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BSO Tutorial for Tax Year 2006

Registration Services

Contains the following lessons:

Registration for Domestic Registrants and Foreign
Reqgistrants

Compl ete Phone Registration

Access to BSO Services: Request, Activate, Re-Request,
and Remove Access

Login and Logout Procedures

Change and Forgotten Passwords

Update Y our Contact Information

PIN Deactivation

Contact SSA
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Lesson 1. Registration for Domestic Registrants

Follow the instructions below to register for a PIN and password if you are a domestic
registrant.

Step 1: Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2: Select the Registration link on the Business Services Online Welcome page. The
system displays the Registration Attestation page.

e Social SecutityOnline
«in- Business Services Online

Registration Attestation

Please read the following information about reqistering to use Business Senvices Online

Please select the link below to read about SSA’s legal authority for collecting information.

+ Paperwork Reduction Act Statement.

Registering for Business Services

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

Upon successful registration, you will have your PIN and password
You may Update your registration information or change your pagsword at any time. Your PIN will expire if you do not change your password at lsast once ayear. The
systermn will display your passwiord expiration date. IFyou provide an e-mail address during the registration process, you will receive an e-mail notification when your PIN is

about to expire

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

User Certification for SSA Business Services Online
| certify that:
« | am currently employed by the employer associated with my registration and am authorized to conduct business on behalf of the employer.
CR
| am registering as the employer of an individual or individuals who work(s) for me in my household
« lunderstand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken with my PIN

« lunderstand that S5A may ban me and/or the company | represent from the use of these services if SSA determines or suspects there has been misuse of the
senvices.

« | am aware that any person who knowingly and willingly makes any representation to falsely obtain information from Social Security records andfor 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 "l Accept” button, you certify that you have read, understand and agree to the user certification of Business Services Online

[ 1Accept | [ 1DONOT Aceept |
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Step 3:  Select the | Accept button after reading and agreeing to the conditions stated on the
Registration Attestation page. The system displays the Registration for Business
Services Online form.

Soaal Security Online

Busmess Serv1ces Onhne

4 BSO Help

Registration for Business Services Online
Form Approved: OMB No, 0950-0526

You must have an Employer Identification Number (EIN) to request access to the full range of Business Services Online. If
you are self-employed, you may request limited access without an EIN.
Apply Far EIN

NOTE: Accountants, CPAs, etc. You only need to register once in your own firm's name. You can then conduct business for as many clients as you wish.
CQuick Help!

Fields marked with an asterisk (%) MUST be cormpleted.

Enter Marme and SSN as they appear on your Social Security Card

Do MOT use punctuation in any field. This includes dashes in phone numbers.
Please do NOT use your browser's navigation keys during this application.
Use of the browser's navigation keys may cause a loss of data

Infermation About You, or Your Company or Business: This part of the form is to gather infarmation about you, or the company you own or by which you are
ermployed. We will compare this information with our records to verify you are currently employed by the company or business you represent. Correspondence
with your employer will be sent to the address we have on file, not the address you provide below. Select this link for more help with completing this form.
Registration help

@ 1am an employee of a company and have an EIN
© 1am Self Employed and have an EIN
O 1am Self Employed and DO NOT have an EIN

I am a Household Employer and have an EIN

O Iwork and reside outside the 1).S. and have an EIN, but | do not have a U.S. Social Security Number

Employer ldentification Number (EIN):

Company Name or Business Name: *
Company Phone Number: *
Company Phone Extension:
Please check the statement below ONLY if applicable.

O lam a 3rd party submitter registering to do business on behalf of another company.
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Information About You: Since you are requesting a Personal |dentification Mumber (PIN), we will need to gather some information about you. The information
you provide will be compared with our records in order to verify vour identity. Please enter your Mame and S5M as they appear on your Social Security Card.
Select this link for more help on filling out this form.
Registration help

First Name: *

Middle Name:

Last Name: *

Suffix (e, 5,0, 0, 1)

U.S. Social Security Number:

Date of Bith (m mddccyy:*
Preferred Mailing Address Line 1: *
Preferred Mailing Address Line 2:

City: *

Please enter a U.5. Domestic Address OR a Foreign Address
Country: * | United States v

State Abbreviation for u.5)/ Province: *

Zip ifor v.5.1/ Postal Code: * Zip Ext ror us.3:

Work Phone Number: *
Extension:
Fax Number:

E-mail: *
[Needed to notify you about registration and other wage reporting updates )

Selfselect Your Password: Your Personal ldentification Murmber and password are required to access Business Senices Online. Your password must be eight
characters long and be a combination of letters and numbers. Select this link for rmore help on filling out this form.

Registration help

Enter Password: *

Reenter Password: *

Please remember your password. To ensure your privacy, no one else can have access to your password. Social Security can help you start the process
over again, but we cannot access your password
Registration help

Hawve a question? Call 18007726270 to speak with Employer Customer Service personnel.
For TODVTTY call 1-800-3250778.

Step 4:  Complete the Registration for Business Services Online form.

e Required fieldsare marked with an asterisk (*).

e Anemail reminder to change your password will be sent two weeks before
your password expireswhen a valid mandatory e-mail addressis provided.

e Do not use punctuation in any field. Thisincludes dashesin phone numbers.
The BSO Help button, which islocated at thetop of each page, linksto
additional help for each section.

e Passwordsmust be eight characterslong and contain numbersand letters.
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Please remember your password.

Step 5:  Select the Register button to process the registration form. The system displays
your PIN. (To return to the BSO Welcome Page without registering, select the

Cancd button.)

If any of your information isincorrect, the system re-displays the Registration
for Business Services Online formwith a list of any corrections you need to
make before you can successfully register. If this occurs, make the necessary
corrections and/or make the appropriate selections. Then, select the Register

button. The system displays your PIN.

?ﬁgﬂ Social Security Online

+ii- Business Services Online

4 BSO Help

Your registration request was successful. Your Personal Identification Number (PIN) for Business Services Online is:
TeZH27P8

Please secure this number for your future use. You will need this number AND your password to access Business
Services Online.

Your password will expire on 01/01/2007.
You must change your password before this date to prevent it from expiring.

You can now Use your PIN and password. To request access {0 Business Services Online youU must Login and select the Request
Access to BSO Services option.

’ Continue ] ’ Exit ]

Hawe a question? Call 18007726270 to speak with Employer Customer Service personnel.
For TODDVTTY call 1800-3250778.

Step 6:  Select the Continue button to exit this page. The system displays the General Login
Attestation page. Refer to Lesson 8: Login Procedures for information on how to

log into BSO.
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L esson 2: Registration for Foreign Registrants

Follow the instructions below to register for a PIN and password if you do not have an SSN
and you have aforeign address.

Step 1: Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2: Select the Registration link on the Business Services Online Welcome page. The
system displays the Registration Attestation page.

Regictration Attestation

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

Please select the link below to read about 354 s le zal authority for collectitgs information.

+ Paperwork Reduction Act Statement

Registering for Business Services

To ohtain a PIN and password, complete the registration form and select the submit button onthe following
page. The information o subinit will be wrerified against our records.

Upon successiul registratice, ywou will have srour PIN and password.

Y ou may update wour registration information or change your password at aor time. Your PIN will expire if
o do not change ywour password at least cnce ayear. The system will display your password expiration date, IF
o provide an e-mail address during the registration process, sou will receive an e-tnail notification when woar

PIM is abowut to expire.

I understand that the Social Security Admindstration (3540 will walidate the information I provide against the
information it 3347 files.

User Cortification_for 554 Business Sorwvicos (nline]

I certify that:

= I am currently emploved by the employer associated with mor registration and am suthorized to conduct
business onbehalf of the employrer.

CR
I am registering as the emplosyer of an indisridual or individuals who worla’s) for me in my household.
* I understand that I may be subject to penalties if I submit fravdulent information. I agree that I am
responsible for all actions taken with mar PIN.
« I am aware that arsr person who knowingly and willinglsy makes arsr representation to falselyr obtain

information from Social Becurity records andfor intends to deceive the Social Security Admindstration as
to the trae identity of an individual could be punished by a fine or imprisotunent, or both.

By selecting the "I Accept” button, wou certifiy that srouhave read, understand and agree to the user certification
of Business Services Online.

| Aocept 100 HOT Accept
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Step 3. Select the | Accept button after reading and agreeing to the conditions stated on the
Registration Attestation page. The system displays the Registration for Business
Services Online form.

2 Nﬁ Social Security Online

j:uin 3 . . .
=ii- Business Services Online

4 BSO Help

Registration for Business Services Online

Form Approved: OMB No. 0960-0G26

You must have an Employer Identification Number (EIN) to request access to the full range of Business Services Online. If
you are self-employed, you may request limited access without an EIN.
Apply For EIN

NOTE: Accountants, CPAs, etc. You only need to register once in your own firm's name. You can then conduct business for as many clients as you wish.
Quick Help!

Fields marked with an asterisk (%) MUST be completed.

Enter Name and 5N as they appear on your Social Security Card

Do MOT use punctuation in any field. This includes dashes in phone numbers.
Please do MOT use your browser's navigation keys during this application.
Usze of the browser's navigation keys may cause a loss of data.

Information About You, or Your Company or Business: This part of the form is to gather information about you, or the company you own or by which you are
employed. ¥We will compare this information with our records to verify you are currently employed by the company or business you represent. Carrespondence
with your employer will be sent to the address we have on file, not the address you provide below. Select this link for more help with completing this form.
Registration help

@ 1am an employee of a company and have an EIN
C 1 am Self Employed and have an EIN
C 1am Self Employed and DO NOT have an EIN

I am a Household Employer and have an EIN

O 1 work and reside outside the U.S. and have an EIN, but | do not have a U.S. Social Security Number

Employer ldentification Number (EIN):

Company Name or Business Name:*
Company Phone Number: *
Company Phone Extension: .
Please check the statement below ONLY if applicable

O lam a 3rd party submitter registering to do business on behalf of another company.
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Infermatien About You: Since you are requesting a Personal ldentification Mumber (PIMN), we will need to gather some information about you, The information
you provide will be compared with our records in order to verify your identity. Please enter your Name and 33N as they appear on your Social Security Card.
Select this link for rmore help on filling out this form.

Registration help

First Name:
Middle Name:
Last Name:
Suffix (e, 5,0, 0, 1
.S, Social Security Number:
Date of Birth m mddccyy:
Preferred Mailing Address Line 1:

Preferred Mailing Address Line 2:

City:

Please enter a U.5. Domestic Address OR a Foreign Address
Country: * | United States v

State Abbreviation for U5/ Province:

Zip ifor v.5.1/ Postal Code: Zip Ext fror u.5.:

Work Phone Number:
Extension:
Fax Number:

E-mail:
[Needed to notify you about registration and other wage reporting updates ]
Selfselect Your Password: Your Personal ldentification Murmber and password are required to access Business Sewices Online. Your password must be eight
characters long and be a combination of letters and numbers. Select this link for rmore help on filling out this form.
Registration help

Enter Password:
Reenter Password:

Please remember your password. To ensure your privacy, no one else can have access to your password. Social Security can help you start the process
over again, but we cannot access your password

Registration help

Have a question? Call 18007726270 to speak with Employer Customer Service personnel.
For TODVTTY call 18003250778,

Step 4:  Complete the Registration for Business Services Online form.

e Required fieldsare marked with an asterisk (*).

e Anemail reminder to change your password will be sent two weeks
before your password expireswhen a valid mandatory e-mail addressis
provided.

e Do not use punctuation in any field.

The BSO Help button, which islocated at thetop of each page, linksto
additional help for each section.

e Passwordsmust be eight characterslong and contain numbersand letters.

Please remember your password.
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Step 5:  Select the Register button to process the registration form. The system re-displays
the Registration for Business Services Online form with alist of any corrections
you need to make before you can successfully register.

Step 6: Select the Register button to process the registration form. The system displays
your PIN. (To return to the BSO Welcome Page without registering, select the

Cancdl button.)

iﬁ%ﬂ Social Security Online

- Business Services Online

4 BSO Help

Your registration request was successful. Your Personal Identification Number (PIN) for Business Services Online is:
TeZH27P8

Please secure this number for your future use. You will need this number AND your password to access Business
Services Online.

Your password will expire on 01/01/2007.
You must change your password before this date to prevent it from expiring.

You can now Use your PIN and password. To request access {0 Business Services Online youU must Login and select the Request
Access to BSO Services option.

’ Continue ] ’ Exit ]

Hawe a question? Call 18007726270 to speak with Employer Customer Service personnel.
For TODDVTTY call 1800-3250778.

Step 7. Select the Continue button to exit this page. The system displays the BSO
Welcome page.

If you register without providing a U.S. Social Security Number, additional
authentication will be required before you can use BSO services.
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L esson 3: Complete Phone Registration

Follow the instructions below to log in to BSO with your PIN and password.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2:  Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

P Soci;al.SccuﬁtvUn]im . 3
“hi- Business Services Online

Social Security’s Business Sarvices Online {B50)]

General Login Attestation
User Cetification for SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.

| cartify that

-

| understand that | may be subject 1o penallies if | submit fraudulent information, | agree that | am responsible for all actions taken
with my I

| understand that SSA may ban me andfor the cormpany | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

| am the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login
page.
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ﬁgﬁ“ Social Security Online

it

~ii: Business Services Online

Social Security's Business Services Online (BSO, I
d BSO Help

Business Services Online Login

Type your Personal ldentification Mumber (FINY and password, then select Lodin.

PIN: I Password:l

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Lagin | Cancel |

Have a question? Call 1-800-F72-6270 to speak with Employer Customer Service personnel.
For TOO/TTY call 1-800-325 0778,

Step 4:  Select the Select thislink if you need to complete your phoneregistration link.
The system displays the Business Services Online Complete Phone Registration

page.
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[ Social f:lf'.l:uﬁ.l\'( Inline i :
wi- Business Services Online

Social Security’s Business Senvices Oniine (BS0K

[ 650 Help |

Business Services Online Complete Phone Regisiralion

& Fersonal Identificaticn Mumber (FIM) and password ans requined o use Business Sapvces Onlins . Your PIM weas 1ssuad during tha

Tosall-salact & passwond, entes wour PIR, First Mame, Last MNams, Sodal Sacunty Momber, Date of B, EIR and Fasseaond (e 0meg
then selact Complals Phons Racgsiration

Parsonal Identification Humber (PIH): |" -

Firsa Hame:
Last Hame:

. 5, Social Security Humber:
(ieave blard if you DO MOT have sn SER)

Date of Binh jmmddoc yor
Employer Idemiification Number (EIN):
[lesve blank il you DD BOT hawe an BRI
Tour pEssvaord must be @ight characters long and be 8 combinaton of lettars and numbears. For ecampls, there must be at least ane
lattar and at least ong mueniDar |0 your pEsswednd
Ender Password: |

Arenier Pmrd:l

Pleass remember your password, To SnSure youd privacy, no one else can hawve accsss [o yowr passeond . Social Sacunty can halp
wiold start tha procass avar aaain, butb we cannat 8access your paEssivord.
Select this link to return to the Login page.

Compiete Phone Ragisiration Cancel

Hawe a queslion? Call 1-B00-TT2-6ZTD la speak wilh Employer Cuslomer Serice persannel
For TODSTTY call 18003250778,

Step 5:  Enter the appropriate fields on the Business Services Online Complete Phone
Registration page.

U.S Social Security Number and Employer Identification Number (EIN) are
not required fields, depending on how you intend to register.

Step 6:  Select the Complete Phone Registration button. The system displays a message
confirming that your phone registration is complete. (To return to the BSO
Welcome Page without completing the registration process, select the Cancel
button.)

Step 7. Select the Continue button to display the General Login Attestation page.
Otherwise, select the Exit button to display the BSO Welcome Page.
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L esson 4. Request Accessto BSO Services

Follow the instructions below to log in to BSO with your PIN and password.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2:  Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

s, Social SecurityOnline

“hi- Business Services Online

Social Securily's Business Services Online (BS0)

General Login Attestation
User Certification for SSA Business Services Online
| understand that the Social Securty Administraton (35A) will validate the information | provide against the informaton in 354's files.
| cartify that

« |understand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken
wiith my FIr.

| understand that SSA may ban me andior the company | represent from the use of these services if 35A determines or suspects
there has baen misuse of the services.

| am awiare that ary person who kmowangly and wilifully malees any representation to falsely obtain information from Social Security
records andlor intends to deceive the Social Secunty Administration as to the true identity of an individual could be punished by a
fing or imprisenment, or both.

| am the individual authorized to do business under this PIM

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user cerification of Business Services
Cnline.

[ Iaccapt | | 1 DO NOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
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jﬁ;ﬁ, Social Security Online

“i: Business Services Online

Social Security’s Business Services Online (BSO I
4 BSO Help

Business Services Online Login

Type your Personal Identification Mumber (PIN) and password, then select Login.

PIN: I Passwurd:l

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Loginl Cancel !

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-3250778.

Step 4:  Enter your PIN and password.

Step 5 Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you and presents
only the applications and services to which you have access.

Step 6: Select the Request Accessto BSO Serviceslink.

P Request Access to BSO Services
Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you have completed your request, an

activation code may be mailed.

The system displays the Request Access to BSO Services page.
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s Social SecurityOnline
=~ Business Services Online

BSO Home | BSO Information Links | Contact SS4A |Keyboard Mavigation | Logout

4 BSO Help

Request Access to BSO Services

Select the option or options that best describe the type of business you plan to conduct with Social Security.

[ Report Wages to Social Security

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

« Upload wage submission files that are prepared in the Magnetic Media Reporting and Electronic Filing (MMREF) format,
and

« Acknowledge resubmission request notices and obtain time extensions for resubmission requests.

[ view File/Wage Report Status, Errors, and Error Notices

« Review the processing status of wage files andior wage reports submitted by or for your company,
« Review the errors found by Social Security in wage files submitted by or for your company, and
« Review error notices sent by Social Security about wage files submitted by or for your company

(The “iew Name and Social Security Mumber Errors option also includes the functionality contained in the View FileWage Report Status, Errars,
and Error Motices option.)

[ View Name and Social Security Number Errors
Access to this service involves a more rigorous process and requires pre-authorization from your employer. If access is requested. your
employer will be notified via first class mail. usually within 2 weeks. The notice will include an activation code which is needed to activate
your request.

« Review the status of wage files andior wage reports submitted by or for your company,

« Review the errors, including Name/Social Security Number mismatches, found by Social Security in wage files submitted
by or for your company, and

« Review error notices, including MamedSocial Security Mumber Mismatch notices, sent by Social Security about wage files
submitted by or for your company.

[ Verify Social Security Numbers Online
Access to this service involves 2 more rigorous process and requires pre-authorization from your employer. If access is requested, your
employer will be notified via first class mail. usually within 2 weeks. The notice will include an activation code which is needed to activate
your request.

« Complete an online form or submit files to request verification of names and Social Security Mumbers of employees of the
compary for which you worl ar of the company that has hired you to perform this service.

Select this link for more infarmation regarding the Proper Uses of the Yenfy Social Security Numbers Online service.

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

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

Have a gquestion? Call 1800-7726270 to speak with Employer Customer Service personnel.
For TOD/TTY call 1-800-325-0778.

BSO Home | BSO Information Links | Contact 554 | Keyboard Mawvigation | Logout
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Step 7. Select the checkbox (es) for the service(s) to which you are requesting access.

If you do not see an option for a particular set of services, you may (1) have
access already, (2) have requested access recently, or (3) not have the required
permissions to gain access.

Step 8 Select the Request button. The system displays the Request Accessto
BSO Services Successful page. Select the Cancel button to return to the BSO Home

Page.

Social SecurityOnline

j’
i, fBusmess Serwces Onlme

BSO Home | BSO Information Links | Contact 554 | Kewboard Mavigation | Logout

@ BSO Help

Your request was received on Monday, January 24,2006

Requesifs) Activation Code Staius
Report Wages to Social Security ¥ oumay begin touse this service imm ediately

WV erify Jocial Becurity Numbers Online | ¥ our activation code has been serd by first classm ail
to wour employer.

View File/Wage Report Status, Errors, Your activation code has been sent b first class mail
atid Error M otices to yrou.

An activation code enables the functionality associated with the requested B3SO service,

The activation code also adds an additional layer of security to etther the emplover or the
Employvee using the service(s). Functionality is not enabled until the remstered user activates
the service using the activation code(s) received in the mail Activation codes are usually
received within 2 weeks.

Thank You For Using BSO,

Continue l l Exit

Fequest Additional Access

Have a guestion? Call 1800-7726270 to speak with Emplover Customer Service persannel.

Step 9:  Select the Continue button to return to the BSO Home Page. Otherwise, select the
Request Additional Access link to request access to other BSO services.
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Lesson 5: Activate Accessto BSO Services

Follow the instructions below to log in to BSO with your PIN and password.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2:  Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

P Soci;al.SccuﬁtvUn]im . 3
“hi- Business Services Online

Social Security’s Business Sarvices Online {B50)]

General Login Attestation
User Cetification for SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.

| cartify that

-

| understand that | may be subject 1o penallies if | submit fraudulent information, | agree that | am responsible for all actions taken
with my I

| understand that SSA may ban me andfor the cormpany | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

| am the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3:  Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login
page.
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fﬁuﬁ, Social.Secuﬁt\-'()tﬂjxm . h
=i Business Services Online
:

4 BSO Help

Business Services Online Login

Type your Personal ldentification Number (PIN) and password, then select Login.

PIN: l Passwurd:l

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Lagin | Cancel !

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TOD/TTY call 18003250778,

Step 4:  Enter your PIN and password.

Step 5:  Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

Step 6:  Select the Activate Accessto BSO Serviceslink.

P Activate Access to BSO Services
Enter activation code(s) to gain full access to requested B30 senice(s).

The system displays the Activate Access to BSO Services page.
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ﬁﬁ% Social Security Online

- Business Services Online

BSO Home | BSO Information Links | Contact 554 | Keyboard Mavigation | Logout

A BSO Help

Activate Access to BSO Services:

Flease enter the activation code for any service for which you have requested access and received an activation
code. Activation codes may only be entered one ata time.

If ywou have received more than one activation code you will have the option to enter the remaining codes upon the
successful or unsuccessiul activation of each code entered

Enter your Activation Code

For TDD/TTY call 1-800-3250778.

BSO Home | BSO Information Links | Contact S84 | Keyboard Mawvigation | Logout

Step 7:  Enter the activation code in the Enter Y our Activation Code field.

Have a question? Call 1800-7726270 to speak with Employer Customer Service personnel.

Step 8.  Select the Activate button. The system displays the Activate Accessto BSO
Services Successful page. (To return to the BSO Home Page, select the Cancel

button.)

Step 9:  Select the BSO Home Page link to return to the BSO Home Page. The menu on the
BSO Home Page should display the newly activated service. Otherwise, select the

Enter Another Activation Code link to enter another activation code.

Social Security Administration
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L esson 6: Re-Request Activation Codes

- Business Services Online

Social Security’'s Business Services Online (BSO),

BSO Home | BSO Information Links | Contact SSa | Keyboard Mavigation | Logout

Your reguest to access Report Wages to the Social Security Administration has been
approved.

FPlease select the Enter Another Activation Code link to enter another activation code, or

select the BESO Home FPage link to access Report Wages to the Social Security
Administration.

BSO Home Page | Enter Another Activation Code

Hawve a gquestion? Call 1 800-FF2 6270 to speak with Employer Customer Service personnel.
For TODSTTY call 1800325 0778,

BSO Home | BSO Information Links | Contact SSa | Kevboard Mavigation | Logout

Follow the instructions below to re-request activation codes for BSO services. Usethis
option if you have not received your activation codes from Social Security or if you have
misplaced them. Y ou may re-request activation codesif it has been at |east 10 days since you
requested access to BSO services. If you re-request any activation codes, previously issued
codes will no longer be valid.

Step 1.

Step 2

Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.
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M Sodial Security Online
“i- Business Services Online

Social Security’s Business Sarvices Online {B50)

General Login Attestation
User Centification for SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.
| cartify that

« lunderstand that | may be subject to penalties if | submit fraudulent information, [ agree that | am responsible for all actions taken
with my I

« lunderstand that SSA may ban me andior the company | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

« lam the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
i’ Sodial Security Online
il 'Busmess Serwces Onhne

Business Services Online Login

Type your Personal Identification Mumber (PIN) and password, then select Login.

PIN: I Passwurd:l

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Loginl Cancel |

Have a question? Call 18007726270 to speak with Employer Customer Semvice personnel.
For TDD/TTY call 1-800-3250778.
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Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

Step 6: Select the Re-Request Activation Codes link.

P Re-Request Activation Codes
Re-request activation code(s) if you have not received or hawe misplaced thern.

The system displays the Re-Request Activation Codes page.
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. Sodial Security Online
Business Services Online
[ Social Security’s Business Services Online (850)

BSO Home | BSO Information Links | Contact SS4 | Keyboard Navigation | Logout

Bl BSO Help

Re-Request Activation Codes:

If you previously requested access to Business Services Online services and have not received, or have misplaced your activation code(s), you may re-request
them here. If it has not been at least 10 days since you requested the access, you will not be able to re-request your activation code(s) at this time. If it has been
more than 60 days since you requested access, you will need to re-request access via the Request Access to BSO Services option

[ Report Wages to Social Security

o Create, print, and submit Forms W-2 and W-2c Onlins,
o Uploadwage submission files that are prepared in the Magnetic Media Reporting and Electronic Filing (MMREFR) format, and

o Acknowledge resubmission request notices and obtain time extensions for resubmission requests

[] View File/Wage Repeort Status, Errors, and Error Notices

o Review the processing status of wags files andfor wage reports submitted by or for your company,
o Review the errors found by Social Security in wage files submitted by or for your company, and
o Review error notices sent by Social Security about wage files submitted by or for your company.

Have a question? Call 1800-7726270 to speak with Employer Customer Service personnel
For TODATTY call 1800-3250778.

B3SO Home |BSO Information Links | Contact SS4 | Keyboard Navigation | Logout

Step 7 Select the checkbox(es) of the service(s) you recently requested.

Step 8. Select the Re-Request button. The system displays the Re-requested Activation
Code was Successful page.
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. Social SecurityOnline

j
i 2 BHSIHﬁSS Sﬁl’VlCﬁS OH]IH@

BSO Home | BSO Information Links | Contact 554 | Kewboard Mavigation | Logout

@ BSO Help

Your request was received on Monday, January 24,2006

Requesifs) Activation Code Staius
Report Wages to Social Security ¥ oumay begin touse this service imm ediately

WV erify Jocial Becurity Numbers Online | ¥ our activation code has been serd by first classm ail
to wour employer.

View File/Wage Report Status, Errors, Your activation code has been sent b first class mail
atid Error M otices to you.

An activation code enables the functionality associated with the requested B3SO service,

The activation code also adds an additional layer of security to etther the emplover or the
Employvee using the service(s). Functionality is not enabled until the remstered user activates
the service using the activation code(s) received in the mail Activation codes are usually
received within 2 weeks.

Thank You For Using BSO,

Continue l l Exit

Fequest Additional Access

Have a guestion? Call 1800-7726270 to speak with Emplover Customer Service persannel.

Step 9:  Select the Continue button to return to the BSO Home Page. Select the Request
Additional Servicesto go to the Request Accessto BSO Services page.
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L esson 7: Remove Accessto BSO Services
Follow the instructions below to remove access to BSO services. Use this option if you no

longer need to use aservice in BSO.

Step 1. Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

P Soci;al.SccuﬁtvUn]im . 3
“hi- Business Services Online

Social Security’s Business Sarvices Online {B50)]

General Login Attestation
User Cetification for SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.

| cartify that

« lunderstand that | may be subject to penalties if | submit fraudulent information, [ agree that | am responsible for all actions taken
with my I

« lunderstand that SSA may ban me andior the company | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

« lam the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3:  Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
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fﬁ»@s SOC.‘iﬁl.SCC'Llﬂt\-'()Iﬂjﬂﬁ . :
=hii- Business Services Online
-

Business Services Online Login

Type your Personal Identification Mumber (PIN) and password, then select Login.

PIN: I Passwurl:l:l

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Loginl Cancel !

Have a guestion? Call 1800726270 to speak with Employer Customer Service personnel.
For TOD/TTY call 18003250778

Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

Step 6:  Select the Remove Accessto BSO Services link.

P Remove Access to BSO Services
Disable your access to BSO services.

The system displays the Remove Access to BSO Services page.
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jmk Social SecurityOnline
5 i

- Business Services Online

BSO Home | BSO Information Links | Contact S54 | Keyboard Navigation| Logout

Remove Access to BSO Services

To remove access to B50 Services please select the service(s) that you would like to remove.

[ Report Wages to Social Security

» Create, print, and submit Forms W-2 and W-2¢ Online,
« Upload wage submission files that are prepared in the Magnetic Media Reporting and Electronic Filing (MMRER) format, and
« Acknowledge resubmission request notices and abtain time extensions for resubmission reguests.

[ View File'Wage Report Status, Errors, and Erior Natices

« Review the status of wage files andfor wage reports submitted by or foryour company,
» Review the errors found by Social Security inwage files submitted by or for your company, and
» Review error notices sent by Social Security about wage files submitted by or for your company.

[ Verify Social Security Numbers Online

» Complete an onling form or submit files to request verfication of names and Social Secunty Mumbers of employees of the company for which you worlk or of
the company that has hired you to perform this service.

Remove Cancel

Have a guestion? Call 1800-7726270 to speak with Employer Customer Sewvice personnel
For TOD/TTY call 1.800-325.0778.

BSO Home |BSO Information Links | Contact S54 | Keyboard Navigation| Logout

Step 7 Select the checkbox(es) of the service(s) you wish to remove.

Step 8. Select the Remove button. The system displays the Remove Accessto BSO
Services Successful page.
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s, Social Security Online

~lin- Business Services Online

Social Security’s Business Services Online (BS0)

BSO Home | BSO Information Links | Contact 5S4 | Keyboard Navigation| Logout

Your request to remove access to Report Wages to the Social Security Administration
wias successiul, If you have removed access in eror you may use the Beguest Access
to BSO Services oplion to re-request access.

| Caontinue ] | Deactivate Another Service ]

Have a guastion? Call 18007726270 to speak with Employer Customer Service parsonnel,
For TDDVTTY call 1-800-325 07 78.

8BS0 Home | BSO Information Links | Contact SSA | Keyboard Navigation | Logout

Step 9:  Select the Continue button to go to the BSO Home Page. Select the Deactivate
Another Servicelink to go to the Remove Access to BSO Services page.
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L esson 8: Login Procedures

Follow the instructions below to log in to BSO with your PIN and password.

Step 1. Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

P Sodal.Smlﬁt\;Un]im . :
“hi- Business Services Online

Social Security’s Business Sarvices Online {B50)

General Login Attestation
User Centification for SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.
| cartify that

« lunderstand that | may be subject to penalties if | submit fraudulent information, [ agree that | am responsible for all actions taken
with my I

| understand that SSA may ban me andfor the cormpany | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

| am the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login page.
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fﬁ»@s S()Cjﬁl.secuﬂt\-'()lﬂjﬂﬁ . :
=hii- Business Services Online
| Social Security’s Business Services Online (BS0)

Business Services Online Login

Type your Personal Identification Mumber (PIN) and password, then select Login.

PIN: I Passwurl:l:l

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Loginl Cancel |

Have a guestion? Call 1800726270 to speak with Employer Customer Service personnel.
For TOD/TTY call 18003250778

Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

Social Security Administration Page 30 of 51



BSO Tutorial — Tax Y ear 2006 Registration Services

L esson 9: L ogout Procedures

Follow the instructions below to log out of BSO.

Step 1.  Select the L ogout option from the BSO Home Page.

P Logout
Exit and return to the BS0 Welcome page.

The system displays the BSO Logout page.

. Social SecurityOnline
=il Business Services Online
| Social Security's Business Services Online(BS0)

BSO Home | BSO Information Links | Contact SSA | Keyboard Mavigation | Logout

A BSO Help

BSO Logout
YES Exit and return to the BS0 Welcome Page
no Continue your BSO session and return to the BSO Home Page

Have a gquestion? Call 1800-7726270 to speak with Employer Customer Service personnel.
For TOD/TTY call 1-800-325.0778.

BS0O Home | BSO Information Links | Contact S5a4 | Keyboard Mavigation | Logout

Step 2. Select Yesto end the current session. (To continue your session and return to the
BSO Home Page, select No.) The system displays the Customer Satisfaction Survey
or the BSO Welcome page.
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L esson 10: Change Your Password

Passwords must be changed at |east once ayear in order to maintain an active Personal
| dentification Number (PIN). Follow the instructions below to change your password.

When you provide your e-mail address, the systemwill send you an e-mail
reminder two weeks before your password expires. Refer to Lesson 12: Contact
Information for information about entering your e-mail address which is
mandatory.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2:  Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

P Soci;aJ'SccuﬁtvUn]jm . 3
“hi- Business Services Online

Social Security’s Business Sarvices Online {B50)]

General Login Attestation
User Cetification for SSA Business Services Online

| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.

| cartify that

« lunderstand that | may be subject to penalties if | submit fraudulent information, [ agree that | am responsible for all actions taken
with my I

« lunderstand that SSA may ban me andior the company | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

« lam the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login
page.

Social Security Administration Page 32 of 51


http://www.socialsecurity.gov/bso/bsowelcome.htm

BSO Tutorial — Tax Y ear 2006 Registration Services

i@ﬁ Social SecurityOnline

~iii: Business Services Online

Social Security's Business Services Online (BS0, I
d BSO Help

Business Services Online Login

Type your Personal Identification Mumber (PIN) and password, then select Login.

PIN: I Passwurd:!

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Loginl Cancel |

Have a question? Call 18007726270 to speak with Employer Customer Semvice personnel.
For TDD/TTY call 1-800-3250778.

Step 4:  Enter your PIN and password.

Step 5. Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

Step 6:  Select the Change your Password link.

P Change your Password
Yfour password must be changed at least once a year in order to keep your PIN active.

The system displays the Change your Password form.
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fﬁﬁ\\ Socizl.Seauit\-'Ouline ) p
~ii- Business Services Online
| Social Security's Business Services Online (BSO}

BSO Home | BSO Information Links | Contact SSA | Keyboard Mavigation | Logout

4 B3O Help

Business Services Online Change Password
To change your password for Business Services Online, complete this form.
« YOUmay change your password at any time and as often as you want.
Your passwiord must be eight characters long and be a combination of letters and numbers.

« There must be at least one letter and at least one number in your password. The other six characters may be all letters, all
numbers, or any compination of both.

If wou received a temporary password in the mail, it must be changed the next time you log in to Business Services Online.
You must change your password at least once every 365 days to prevent your PIM from expiring.

« Ifyou provided avalid e-mail address during the registration process, you will be notified by e-mail when your PIN s about to
expire.

Enter Current Password:
Enter New Password:
Reenter New Password:

Change Password I Cancel I

Please remember your password. To ensure your privacy, no one else can have access to your password. Social Security can help
Yol start the process over again, but we cannot access your password.

Have a question? Call 18007726270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-325 0778.

BSO Home |BSO Information Links | Contact SSA Keyboard Mavigation | Logout

You must change your password at least once a year in order to keep your PIN
active.

Step 7:  Enter your current password and new password. Enter your new password again for
verification purposes.

Step 8. Select the Change Passwor d button. The system displays the Password Change
Confirmation page.
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e Seda]?ecuﬁwﬂnlim ) .
i Business Services Online

Social Security’s Business Services Unline (B30)

BS0 Home | BS0 Information Links | Contact SSA | Keyboard Mavigaton | Logowt

Your Business Services Online (BS0) Password Has Been Changed.

| conlrue

Have & question? Cafl 1800772 6270 10 spesk with Erployer Customer Senice personnel
Far TODUTTY call 18003250776,

BRSO Hame | BSO Information Lnks plantact 554  Kevboard MNavigaton | Logoust
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L esson 11: Forgotten Passwords

BSO alows you to request a new password if you have forgotten your current password. To
reduce the possibility of fraud, the new password will be mailed to the last address you
provided. Until you receive your new password in the mail, you will not be ableto loginto
BSO. Thisfunctionality is not available to foreign registrants. Follow the instructions below
to request a new password.

Step 1: Point your browser to the Business Services Online Welcome page:
WWW.Soci al security.gov/bso/bsowel come.htm.

Step 2. Select Login link from the Business Services Online Welcome page. The system
displays the General Login Attestation page.

S Social Security Online

“hi- Business Services Online

Social Security’s Business Sarvices Online {BS0)

General Login Attestation
User Certification for SSA Business Services Online
| understand that the Social Security Administraton (S5A) will validate the information | provide against the informabon in 35A's files.

| cedify that

« lunderstand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken
with my Pk,

« lunderstand that SSA may ban me andior the company | represent from the use of these servces if 554 determines or suspects
there has been misuse of the services.

« | am awiare that ary person who knowangly and walifully malees any representation to falsely obtain information from Social Secunty
records andior intends (o deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

« lam the individual authorized to do business under this FIM

By selecting the "l Accept” bulton, you cedify that you have read, understand and agrees to the user centification of Business Services
Cnline.

[ 1Accept | | 1DOMOT Accept |

Step 3. Select the | Accept button after reading and agreeing to the conditions stated on the
Genera Login Attestation page. The system displays the Business Services Online

Login page.
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,fﬁﬁﬁ Sodﬂl.Semﬁt\,-'()lﬂjne . :
< Business Services Online
| Social Security's Business Services Online(BS0)

@ BSO Help

Business Services Online Login

Type your Personal ldentification Number (PIN) and password, then select Login,

PIN: I Password: I

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Loginl Cancel |

Hawve a question? Call 18007726270 to speak with Employer Customer Senice personnel.
For TDD/TTY call 1-800-3250778.

Step 4:  Select the Select thislink if you forgot your password link on the Business
Services Online Login page. The system displays the Business Services Online
Forgot Password page.
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I .. Social SecurityOnline
i 2 BHSIHGSS Services Online

Social Security's Business Services Online {BSQ)

4 BSO Help

Business Services Online Forgot Password

To request a new password enter your First Mame, Last Name, Social Security Mumber, Date of Birth, and EIM, then
select Request New Fassword.

First Name:!

Last Name:l

U. S. Social Security Number:i

{leave blank if you DO NOT have an S5MN)

Date of Birth: (Immddcc yyjl
Employer ldentification Number (EIN): l

(leave blank if you DO NOT have an EIM)

MOTE: Your new password will be sent to you by first class mail usually within 2 weeks. You must wait for your password
to utilize the ESO system. All passwiords issued prior to this request will become invalid.
Select this link to return to the Login Page.

Request Mew Password Cancel

Hawe a guestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-3250778.

Step 5:  Enter your First Name, Last Name, U.S. Socia Security Number (if applicable),
Date of Birth, and Employer Identification Number (if applicable).

Step 6:  Select the Request New Passwor d button to send the request. The system displays
the BSO Forgot Password Successful page for your new password. (To return to the
BSO Welcome page without sending the request, select the Cancel button.).
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e Scmlz"iccurir'.'l.]m“ ! )
* Business Services Online

¥ F ELERTEEE DEEES (VIR (BELN

our Foaguest far a Mew Passward was Successful

Your temporary password will be sent to wou by first class mail usually within 2 weeks. You must wait for your password to ulilize the BS0 system. &ll
paszwords issued prior to this request e invalid,

| conme

Hirvw i qpawabian? Call 1300 77 TE3T8 10 spask welh Emplopar Cudomer Serdew paimonasl
Far TOOYTTY call 1-M-IE5 070,

Until you receive your new password in the mail, you will not be ableto login
to BXO.

Step 7. Select the Continue button to return to the BSO Home Page
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Lesson 12: Update Your Contact I nformation

Follow the instructions below to update your contact information.

Step 1. Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

.. Social Security Online

“hi- Business Services Online

Social Security’s Business Sarvices Online {B50)]

General Login Attestation
User Centification for SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.
| cartify that

« lunderstand that | may be subject to penalties if | submit fraudulent information, [ agree that | am responsible for all actions taken
with my I

| understand that SSA may ban me andfor the cormpany | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

| am the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
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jﬁ;ﬁ, Social Security Online

=i Business Services Online

Social Security’s Business Services Online (BSO I
4 BSO Help

Business Services Online Login

Type your Personal Identification Mumber (PIN) and password, then select Login.

PIN: I Passwurd:l

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Loginl Cancel !

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-3250778.

Step 4:  Enter your PIN and password.

Step 5 Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

Step 6:  Select the Update your Contact Information link.

P Update your Contact Information
Update ar change your registration information — correct address, phone number, company phone number, or e—=mail address.

The system displays the Registration for Business Services Online form.
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fﬁ»ﬁ Soctal Security Online

- Business Services Online

4 BSO Help

Registration for Business Services Online
Form Approved: OMB No, 0950-0526

You must have an Employer Identification Number (EIN) to request access to the full range of Business Services Online. If
you are self-employed, you may request limited access without an EIN.
Apply Far EIN

NOTE: Accountants, CPAs, etc. You only need to register once in your own firm's name. You can then conduct business for as many clients as you wish.
CQuick Help!

Fields marked with an asterisk (%) MUST be cormpleted.

Enter Marme and SSN as they appear on your Social Security Card

Do MOT use punctuation in any field. This includes dashes in phone numbers.
Please do NOT use your browser's navigation keys during this application.
Use of the browser's navigation keys may cause a loss of data

Infermation About You, or Your Company or Business: This part of the form is to gather infarmation about you, or the company you own or by which you are
ermployed. We will compare this information with our records to verify you are currently employed by the company or business you represent. Correspondence
with your employer will be sent to the address we have on file, not the address you provide below. Select this link for more help with completing this form.
Registration help

@ 1am an employee of a company and have an EIN
© 1am Self Employed and have an EIN
O 1am Self Employed and DO NOT have an EIN

I am a Household Employer and have an EIN

O Iwork and reside outside the 1).S. and have an EIN, but | do not have a U.S. Social Security Number

Employer ldentification Number (EIN):

Company Name or Business Name: *
Company Phone Number: *
Company Phone Extension: .
Please check the statement below ONLY if applicable.

O lam a 3rd party submitter registering to do business on behalf of another company.

Social Security Administration Page 42 of 51



BSO Tutorial — Tax Y ear 2006 Registration Services

Infermatien About You: Since you are requesting a Personal ldentification Mumber (PIMN), we will need to gather some information about you, The information
you provide will be compared with our records in order to verify your identity. Please enter your Name and 33N as they appear on your Social Security Card.
Select this link for rmore help on filling out this form.
Registration help

First Name:

Middle Name:
Last Name:
Suffix (e, 5,0, 0, 1
.S, Social Security Number:
Date of Birth m mddccyy:
Preferred Mailing Address Line 1:
Preferred Mailing Address Line 2:

City:

Please enter a U.5. Domestic Address OR a Foreign Address
Country: * | United States v

State Abbreviation for U5/ Province:

Zip ifor v.5.1/ Postal Code: Zip Ext fror u.5.:

Work Phone Number:
Extension:
Fax Number:

E-mail:
[Needed to notify you about registration and other wage reporting updatas )

Selfselect Your Password: Your Personal ldentification Murmber and password are required to access Business Sewices Online. Your password must be eight
characters long and be a combination of letters and numbers. Select this link for rmore help on filling out this form.
Registration help

Enter Password:

Reenter Password:

Please remember your password. To ensure your privacy, no one else can have access to your password. Social Security can help you start the process
over again, but we cannot access your password
Registration help

Have a question? Call 18007726270 to speak with Employer Customer Service personnel.
For TODVTTY call 18003250778,

Step 7:  Update the information you wish to change.

Y ou can only change the following information:

Name

Suffix

Date of Birth
Address

Zip Code
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City

State

Country

Zip Code

Zip Ext

Work #

Fax #

E-mail Address
Company/Business Name
Company Phone Number

Step 8.  Select the Update button to update the contact information. The system displays the
Update Registration Successful page. (To cancel the update and return to the BSO
Home Page, select the Cancel button.)

s &ﬂd?&mﬂt\'”rﬂm ) )
~i- Business Services Online

Soclal Security’s Business Services Oniine (B850

RS0 Hosme g BSO Informabion Links | Contact SS4 | Keyboard Navigation | Logout

8 B50 Help |

Your Registration Information Has Been Updated.

| Coninue

Hawe a question? Call 1800772 6270 to speak with Ernployer Customer Sardce personnel,
For TODWTTY call 1 8003250778,

BE0 Home |BSO Information Links | Contact S54 | Keyboard Navigation | Logout
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L esson 13: Deactivate Your PIN

Follow the instructions below to deactivate your PIN.

Step 1. Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

P Sodal.Smlﬁt\;Un]im . :
“hi- Business Services Online

Social Security’s Business Sarvices Online {B50)

General Login Attestation
User Centification for SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | provide against the informaton in 354's files.
| cartify that

« lunderstand that | may be subject to penalties if | submit fraudulent information, [ agree that | am responsible for all actions taken
with my I

| understand that SSA may ban me andfor the cormpany | represent from the use of these services if SSA determines or suspects
there has been misuse of the services.

+ | am awiare that any person who knowangly and wilifully malaes any represantation to falsely obtain information from Social Security
racords andior intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing or imprisonment, or both.

| am the individual authorized to do business under this PIN

By selecting the "l Accept” bulton, you cedify that you have read, understand and agree to the user ceftification of Business Serices
Cnling.

[ Iaccapt | [ 1 DD NOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.

Social Security Administration Page 45 of 51


http://www.socialsecurity.gov/bso/bsowelcome.htm

BSO Tutorial — Tax Y ear 2006 Registration Services

fﬁvﬁ Sodial SecurityOnline

~ii: Business Services Online
]

4 BSO Help

Business Services Online Login

Type your Personal Identification Number (PIN) and password, then select Login.

PIN: I Password: I

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Lnginl Cancel |

Hawe a question? Call 1.800-F726270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-3250778.

Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

Step 6:  Select the Deactivate your PIN link.

P Deactivate your PIN
Deactivate your Personal [dentification Murmber (FIM).

The system displays the Deactivate your PIN page.

Social Security Administration Page 46 of 51



BSO Tutorial — Tax Y ear 2006 Registration Services

¢ Sodial Security Online

-Busmess Servwes Online
| Social Security’s Business Services Online(8S0)

BSO Home | BSO Information Links | Contact S5A |Keyboard Navigation | Logout

4 BSO Help

Deactivating Your Personal Identification Number (PIN) for Business Services.
To deactivate your PIN:
« Enter Password

« Select Reason
« Press Deactivate button

Passwaord:

| want to deactivate this PIN because:
& | am no longer authorized to use Business Services Online.

OR

" This PIN was compromised (e.q., disclosed to an unauthorized person).

Deactivate | Cancel

Have a question? Call 1.800-7726270 to speak with Employer Customer Service personnel
For TDDATTY call 1-800-3250778.

BSO Home | BSO Information Links | Contact S54 |Keyboard Navigation | Logout

Step 7. Enter your password in the Password field and select the reason for deactivating
your PIN.

Step 8.  Select the Deactivate button to process the request. The system displays the
Deactivated PIN Successful page. (To cancel the request and return to the BSO
Home Page, select the Cancel button.)

) Soctal SecurntyOinline
i Busmess Serwces Onlme

B Es0 Hap |

Your Business Services Onling (B30} PIN Has Been Deactivated

|  Conlrae

Have a question? Cal 1-800-172-5270 to speak with Employer Cuslomer Senace persornel.
Fioe TODUTTY call 1.600-3250776.
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L esson 14: Contact Social Security

Follow the instructions below to submit a question or statement to the Social Security
Administration.

Step 1:  Point your browser to the Business Services Online Welcome page:
WWW.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

S Social:SccuﬁtvU:ﬂim . :
“4i- Business Services Online

Social Security’s Business Services Online {BS0Y

General Login Attestation
User Centification for SSA Business Services Online
| undarstand that the Social Security Administration (335A) will validate the information | provide against the information in 354's files.
| cartify that

« lunderstand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken
with my FIR.

| understand that S5A may ban me andfor the cormpany | represent from the use of these services if SSA determines or suspects
thers has been misuse of the services.

« | am awiare that any person who knowngly and wilifully malaes any representation to falsely obtain information from Social Security
records andior intends o deceive the Social Security Administration as to the true identity of an individual could be punished by a
fing ar imprisonment, or bath.

| am the indimdual authorized to do business under this PIN

By selecting the " Accept” button, you certify that you have read, understand and agree to the user certificaion of Business Senvices
Cnline.

[ IAccapt | | 1DONOT Accept |

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
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fﬁvﬁ Sodial SecurityOnline

~ii: Business Services Online
]

4 BSO Help

Business Services Online Login

Type your Personal Identification Number (PIN) and password, then select Login.

PIN: I Password: I

Select this link if you forgot your password.
Select this link if you need to complete your phone registration.

Lnginl Cancel |

Hawe a question? Call 1.800-F726270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-3250778.

Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button to display the BSO Home Page. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu displayed on your BSO Home Page is unique to you, and only
presents the applications and services to which you have access.

NOTE

Step 6:  Select the Contact Social Security link.

P Contact Social Security
Zend guestions or comments to Social Security.

The system displays the Contact SSA pop-up window.
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fmﬁ\\ S(x:ial.Seamitv()rﬂjzm . .
+ii- Business Services Online

Social Security’s Business Services Online (BSO, i

4 BSO Help

Flease note that you may have to close this window in order to resume your B5O session.
| Close Browser Window |

You can use the File menu to close this window.

Contact SSA

Type your question or comment below and select Send Your Message. Type your e-mail address andfor phone number with area code in the space provided.
Allow one to three days to receive a response. Fields marked with an asterisk () MUST be completed.

WARNING! Do not include private information, such as your Social Security Number, in your message. This message will be
transmitted wia Internat e-mail and could be viewed by a third party.

Name: JANE DOE
E-mail:

(example: username(@company. com)

Phone Number: |

Choose BSO Prograrn Questions or Comments for topics such as wage reporting instructions and deadlines, registration, or resubmission notices. Choose BSO

Technical Questions or Comments for topics such as communications problems, preparing wage data files, or Accuwage. Choose your region's Employer
Senices Liaison Officer (ESLO) for general wage reporting concerns

Recipient:’ Select your mail recipient.. v
Message:

Send Your Message ]

Flease note that you may have to close this window in order to resume your B5O session.
[ Close Browser YWindow ]
You can use the File menu to close this window.

Have a question? Call 18007726270 to speak with Employer Customer Service personnel.
For TODUTTY call 1800-3250778.

Your name, telephone number, and e-mail address should automatically
appear in the appropriate fields.

Step 7:  Enter your telephone number in the Phone Number field if it is not populated. If
your phone number isin the field, verify that it is correct.

Step 8:  Enter your e-mail addressin the E-mail field if it is not populated. If your e-mail
addressisinthefield, verify that it is correct.
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You must provide your telephone number and e-mail address.

Step 9:  Select the desired organization in the Recipient drop-down menu. Thisisarequired
field.

Step 10: Type your message in the Message field. Thisisarequired field.

Step 11: Select the Send Your M essage button. (Select the Close Browser Window to
cancel the message.)

Step 12: Select the Close Browser Window button to close the pop-up window and return to
the BSO Home Page.
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