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The Social Security Administration’s
Electronic Disability System

Each year SSA and the state disability determination services (DDSs) request about 15 million
medical and other records on behalf of claimants pursing Social Security disability benefits.
SSA isprobably the largest single third party requester of protected health information and has
begun several initiatives to improve the timeliness and efficiency of its disability programs,
including development of a paperless case processing and adjudication system, or eDib. The
goal isto provide cost-effective e-Government services to citizens, business and other
government agencies that will give them the ability to easily and securely transact most of their
business with SSA electronically. Providers of disability evidence at all levels of administrative
review, including representatives of claims pending at the Office of Disability Adjudication and
Review (ODAR) level, will play akey rolein determining the efficiency, effectiveness and,
ultimately, the success of SSA’s efforts.

This guide provides claimants’ representatives with detailed instructions for submitting ODAR
level appeals materialsin electronic format, e.g., briefs and additional disability-related evidence,
using the upload feature of SSA’s secure website. SSA, including ODAR, is striving to obtain
disability records in electronic format whenever feasible. However, in recognizing that providers
and representatives have a wide range of capabilities and business needs, €l ectronic submission
of claims materialsisto be considered an aternative as documents in paper format will continue
to be accepted.

If you have questionsregarding theseinstructions or the processfor submitting electronic
evidence, please email: odar.hq.rep.mail @ssa.gov



Submitting Electronic Evidence Using
the Electronic Records Express Website

The Socia Security Administration (SSA) has developed afree, easy-to-use website called
Electronic Records Express (ERE) for representatives who can create an electronic record (either
by scanning paper records or receiving electronic claimant records from medical providers).
Representatives can use the ERE website to securely send evidence direct to their client’s
electronic folder. Representatives will receive a confirmation page acknowledging that SSA
received their transmission.

To use the ERE website, Representatives need:

v" Internet access

v' A Web browser

v A computer that supports an encryption level of 128 bits (most computers purchased in
the last five years support 128 bit encryption)

v" A Username and Password to access the ERE website (the Office of Disability
Adjudication and Review will assist you with the registration process)

No special software isrequired to use the ERE website.

How Do | Get Started?

When an electronic claim file meets all the technical prerequisites for receiving electronic
evidence submissions, ODAR will forward to the representative a bar code. Y ou will need to
have the ODAR barcode when you log onto the ERE website because you will need to enter
information such as the claimant’ s social security number and the Request ID. This information
ensures that the claimant’ s records are properly transmitted to the appropriate electronic
disability claim file.

Before using the ERE website, you should have existing electronic records and you should know
where they are stored on your computer system (i.e., which drive, which folders, etc.). The ERE
website accepts the following types of electronic files: .doc, .wpd, .zip, .jpg, .bmp, .txt, .xls, .pdf,
1iff, and .tif. Please use only the following types of character s when naming your electronic
claimant files: numbers, letters, hyphens/dashes, under scor es, backslashes, and spaces.
Please refer to the section “ Special Considerations’ beginning on page 16 for additional
information.

The following pages contain instructions and screenshots to illustrate the user-friendly design
and functionality of the ERE website. To use ERE, smply follow the instructions on the next
page to get started.



New User Instructionsfor ERE —Logging In

. Open an Internet browser (such as Internet Explorer or Netscape)
In the address window type in: http://eme.ssa.gov (do not type the “www.")

. Once you have this page up, click on “Favorites’

e Click “Add to Favorites’

e Whereit says name, type in “Electronic Records Express’ and click the OK
button.

o Refer to page 20 for more detailed information on bookmarking.

. Enter your case-sensitive Username and Password
NOTE: The Office of Disability Adjudication and Review will assist you in
obtaining a Username and Password.

. Click the LOGIN button.

NOTE: Usersshould be aware that after 3 failed attempts to sign in, their account
will be locked. If thisoccurs, additional assistance may be obtained online by
reporting problems to EEA ccountlnfo@ssa.gov or calling 1-866-691-3061. Y ou may
also report problems to the Office of Disability Adjudication and Review at
odar.hqg.rep.mail @ssa.gov.



Social Security Online SocialSecurity Administration

-/, 552, govt Questions? How to Contact Us Search

Electronic Records Express Login

Authentication failed. You have used an invalid User ID or invalid Password
Acknowledgement for Website Access

| understand that the Social Security Administration will validate the
information | provide against the information in Social Security
Administration's systems

| certify that:

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

« | agree that| am responsible for all actions taken with my
User|D.

« | am awars that any person who knowingly and willfully 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 ar imprisanment, or both

s | am authorized to do business under this User ID

By entering your User D, Password and clicking on the "Login”
button, you certify that you have read, understand and agree to the
above statements

User D | ]
Password |

MNote: -Password is case sensitive
-System will time-out after a half-hour of inactivity

If you need assistance with the Electronic Records Express
Wehsite, please contact us via email at EEAccountinfo@ssa.goy
oryou can call us at 1-866-631-3061

Information about SSA’s Online Policies

The privacy of our customers has always been of utmost
importance to the Social Secunty Administration. Our first
regulation, published in 1937, was written and published to ensure
wour privacy. Our cancern for your privacy is no different in the
electronic age.

o Details of S5A's Online Privacy Policy

o Details of S5A's Online Security Policy

« The Privacy Act and The Freedom of Information Act
« Papemwork Reduction Statement

’ﬁRSTGO\' Privacy Policy | Accessibility Policy | Linking Policy | Site hag



6. Entering a correct Username and Password will bring you to the ERE Home Page.

Social Socurity Online Electronic Records Express

www.socialsecurity.gov User Instructions

-+, Electronic Records Express Home
i L Welcome to Electronic Records Express

John Doe . L . Bulletin Board

odar by rep. mail@sea. gov Evidence Submission Services

7037037033 Send Response for ndividual Case Update 02/05/2007
Log Out

The Electronic Records Express
application has been updated. For a
description of changes to the application,

From here you can also: please click on the What's Mew? link
: displayed on this page. Email for more
; } — . information or call toll free: 1-866-691-3061
Iaodify your account information Communication Services . L -
Chuninunication Uiy '?heawebnsite will be unavailable ese:!ry night
Change your passwiord between 4:00 AM and 5:00 AM (ET) for
What's New? routine maintenance.

Email for more information or call toll free:
Foryour security, please log out eSS
and close all Internet windows

Note: Although the ERE Home Page lists a number of electronic transmission features, at this
time the only features available to ODAR users are “Send Responses for Individual Case”
listed under the “ Evidence Submission Services’ box and “Communication Utility” listed under
the “Communication Services’ box, above. Guidance for using the Communication Utility is
provided in separate ODAR instructions.



7. If thisisthefirst time you are logging into ERE, you will be required to change your
password (thisis a security feature).
e The Change Password page should automatically appear. Y ou can also access
the “ Change Password” option from the ERE Home Page (scroll down and the
“Change Password” option ison the |eft side of your screen).

Social Securty Ortline Electronic Records Express

www.socialsecurity.gov User Instructions

s, Electronic Records Express Home

ﬁi‘?; Welcome to Electronic Records Express
John D . S . Bulletin Board
Dga'r"hq ?:p mail@sea. gov Evidence Submission Services
7037037033 ) Send Response for Individual Case Update 02/05/2007
The Electronic Recaords Express

application has been updated. For a
description of changes to the application,
From here you can also: please click on the What's New? link
- displayed on this page. Email for more

. . . . . inforrnation or call toll free: 1866 691-3061
Modlfixé your account information Communication Services
—

Communication Utili %:lgoil:]g_rveh_ﬁi:]e |naint_t|al:ji||nce: "
e website will be unavailable every nig
Change your passwiord between 4:00 AM and 5:00 AM (ET) for
Wihat's Mew? routine maintenance.
Ernail for more inforrnation or call toll free:
Foryour sec lease log out LI
and close all Bt windows

S Electronic Records Express

www.socialsecurity.gov Home Questions? How to Contact Us Search

Electronic Records
Express Home

Electronic Records Express
Change Password

Change Password
An asterisk (") indicates a mandatory field.
Old Pagsword: "| |

Mew Password: *| |

Logout

Corfirm MNew Password: *| |

To maintain a secure system, the account password needs to consist of the following requirements:

+ SSA accounts must have a minimum password length of 7 characters.

+» Passwords have to consist of both alpha and numericl/alpha-numeric characters. (Letters and
numbers or special characters).

» Passwords are case sensitive.

e Enter the password you were given by ODAR in the old password window.

e Enter anew password that is at |east 7 characters long and includes both
letters and numbers. Confirm your new password by entering it again in the
last box. Remember that your Username and Password are case sensitive.

e Your password will expire every 90 days and you will be prompted to change
your password (the screen above will appear after you login).

NOTE: You aregiven three attemptsto enter your password. After thethird

attempt you will belocked out. If you arelocked out of the website, you will

need to send an email to EEAccountinfo@ssa.gov or call 866-691-3061.

8. When you have changed your password after your first login, you may proceed with
sending evidence to ODAR.



Instructionsfor Sending Response for Individual Case

Using the ERE Website

On the ERE Home Page, under “ Evidence Submission Services’, select “Send Response for

Individual Case.

Social Security Online

Electronic Records Expres

X

www.socialsecurity.gov

John Doe
odar.hg.rep. mail@ssa. gov
7037037033

From here you can also:

o dify your account information

Change your password

Faoryour security, please log out

-, Electronic Records Express Home
%; Welcome to Electronic Records Express

G

Evidence Submission Services
Send Response for ndividual Case

Communication Services
Communication Utility

What's Mew?

User Instructions

Bulletin Board
Update 02/05/2007

The Electronic Records Express
application has been updated. Far a
description of changes to the application,
please click on the What's New? link
displayed on this page. Email for more
information or call toll free: 1866 -691-3061
Ongoing websit int e:

The website will be unavailable every night
between 4:00 AM and 5:00 AM (ET) for
rautine maintenance.

Ernail for more inforrnation or call toll free:
1-866-691-3861

NOTE: You will need to have the ODAR barcode to enter information in the next few
steps. Thefollowing illustration will help you find the necessary information on the ODAR

bar code.

FCQID: 00000000000000000001505

J SITE: W28 |

Step 1: Enter the Site Code in the SITE CODE field. It isimportant that you select the SITE
code from the barcode sheet provided by ODAR. DO NOT USE A BARCODE PROVIDED
FROM ANOTHER SOURCE WHEN YOU ARE SENDING INFORMATION TO AN ODAR
OFFICE (i.e. Disability Determination Services).

NOTE: When the SITE codeisentered the appropriate ODAR office and state will be
shown in the DESTINATION and STATE field. The DESTINATION field has both
ODAR and Disability Determination Service officeslisted. Be surethat an ODAR officeis
shown in the Destination field.



Social Security Online Electronic Records Express

www.socialsecurity.gov Electronic Records Express Home User Instructions
John Doe =, Send Response for Individual Case
Destination and Request Information (Step 1 of 3)

’ lt.'s.\l }
i

Enter 3 character site code or

select state and destination: Sitecode: [ | OR  State: [[Select] ¥

Destination; | [ Select Destination ] v/
Enter the following information .
from the request letter or 55N I:I
barcode: RQID (Request D). | |

RF (Routing Fieldy  ©p O D or blank O'No RF or No Barcode

DR: OF Os C'No DR or Mo Barcode
cs: ]
(enter anly if applicable)

Step 2: From the barcode provided by ODAR, enter the following information in the
appropriate fields. (See the figure shown below)
o Enter the claimant’s Social Security Number
o Enter the Request ID information. The Request ID is the document number or serial
number which is usually located on the barcode. Be sure to enter the Request 1D
beginning with the first non-zero number. For example, if the request letter shows
RQID as 00000001102400, enter 1102400.
o Enter the RF (Routing Field) information shown on the barcode.
« Enter the DR code information shown on the barcode
e Do NOT enter the CS code
e Click “Continue” to go to the next screen



Social Security Online

www.socialsecurity.gov
John Doe

Enter 3 character site code or
select state and destination:

Enter the following information
from the request letter or
barcode:

Electronic Records Express

Electronic Records Express Home User Instructions

Send Response for Individual Case
Destination and Request Information (Step 1 of 3)

N
i

Psite code: OR State:

Destination: | WA, - Charlottesville ODAR, [X34] v|

= —

v

RQID (Request D} | |

SSN:

> RF (Routing Field): Op QD or blank Mo RF or Mo Barcode
|-
7 DR OF Os OMNo DR or No Barcode
cs ]
(enter onl

Do not Enter
the CS code

ot |

—3RQID: 000000000000000000013385 SITE: T23 DR:F

DOCTYPE: 0001 RF: D CS: 5b83 4“




Step 3: Send Files from your computer

If you have records for the requested claimant in an electronic format, you can send
existing files from your computer to ODAR.

NOTE: Filetypes accepted are: .wpd, .doc, .jpg, .bmp, .txt, xls, .pdf, .tiff, and .tif. Please refer
to the section entitled “Naming Y our Electronic Claimant Records, on page 19, for more
information on acceptable file names.

i A maximum of § files can be added and all files must total less than SOMB.
Attach and upload files to this File types accepted: wpd, doc, jpg, bmp, b, xls, pdf, tiff, tif
response:
File 1: | |[ Browse.. |
Docurnent Type: | [Select Document Type | v
Document Date: | mm/ddpnay
Motes: | | [ ClearFile1
(40 characters)
Add Anather File
Cancel Prior Page Subrnit

e Click on the BROWSE button to find the file you wish to send to the electronic
folder
e The"“Choosefile” window appears

Choose file @

Lok ir: | i fy Cormputer ﬂ b= o EF-
5.53‘,& Floppy () I
'té e WS NTFS_C (3
My Recent e WS _NTFS_D (D)
D':'iim”“ L, DVDJCD-RW Drive (E:)
"; : "o Removable Disk (F:)
Deszkiop -:
-
-
A
=t
ty Documents fﬂ
» T
by Computer *
ey M ebwork, File narme: | j Open |
Flaces
Files of type: |,-'1'-.|| Files [*.%] _:J Cancel |

10



e Locatethefile you wish to send and click the file name with your mouse to highlight
the file name. Thisinserts the document’sfile name into the “File name” box at the
bottom of the “Choose file’” window.

Choose file

Look iri | ) ERE Evidence 111-11-1111 | )

D

ky Recent
Documents

Dezkiop

\$

ty Documents

3

ky Computer

kA p M etk | File name: | |TEST DOCFOR ERE COMMECTMATY ﬂ | Open -|
Placesz

Files of type: | &1l Files 7] ~| Cancel

e Next, click the Open button. The “Choose File” window will close and the ERE
website will show the file name displayed in the box to the left of the Browse button.
Y ou have successfully attached the named file to the website.

i A maxdimum of & fil
Attach and upload files to this File types acceptefl: wpd, doc, jog, bmp, txd, ==, pdf Giff, tif
response.

File 1: |CAERE Ewidence 111-11-11114TE[ Browse...

Document Type: | [ Select Dacument Type ] v

Document Date:

Motes: | | [ ClearFile1
(40 characters)

Add Anather File

Frior Page ” Submit ]

11



e Document Type: Select from the drop down list a document type for the document
you are sending.

i A maximum of § files can be added and all files must total less than S0MB.
Attach and upload files to this File types accepted: wpd, doc, jpg, bmp, b, xls, pdf, Giff, tif
response:
File 1 CADocuments and Set‘tings\__TEST
Document Type:

Docurnent Date: [ Activities of Daily Living (ADL)
Appointrment of Representative (Form 1696)
Motes: Autharization for Source to Release Infarmation to S5A (Farm 827)
o hara e Claimant Correspondence (CLMTLTR)
Disahility Report-Appeals (Form 3441)
Add Another File|Medications (Form 4632)
Fecent Medical Treatment (Form 4631)
Fepresentative Correspondence (REPLTR)
Yocational Consultants Cormments WOC)

Cancel ‘Wark Background (Farm 4633) ubmit
Claimant-supplied evidence (CLMTEWYID)
Medical Evidence of Record (MER)
Representative Fee AgreementiFEEAGRMT)
Reguestfor Hearing by ALG (Form 501)
= CriticaliDire Need Reguest (CRTRAST)
gj Done On the Record Request (OTRRQST) S @ Internet

e Depending on the document type you select, additional fields may appear which
require completion.

i A maximum of § files can be added and all fies must total less than SOMB.
Attach and upload files to this File types accepted: wpd, doc, jpg, bmp, b, xbs, pdf, Giff, tif
response.

File 1: Ch\Documents and Set‘tings\TEST
Document Type: | Medical Evidence of Record (MER) v

Treatment Source:
(57 characters)

From Date: mim/delfay To Date: | mm/ddinny

MNotes: Clear File 1

| Add Another File

Cancel Submit

e You may send additional files (maximum of 8 filesfor one claimant) by clicking the
“Add Another File’ button and repeating the previous steps.

e If you select Prior Page, you will return to the Destination screen page.
NOTE: You will lose al information entered on the screen and any file selected.

12




Step 4:  Verify the Destination and information.
Compare the information in the Destination and request summary box to the ODAR
barcode before submitting aresponse. |If the information does not match, then re-enter
the correct information at Step 1. If the information matches, click the Submit button.

Electronic Records Express

Social Security Online
www.socialsecurity.gov Electronic Records Express Home User Instructions
John Doe - Send Response for Individual Case
m Attach and Upload Files (Step 2 of 3)
ES::;:::;?" and request Destnation.  SC - Charleston ODAR [Y18] SSN 111114111

RQID: 123123123 RF: D

DR S CS:

H A i f & il be added and al fi st total | th SDM-EI.
Attach and upload files to this 7t oo e ST T
response:
File 1: | |[ Browse.. |

Document Type: | [ Select Document Type ]

Documertt Date:

MNotes:; | | [ ClearFile 1
(40 characters)

Prior Pags J Submit

If an invalid document was attached you will receive an alert message similar to the
message shown below. Click “Try Again” to re-enter the correct information.

Electronic Records Express

Social Security Online
www.socialsecurity.gov Electronic Records Express Home

John Doe -, Send Response for Individual Case
PEN Rejection (Step 3 of 3)

User Instructions

Your report was NOT successfully transmitted. NO files were sent.

The following problem(s) occurred with the file submission:

o TEST DOC FOR ERE CONNECTIMWITY . doc is an empty file.

Destination: SC - Charleston OQDAR [Y18] SEN 111111111
RaQiD: 123123123 RF: D orblank
DR 5 Cs

File Name Document Type File Size
TEST DOC FOR ERE  Medical Evidence of Record (MER) 0.0KE

COM. THITY doc
Totalffile size: 0.0 KB

Thank you for using Electronic Records Express.

[ Try Again ] [ Send Another Response ] [ Horne I

13



Electronic Records Express

Home Questions? How to Contact Us Search

Electronic Records Express Print

’ (i
% Ml.¢  Send Response For Individual Case

Uploading your files
mm= =]

Please wait ...

Please be patient while your files are upleaded. This process could take anywhere from a few s
few minutes, and depends on your network speed.

Y ou should receive a“Confirmation” page acknowledging that SSA has received your
transmission. The confirmation page indicates the specific filename and document type
of each file that was transmitted.

The confirmation page only acknowledges that the transmission has been received. The
transmission must still go through a SSA security check before being sent to the
electronic folder. You will be notified by email if there are any errors or problems that
prevent SSA from processing your submission.

NOTE: Intheunlikely event that you do not receive the “ Confirmation” page, you
should resubmit the materials.

Electronie Records Express

Social Security Online

www.socialsecurity.gov Electronic Records Express Home User Instructions

anniios v, Send Response for Individual Case i
M Confirmation (Step 3 of 3)
Your information has been submitted and will be processed.
Confirmation Number: 110A2C104FDF411A
Date and timestamp: 02-08-2007 at 14:07 EST

You will be notified by email if there are any errors or problems that prevent us from
processing your submission

Destination: SC - Charleston ODAR [Y18] SSN 11111111
RQID 123123123 RF D or blank
DR: S CS

File Name Document Type File Size
TEST DOC FOR ERE  Medical Evidence of Record (MER) 350KB

CON..... TWITY doc
Total file size: 350KB

Thank you for using Electronic Records Express.

[ Send Another Response ] [ Horme ]

NOTE: Itisrecommended that you print or take a screenshot of the Confirmation page for
documentation. To create a screenshot, simultaneously press the Alt and Print Screen keyson
your keyboard, then paste the captured image into an electronic file. You can also email this

page to yoursalf. You cannot bookmark and save a confirmation page. (Please see “Saving ERE

Confirmation Pages’ section on page 21 for more detailed instructions). Y ou will not be able to
retrieve this information from SSA (including ODAR) after you exit this page.

14



If you have evidence to send for another individual, you can select the “ Send More” link on the
left or click on the link toward the bottom of the Confirmation. Thiswill bring you to the
webpage to enter information to send medical records for another claimant. Please be sure to
have the ODAR request letter available.

L ogging Out of the ERE Website

When you have completed your file uploads, click “logout” on the left navigation bar of the ERE
website. Logging out ensures that others may not access the ERE website through your
Username and Password.

Social Security Ortline Electronic Records Express

www.socialsecurity.gov User Instructions

= Electronic Records Express Home
W Welcome to Electroni¢c Records Express
Hggrar

John Doe Evid Submission Servi Bulletin Board
odar.hayrep. mail@ssa. gov vidence Submission Services

B Send Response for Individual Case Update 02/05/2007

The Electronic Records Express

application has been updated. For a
description of changes to the application,
re you can also: please click on the What's Mew? link
dizplayed on this page. Email for mare
inforrnation or call toll free: 1-866-691-3061

Il your account information Communication Services

Communication Utility Ongoing_weh_site maint_enance:
The website will be unavailable every night

between 4:00 Al and 5:00 AM (ET) far
What's Mew? rauting maintenance.

Email for mare infarmation or call tall free:

1-866-691-3361

C our password

Faoryour security, please log out
and close all Internet windows
witien you are finished

Socal SecurityOuline Social'Security Online Services

www.socialsecurity.gov

. You Are Logged Out

For your security, please close all Internet windows before leaving your
computer.

[ Return to Online Services ]

15



Special Considerations When Using the ERE Website

Registration Process

Since registering to use the ERE website requires some manual intervention by you, ODAR, and
the SSA Office of Systems, this option will be most practical if you receive relatively frequent
requests for claimant records from SSA/ODAR (e.g., at least 3 — 4 requests each month).

Logging Into the ERE Website
The Username and Password are case sensitive.

NOTE: Your ODAR contact will assist you in obtaining a Username and Password.

Be aware that after 3 failed attempts to sign in, your account will be locked. If this occurs, you
may obtain additional online assistance by clicking the ERE Admin email addresslink. You
may also report problems to your ODAR contact.

Updating Your Email Address

Y our email address currently on file with SSA will be displayed on the Home Page in the top left
corner.

Social Security Online Electronic Records Express

www.socialsecurity.gov User Instructions

-,  Electronic Records Express Home
M Welcome to Electronic Records Express

John Doe Bulletin Board

: Evidence Submission Services
odar.hg.rep. mail@ssa. gov
?03;;0;?03% @ssa.9 Send Response for Individual Case Update 02/05/2007
The Electronic Records Express

application has been updated. For a

i description of changes to the application,
Ergm here vou can alsg- g please click on the What's Mew? link

i displayed on this page. Email for more
information or call toll free: 1866 -691-3061

Modify your account information Communication Services

Communication Utility Ongoing_weh_site maint_enance:
The website will be unavailable every night

between 4:00 Al and 5:00 AM (ET) for
What's Mew? rauting maintenance.

Ernail for more inforrmation or call toll free:

1-8F56-691-3861

Lhandge your password

Foryour security, please log out
and close all Internet windows
when you are finished

If the email address or phone number shown is incorrect, you may change your email address by
performing the following steps:

1. Select the “Modify your account information” link.
2. Enter your new or correct information in the appropriate field.
3. Select the“Modify” button.

16



Electronic Records Express

Social Security Online

www.socialsecurity.gov Home Questions? How to Contact Us Search
Blectronic s = /as¢  Electronic Records Express
Lecords EXpress 5 (A .
Home n"'m Modify My Account

Change Password | aoterisk (7} indicates a mandatory field.

Logout User ld: johndoe

Role: Individual End-User
Status: Active

First Name: ™ liohn |
Middle Name: | |

Last Name: ™ [Doe |

Organization | |

MName:;
Department | |
Pasition: | |
Primary Phone: |410.6551212 | Ext | || woRK v
Alternate Phone: | [Ext | || [ Select Type | v
Alternate Phone: | |Ext | || [ Select Type ] v
Alternate Phone: | [Ext | || [ Select Type | v

Primary Email: * |jghn,doe@ssa,gou |
Alternate Email; | |

Address Line 1 |1nn Dermo Road |
*

Address Line 2: |suite 100 |
Address Line 3: |
City: ™ [Same City | State: [MARYLAND v| Province:

ip " 21207
Courtry.*

Cancel

Y our browser will be re-directed to a change summary screen. Select “ Submit” to forward your
changesto SSA, “Edit” to return to the previous screen and make additional changes, or
“Cancel” to exit.

17



Electronic Records Express

Social Security Online

www.socialsecurity.gov Home Questions? How to Contact Us
Electronic ok e, -
EEEEE L ﬁsﬁiw Eleptronlc Records Express
Home % & Modify My Account

Change Password

User |d: johndoe
Logout

Role: Individual End-User
Status: Active

First Mame: John
MWiddle MName:
Last Name: Doe

Organization Mame:
Department:
Fosition:

FPrimary Phone: 4106565-1212
Altarnate Phone:
Alternate Phone:
Alternate Phone:

Primary Email: john.doe@ssa.gov
Alternate Email:

Address Line 1. 100 Demo Road
Address Line 2; Suite 100
Address Line 3
City. Some City State: MD Frovince: Zip: 21207

Country: United States

EE [ =3
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In addition to a confirmation screen, ERE will send a confirmation email to your email address
once your change(s) are processed.

o S Electronic Records Express
www.socialsecurity.gov Home Questions? How to Contact Us Search
Ereraoe fromeords Jas. Electronic Records Express

%S Modify My Account

Change Password
Your account was successfully modified.
Logout

Changing Your Password

Users are required to change their password upon their very first login to the ERE website.
Afterward, users will be prompted to change their password every 90 days.

Naming Your Electronic Claimant Records
The ERE website will accept electronic filenames that contain the following characters:

= Numbers

= Letters (uppercase and lowercase)
= Backdashes“\”

= Underscores” "

= Hyphens or Dashes “-”

= Spaces

Other special characters may make your electronic filenameinvalid, such as:

= Certain Punctuation Marks (commas, semicolons, parentheses, etc.)
= Symbols (*, %, <, >, |, etc.)

Please be sure that your electronic records include the acceptable character types shown above.

NOTE: Please be sure to upload only non-password protected documents.

Getting Started -- Reminder

Be sure to have the ODAR barcode with you as you will need to enter information such as the

claimant’s Social Security Number and the Request ID. Please be sure to input the request 1D

number asit is shown on the ODAR barcode (excluding lead zeros). Thisinformation ensures
that your claimant’s records are properly transmitted to their electronic disability claimsfile.

Timing Out
The website will time out 30 minutes after you begin, so you should be ready to enter

information from the records request letter and have files ready to upload. Y our password will
expire every 90 days and you will be prompted to change your password.
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Avoiding User Errors

SSA’s Office of Systems tracks every error generated on the ERE website. Errors can occur for
many reasons. The following list briefly explains some common ERE website user “errors’:

= Bookmarking the confirmation page — Never bookmark pages within the ERE website.
The only bookmark you should use for the ERE website is the Homepage at
http://feme.ssa.gov. If you bookmark any other pages within the ERE website then the
website treats this as if you are submitting something related to an earlier submission
which becomes problematic as the website tries to link your current transmission of files
to an earlier transmission of uploaded files. Please note you cannot bookmark and save a
confirmation page.

= Leaving the ERE session unattended for 30 minutes will cause a session timeout. |If you
need to do something el se please log out and exit your ERE session. When a session
timeout occurs, SSA’ s Office of Systems will contact you to determine what happened
(e.0., you lost your connection to the Internet Service Representative or ISP, etc.).

= Clicking the Back button, Stop button, or closing your Internet browser after you have
clicked the Send button to upload afile. Thistriggersa partial upload and generates an
error. SSA’s Office of Systemswill contact you to determine what caused the problem.

= Typing in anincorrect file path for afile saved on your local system. This can occur if
you type in afile name rather than using the Browse button to navigate to where files are
stored on your system and then clicking the files you wish to attach. Y ou may not
receive notification if thistype of error occurs. The best way to avoid thistype of error is
to use the Browse button to attach your files and then wait for the Confirmation Page to
appear after you have successfully transmitted your electronic files.

Bookmarking the ERE Website

Please be sure to bookmark the ERE Home Page only. Y ou should never bookmark intermediate
webpages within the ERE website. Doing so can cause problems the next time you try to send
files, which may necessitate that SSA contact you to determine whether an actual problem
occurred while you were on the ERE website trying to send your electronic files.

To create a bookmark:
1. Click the Favorites button on the top toolbar of your Internet Browser screen
2. Scroll down and select Add to Favorites...
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A Social Security Administration - Microsoft Internet Explorer provided by IE6.0 5P1 = Alpha CI

© File  Edit  View WRECNES Took  Help
#fudd ko Favarites. ..

Social Secrrity (R nnistration
hittp:iwwe. s5a.govil L
| Cisabilty Onlne *
= + Login

(3 Links 3

=3 Medcare 3

&) z50g.paF

&] hedi, Office of Disabilty Programs —

&) coa

&1 Hex Hub Color Codes

&] hoyasenine

@] JigZons

] oHAWriters' Resources e

] DPLM Balimare-Washington Schedue t a halk-hour of inactivity
] R

&) my vabool

@] SdFiwre

& Washington Fost ita Services,
& washingtenpost.com Entertainment Guide .

&) The Little Colonel Bocks

| 2005 Washington, DC Metro Area Dinng Guide

E] hittp--vewsar groawe, net-pdf-datasheet-GV0-professiona . pdf ctronic Medical

] The Geargetown Club of Metropolkan Washington, [1.C. intact EME via
- TEITAN ENIEAYTTNES S ALY ¥

Search

Adds the current page bo your Favorites kst.

3. Inthe Name: box, type in the name you wish to give this particular website

Add Favorite

% Internet Explorer will add thiz page to your Fawvartes list,

Marme: |ERE Website | [ Create in »>» ]

4. Click the OK button and you have created your bookmark for the ERE website.

NOTE: You may also choose afolder to save this bookmarked webpage in by selecting
the Createin >> button.

Now you can click on the Favor ites button on the top toolbar of your Internet Browser
screen and you should see your bookmark appear in the resultant dropdown list.

Saving ERE Confirmation Pages
Y ou cannot bookmark and save a confirmation page. Y ou cannot retrieve a confirmation after

exiting the screen. If you wish to have arecord of the ERE transaction, we suggest you save
your confirmation pages in one of two ways.
= Print out the confirmation page you receive and store the paper copy of the confirmation
= Save your confirmation electronically and store it on your local computer system
= Send the confirmation page to your email
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To save an electronic copy of an ERE confirmation page, you'll need to capture a “ screenshot”,
paste the screenshot into an electronic file, and save the file locally to your system. The
instructions below will walk you through one method of saving an electronic copy of your ERE
confirmation.

NOTE: The particular method you use may vary depending on the type of software available on
your computer system.

1. Createascreenshot. To do this, smultaneously pressthe Ctrl, Alt, and Print Screen
keys on your keyboard. Doing thiswill capture the image of whatever is currently
displayed as the active window on your computer monitor.

2. Open asoftware program that will allow you to “paste” your screenshot. When you
have opened your program, right-click your mouse and select Paste or click the Paste
button on your standard toolbar. The images below show a screenshot being pasted
into a Microsoft Word document.

Zh Documant3 - Microsaft Word
§oie [t | Wew Iwet Fomst ook Toble

m-ﬁ

e U Repeat New Blonk Document  Chrbe

Window Hep OHATools FIT FITDeskGuide Savefis. . ) Typesauestonfohel  ~ X

dalio- o 0@ m &g e @) gk

BTy [E|Emmi=- S ire -2 Al

Canit Undo CuheZ

£ Cut Chrb

3 Office Chpboard, ..

b

N

mﬁ,. , SOOI IO (ERRNEEES RNy, ¥
3 cony [t IV 5

-

Baste

Chel+Y

Pase e,

Paste &5 Hyperhink

I Fle Edt Miew Insert Format  Tools Table  Window Help  OHA Tools Type a question for help (= X
RN RERETI RN NN - A RN AN e Nee = S EiruEl== E
E%’EHEDGS Menu & FEDS < CPM3S B2 Send To Closed Exhibit Menu » Spacing ~ Print ~ | H Backup @ TBars § About !
—
] 1512345aw7 2
5 Electronic Records Ea
SochlSecurityOnling ECLronIC hecor XPress
: [———— ioms Gossticast Voo Contact s
. Rand Hare = Electronic Records Express ek
- .7 send Response For Individual Case
n Elgstranis
) BaserdsExpress | CONFIRMATION (@
5 Home
& Yous information has baan submitled and wil be proceased
: 14205
- ot 1110 AM
N 340 DS [UNDY N9
: 5%
m
Z Uploaded Blusi: v
N  Fat Madcal Rycords 2005 dos & a
: ]
+ s

3. Saveyour new file with the screenshot of your ERE confirmation page to your local
system.
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How SSA Communicates Information to ERE Users

SSA’ s Office of Systemswill use the “Bulletin Board” section of the ERE website to alert
registered users of new information, such as any scheduled maintenance or new functionality.
The following illustration shows such an alert in the Bulletin Board section. You’'ll also notice
that thereisan email link within the “Bulletin Board” section so that users can send an email to
obtain additional information from SSA.

Social Security Online Electronic Records Express

www.socialsecurity.gov User Instructions

Electronic Records Express Home
“  Welcome to Electronic Records Express

PN
i

John Doe . L. . Bulletin Board
odar.h.rep. mail@ssa. gov Evidence Submission Services

7037037033 Send Response for Individual Case Update 02/05/2007
The Electronic Records Express

application has been updated. For a

description of changes to the application,
From here you can also: please click on the What's Mew? link

dizplayed on this page. Email for more

. . . . . inforrnation or call toll free: 1866 691-3061
Modify your account information Communication Services

Communication Utility Ongoing_weh_site maint_enance:
The website will be unavailable every night

Change your password

between 4:00 Al and 5:00 At (ET) far
What's Mew? routine maintenance.

Email for maore information or call toll free:

Foryour security, please log out 1-866-691-3861

and close all Internet windows
wihen you are finished

In addition to posting a message in the Bulletin Board section, SSA will send an email to all
registered ERE users to inform them of scheduled maintenance or enhancements to the website.
In general, you should receive an email notification at |east one week in advance of any
scheduled changes.

ERE Electronic File Format Options:
SSA’s ERE website currently supports the following file formats:

.wpd .doc xt

pdf Xls JpPY

Jbmp Liff tif
Zip

AccessKeys:
This application contains access keys to improve navigation and provide information. Y ou
will find alist of these keys in the table below:

Button Access Key

Add Another File 2 — 8 (number corresponds to the file
to be added)

Cancel n

Continue c

Edit w

Home m
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Prior p
Send Another Report r
Send Another Response r
Submit b
Try Again g

Other keyboard commands, hotkeys or access keys will vary based upon the browser and the
version of the browser that you are using. A list of these commands can be found in the Help
section of your browser. The Help feature can be located on the Menu bar of your browser or
by using the F1 function key on the keyboard. Any assistive devices that you may be using
will also have alist of these shortcut keysin their Help section.

Note:
1. Tousethese keys select the “ Alt” button on your keyboard and the access key simultaneously.
2. Internet Explorer 6 Browser UsersOnly: In order to trigger the “Browse” button on the Electronic
Records Express Submission pages you will need to use the space bar if you are using keyboard
access.

Contactsfor Additional Assistance

If you need additional assistance, you should contact:

Email: odar.hq.rep.mail@ssa.gov

Glossary

Acceptable File Type Types of filesthat are compatible with a given computer
program or website. The ERE website currently supports the
following type of files:

.bmp, .doc, .jpg, .pdf, .tif, .tiff, .txt, .wpd, and .xls, and .zip.

Barcode Datais coded in aseries of bars and spaces of varying width.
This symbol can be read with hand held moving beam
scanners by sweeping a horizontal beam down the symbol.
To date, industry has utilized a*“3 of 9” barcode with varying
width vertical bars. Technology is now shifting to amore
stable and versatile barcode (2-Dimensional or 2-D), where a
checkerboard pattern varies in both width and height.

A 2-D barcode located on the request letter determines the
ultimate destination (paper folder and/or el ectronic folder) for
the evidence submitted (uploaded). The 2-D barcode actsas a
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.bmp

.doc

Download

ERE

eDib

e-folder

Extract

portable database to store the following information: SSN,
request 1D number, site number (Disability Determination
Service or ODAR), and document type (e.g., MER, CE). The
request 1D number (also known as the turnaround document
number or contract number) is SSA’ODAR’s unique
transaction tracking number, and when received, can be used
to generate atickle in the case processing system. If a
Representative fails to submit the bar-coded information, the
document must be manually indexed at the ODAR.

The filename extension for abitmap file. Bitmap isa
common graphic format used by computers. A graphic or
picture is made up of anumber of individual dots (bits) to
form animage. A bitmap is essentially a map of bits (hence
the name). Bitmap files can get very largein size and if
storage space is afactor then it is best to convert the image
into a more compressed format such as .jpg.

The filename extension for a Microsoft Word document file.

The process of transferring afile from a remote computer,
server, or webpage to your own computer. Download isthe
opposite of upload.

Electronic Records Express, SSA’s secure website to be used
primarily for uploading (sending) electronic medical and other
evidence to be considered in determining disability eligibility.
Electronic Disability (eDib) is SSA’s endeavor for enhancing
the disability claims process. It isamajor Agency initiative
comprised of interdependent projects that are designed to
move al components involved in claims adjudication/review
to an electronic business process through the use of an
electronic disability folder. It expands Internet use, it
automates disability intake, provides electronic access to
disability-related information, and will improve overall
efficiency of the disability claims process.

The electronic disability folder (e-folder or EF) isSSA’s
electronic disability repository of datathat will, when eDibis
fully implemented, be accessible by all componentsinvolved
in the processing of disability claims. Datathat ishoused in
the e-folder will come from many different SSA and ODAR
systems as well as from external sources (e.g., medical
Representatives). The e-folder is not a case processing
system. The e-folder will allow componentsto share
disability case information without having to move a paper
folder between components.

To obtain selected information from a source; an excerpt of a
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ipg

MER

pdf

Secure Website

tif or tiff

Ixt

Upload

wpd

record.

Jpg or .jpeg (pronounced “jay-peg”) is a standardized image
compression format named after its developers (the Joint
Photographic Experts Group) that can compress images to
very small file sizes, commonly used on the Internet due to
faster image transfer rates. JPEG images can contain
thousands of colors which make for the format ideal for
compressing images such as photographs. The JPEG format
can compress images up to around 10% of their original file
size without losing too much quality (depending on the image
used) although the image will lose its sharpness. JPEG files
use both the .jpg and .jpeg file extensions and can be created
in most popular graphics applications.

Medical evidence of record (MER) is collected from sources
identified by the claimant.

The filename extension for a Portable Document Format
(PDF) file. PDF isauniversal file format developed by
Adobe® that preserves all the fonts, formatting, graphics, and
color of any source document, regardless of the application
and platform used to createit. PDF isareliable format for
electronic document exchange. To view PDF files you need
Adobe Reader® which you can download free at
http://www.adobe.com/products/acrobat/readstep2.html.

A website that uses encryption and access controls so that
personal information sent viathe website is not susceptible to
interception, loss, or alteration.

TIF or TIFF is short for “Tagged Image File Format” and
refers to atype of image format developed by Aldus and
Microsoft that is commonly used within computing. It was
designed primarily for faster datainterchange. TIFF filesare
basically Bitmap images; they are not restricted in resolution
and can be black and white, grey scale or full color. Most (if
not all) image editing software can support the TIFF format
and TIFF filestypically have the .tif or .tiff file extension.

The filename extension for atext file.
The process of transferring afile from a personal computer to
aserver. This process makes the file available to others.

Upload is the opposite of download.

The filename extension for a Word Perfect Document.
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S

Zip

The filename extension for a Microsoft Excel file.

A zipped fileis afile that has been compressed making it a
smaller file. Compressed filestravel faster, therefore taking
less time to download to your hard drive or upload to another
computer. To return thefileto itsoriginal size,
decompression software is used so that you can view thefile.
Compression/decompression software is pretty common and
may be downloaded from the Internet if it isn’t already
available on your computer.
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