
Rep Portal (Link) 
 
Sign In Page 

 
 
  

https://secure.ssa.gov/RIL/SiView.action?URL=%2Fdcps%2Finternet-scheduling%2F


Forgot Username?  Press link to access the following page. 

 
 
 
Signing Using ID.me (set up process) 
ID.me 
 

 
 
  



Create and ID.me account steps. 
 

 
 
 

  



Add email and create a password using at least 1 Upper Case, 1 lower case, 1 
number and 1 symbol/special character. 

 
  



 Verify your email and PW. 

 
 
 
 
 
 
 
 



Confirm information steps sent to email address. 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
Security Steps to Secure your Portal Account 
 

 
 



Security Steps through your personal cell phone 

 
 
 

  



Confirm Phone Number, with texted verification code. 

 
 

  



Verification of Phone code 

 
 
 
  



Submit ID (pictures) 

 
 
 
  
  



Picture scan on cell phone. 

 
 
 
  



Wait for verification (15 seconds) 

 
 
 
  



Receive multifactor authentication. 

 
 
  



 
Verify identity with your SSN. 

 
 
  



Review your identification information captured from picture ID 

  
 
 



 Acknowledge you allow SSA authorization to use your information  

 
 
 
 
  



Portal Accept obtained, verify terms of service. 

 
 
 
Portal Home Page 

 
 
 
 

  



Review DSG associated with your identification (only one should be associated with your 
ID). 

 
 

Solo DSG 

 
 
Select Region for submission of Availability.   

 
 
  



Select the Availability Period for the TSM (Targeted Scheduling Month for submitting 
availability) 

 
 
 
Add rep specific time and daily hearing caps. 

 
 
  



Solo Copy feature 

 
Paste 

 
 
Done 

 
 
  



Save or submit monthly availability. 

 
 
Successfully saved notification. 

  
 
  



Review/Confirmation screen and saved. 

 
  



Availability successfully submitted. 

 
 
 
Home screen after successful submission. 

 
  



CONSOLIDATED DSG 

 



Copy  

 
 Paste 

 
 Done 

 
 
  



 +Add Rep 

 
 
Confirmation review page. 

 
 
 
 
 
 
  



 
Confirmation of submission through portal 

 
 

Home screen after successful submission. 

 
 



GEOGRAPHIC DSG 

 
 
Copy  

 
 
Paste 

 
  



Done 

 
 
+Add Rep 

 
 
 
 
 
  



Successfully saved information. 

 
 
Confirmation review page. 

 
 
 
  



Successful submission through portal. 

 
 
Home screen after successful submission. 

 
 
 
  



HYBRID DSG 

 
 
Copy  

 
 
Paste 

 
 
  



Done 

 
 
+Add Rep 

 
 
  



Saved availability. 

 
 
 
  



Review/Confirmation screen. 

 
 
After submission 

 
 
  



Home screen after successful submission. 

 


