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Background 

The Office of Hearings Operations (OHO) contracts with Medical Experts (MEs) and Vocational Experts 

(VEs) to perform services such as providing testimony at ALJ hearings and responding to interrogatories. 

These services require reviewing case documentation stored in the electronic folder (eFolder).  

ERE (Electronics Records Express) for Experts is a secure web service that provides registered experts 

with electronic access to the exhibited documents in eFolder sections A, E, and F of cases they are 

assigned in CPMS (OHO’s Case Processing and Management System). 

This registration guide is for an individual Blanket Purchase Agreement (BPA) holder providing expert 

services to OHO. Experts working for a company should refer to the “Registration Guide for Company 

Experts”. 

 

Registration 

An individual expert with an active BPA to provide medical or vocational expert services for OHO is 

eligible to obtain an ERE for Experts account. Registration consists of: 

- Creating a “my Social Security” account using LOGIN.GOV 

- Adding extra security to your “my Social Security” account 
- Adding extra security to your LOGIN.gov account 
- Notifying SSA that your registration is complete 

 

Getting Help 

If you are having issues creating a my Social Security account, or adding the extra security to your 

my Social Security account, contact the helpdesk for assistance. The Helpdesk can provide assistance 
with issues that occur while trying register.  Use this link to access the helpdesk information webpage: 
https://www.ssa.gov/myaccount/help/.   

https://www.ssa.gov/myaccount/help/
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There are three options available when requesting assistance on the Need Help with my Social 
Security webpage: 
 
Call Us 
 

• The helpdesk hours of operations is 7:00am to 12:00am Eastern Time, Monday through Friday. 
 
 

 
 

Request a Call Back – currently out of service  
 

• This option will send a message to the helpdesk and you will not have to place a phone call.  
Keep in mind, this option is only available during hours of operations, 7:00am to 12:00am 
Eastern Time, Monday through Friday. 
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Visit Us 
 

• This option allows you to locate the closest social security field office in accordance to your zip 
code.   

 

 
 
If the helpdesk is unable assist with the particular issue, they will direct you to visit your local Social 
Security field office.   By using the Visit Us in the 3rd option above, you can locate the closest office 
nearest to your location.  It is recommended to first call the field office to make an appointment.   
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Create a “my Social Security” account 

If you already have a “my Social Security” account, go page 28. 

If you already have a “Login.gov” account, go to page, go to page 33.  

If you already have a “my Social Security” account with extra security, go to page 36. 

1.  Go to https://www.ssa.gov/myaccount/ and click “Create an Account” 
 

 

https://www.ssa.gov/myaccount/
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2.  Click “Create a new account” 

 
 

 
 

3.  Click “Sign in with LOGIN.GOV” 
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4.  Click on “Create an account” 
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5.  Enter email address and select your email language preference, then check box to accept login.gov 
“Rules of Use” and submit. 
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6.  An email will be sent to your account for verification.   

 

Note:  If you already have a my Social Security account, the email will state “This email 
address is already associated with and Account”, so continue to page 28 on how to add the 
extra security. 
 
 

 
 

7.  Receive email to confirm email address, select “Confirm email address”. 
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8.  Once you confirmed email address, you will be asked to Create strong password, then select 
“Continue”. 

 
NOTE:  PLEASE REMEMBER this password it will be critical for access to case information. 
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9. Now you will be required to select “Authentication method setup”, then select continue.   
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10. Whichever method you have chosen will reflect on this screen. 
 
Example of phone method:  Enter the cell phone number, then select text message or phone 
call, then send code. 
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11. Enter the security code that was provided by the method you selected. 

 

 
 
 

12. Confirm your email address, then select “Agree and continue”. 
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13. Agree to the terms of by checking the box, then select “Next”. 

 
 

 
 

14. Enter the requested information, then select” Next”. 
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15. Select from one of the two verification methods, enter the requested information, and click “Next”. 
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Option 1: Take Photos of your ID with a Smartphone 
 
1. Select Take Photos of your ID with a Smartphone. 
 

 

 
 

 
 
2. Please review steps, then select Requesting Text Message”. 
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3. You will receive a text message, the next few steps will be using your cell phone. 
 
 
 

 
 
 
 

4. You will now need your photo ID, click on “Continue.” 
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5. Capture Front of the ID, then select “Continue”.  NOTE:  Must be a clear picture captured for a 
successful scanning process. 
 
 

 
 

6. System analyzes picture, if the picture passes the analyzation it will continue to the next step.  If the 
picture was not accepted, you will be directed to take another picture. 
 

 
 

7. Take a photo of the BACK of your ID, then select “Continue”. 
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8. System analyzes picture of the back of the ID, if the picture passes the analyzation it will continue to 
the next step.  If the picture was not excepted, you will be directed to take another picture. 
 
 

 
 
 

9. If successful, you will receive the message below and you are now finished with your cell phone, 
return to your computer to complete the process.   
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10. Select “Yes, I finished taking photos” and click “Continue”.  If the photo was not accepted, select 

“No, I need to type my information instead”,  continue to Option 2 to input your fininacial 
Information to complete the process. 
 

 
 

 

Option 2: Input your ID & Financial Information 
 
1. Select Input your ID & Financial Information, select “Next”. 
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2. Select the type of ID you have, enter the “State/Territory, the ID number then, “Next”. 

 
 

 

 
 
 
 

Note: You can see credit history questions at any point in the process of creating your account.  You will 
need anwser the  questions in order to continue, see example below.  
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3. Choose one of the following financial options to verify your Identity. 

 
 

 
 
 

3.1. Verifying with Credit card, enter the last 4 numbers on the credit card, then click “Next”. 
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3.2. Verifying with Social Security benefits Amount, Enter the amount of your last Social Security 
direct deposit, then click “Next”. 

 
 

 
 
 
3.3. Verifying with W-2 tax form, enter the amount in Box 5 from your W-2 form and Employer 

Identification (EIN), then click “Next”. 
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3.4. Enter the amount in Box 4 from Sectin A or Box 6 from Section B, then click on “Next”. 
 

 
 

4. Choose how you wish to receive your activation code, below is an example of using an SMS cell 
phone.  Once you request the code a box will become available to input the code, then select 
“Next”.  
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5. Enter the Activation Code SMS, then click “Submit Activation Code”. 

 

 

 

6. Now you have completed the process of creating an account with extra security, click “Next. 
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NOTE: if you see the message below, that means that you were unable to get extra security at this time. 

Proceed with the process to create a standard account.  Upon completion of creating the standard 

account,  go to page 33 to add the extra security and try a different method to upgrade your account. 
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6.  Agree to the terms of service by checking the box, then select “Next”. 
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If you already have a my Social Security account, you need to request extra security: 

 
1.  Log into  https://www.ssa.gov/myaccount/ account. 

 
2.  Click on the Security Settings tab, then click “Add Extra Security” 

 

 

3. Read and agree to the Terms of Service and click “Next” 
 

 
 
4. Enter the requested information and click “Add Extra Security”.  

 

 
 
 
 
 
 

https://www.ssa.gov/myaccount/
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Option 1: The last 8 digits of a credit card 
 

 

 
 
 
Option 2: Information from a W-2 tax form 
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Option 3: Information from a 1040 Schedule SE 
 

 
 
 
You have successfully requested extra security. You will receive a letter in the mail with an upgrade 
code, which can take up to 10 business days to arrive. When you receive the mailing, you are ready for 
Step 2. 
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Complete the security upgrade to your my Social Security 

Once you have received a letter in the mail with an upgrade code, you are ready to complete the 
security upgrade. 
 

1.  Log into your my Social Security account: https://www.ssa.gov/myaccount/ 
2.  Select the option “Yes, enable my extra security” and click “Next” 
 

 
 
 
3.  Enter your cell phone number and click “Get Text Message” 
 

 

https://www.ssa.gov/myaccount/


Registration User Guide for Individual BPA Holders 

September 2021 

Page 32 of 36 

 

 
4.  Enter the security code sent to your phone via text and select “Submit Security Code” 

 
 

 
 
 
5. Enter the upgrade code found on the letter mailed to you and select “Submit Upgrade Code”  

 
 

 

 

 
You have successfully added extra security to your account.  Notify SSA, go to page 36 for instructions. 
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Adding extra security to a “login.gov” account using the ling below: 
(https://secure.ssa.gov/acu/FIS/ap?idp=logingov&app=riradvanced&target=/ERECA/MEVE01View) 
 
1. Enter your email address and your password, then select “sign in”. 

 
 
 
 
 
 
 
 
 
 

https://secure.ssa.gov/acu/FIS/ap?idp=logingov&app=riradvanced&target=/ERECA/MEVE01View
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16. Enter the one time passcode that was sent your SMS cell phone. 
 

 
 
17. Enter address and 10-digit phone number, then select “Next”. 
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18. You can add an extra level of security by choosing one of the options below.  For step by step 
instructions go to page 16. 
 

 
 
19. Agree to the terms of by checking the box, then select “Next”. 
 

 
 
Now you are on the ERE for Experts home page, sign out and follow the instructions to notify SSA you 
have completed the process of adding extra security, see page 36.  
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Final Step – Contact SSA 
 

1.  Send an e-mail to OHO.ERE.Expert.Support@ssa.gov. Please include the following information: 
- Your full name 
- Your BPA number 
- A phone number where you can be reached 
- Your e-mail address 

 
SSA will confirm that extra security has been added to your account, and that we have your Social 
Security Number in our case processing system. If we do not have your SSN, we will call you at the 
phone number you provide and request that information. You must notify SSA prior to accessing 
eFolders. 
 
This is the URL you will use to access ERE for Experts:  https://secure.ssa.gov/ERECA/MEVE01View  

You will only use this link to access claimant eFolder documents. You will continue to use my Social 

Security to access your personal information. You cannot access eFolder documents using any URL 

except for the one listed above. 

NOTE:  Do not auto save your password or bookmark the link or save the link as a favorite. 

mailto:OHO.ERE.Expert.Support@ssa.gov
https://secure.ssa.gov/ERECA/MEVE01View

