL FIRST BETH -
“Answer 8

RIrSWER=S

Back | | cCapcel & Exic [Hae |

15
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5) Return to page 11 of this guide to complete enroliment.

NOTE: If the rep does not remember his or her password, the rep will enter his or her USER
ID then select the Forgot your password? link.

Business Services Online

ﬁ;r Log In to Online Services

For your security, plense kog out of the opplication and ciose all Inlemet windows when you are: findshed

New User? Existing User?
Yoo must creste am accourt [ use this webste Once yiou do Please log in below
youwil be pravided a User 10 ta lag inta aur anine sepices Usar e
To create new account you will need to: Pasaword:
Forgot user 07

+ Provide personal infoemation
» Privade contack information B Foroct our passeoe?

» Creale your password and seaurily questions

i~ 3 . User Carbfication;
lunderstand that the Social Sacurity »
Adminsiration (S5A) wil vabdete the
informetion | provide agairs he

Déd you register with 554 by phone or paper form and informition in 5545 files

need to create a password? I7] I'have read & agress bo these tems.

There are two scenarios if the rep does not remember the password:
a) The rep never set-up the knowledge-based questions and must now request a new
temporary password. The rep will complete the screen below and select Request
Temporary Password. We will mail this temporary password to the rep via USPS.

Business Services Online

B50Welcome | BED information | Keyboand Navigation

ﬁ:fa Request Password by Mail

You have requested to receive a temporary password by mail to replace your forgotten
password.

To request a tenwporary password, anter your First Name, Last Name, Social Security Mumber (if you
have ane) and Date of Birth, then select Request Temporary Password

First Name:

Lagt Hame:

U.5. Social Securty Humber:
Date of Birth jmmad yyppt

Cancel| Request TEmporEn Password | _

17



The enrollment cannot continue at this time. Tell the rep to return when he or she has
received the temporary password, or arrange to assist over the phone.

b) If the rep set-up the knowledge-based questions, he or she will get the Forgot
Password screen. If the rep answers the three questions correctly, he or she can
create a new password then select Submit New Password.

Business Services Online

BE0 Welcome | B0 Informaton | Keyboard Nawgation

ﬁ;;ﬁ Forgot Password

Request to replace forgotten password

To select & new password, you must answer threa random questions that your previously supplied
answers o, If you comectly answer the questions you will be allowead to select & new password

VWHAT |5 THE NAME OF YOUR
FIRET NEFHEW?

VWHAT |5 THE NAME OF YOUR
FIRET MIECE? :

VWHAT |5 THE MICDLE NAME
OF YOUR MOTHER? :

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

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

« Must contain exactly 8 characters

« Must contain only numbers and |etters

= Must contain at least 1 number and 1 letter
= |z not case sensitive

Canel Subimit New Password _

Request Pessward by Mall |

6) Once this step is complete, go to page 10 and continue enroliment.
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