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BSO Tutorial for Tax Year 2006

Social Security Number
Verification Service (SSNV S)

Contains the following lessons:

« Reguest Online SSN Verification

e Submit an Electronic File for SSN Verification
e View Status and Retrieval Information

e View the SSNV S Handbook
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Lesson 1. Request an Online SSN Verification

Follow the instructions below to enter up to 10 Names and Socia Security Numbers (SSNs)
at atime to be verified by the Social Security Administration (SSA). Y ou must have a
Personal Identification Number (PIN) and password to use the Social Security Number
Verification Service (SSNVS).

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 . :
“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

| 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 knowingly 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 |
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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.
j’mﬁ SOdﬂ.l.SCCIJﬁW()ﬂ]jnﬁ ] :
=i Business Services Online
| Social Security’s Business Services Online(8S0)

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.

Lnginl Cancel |

Have a question? Call 1-800-772.6270 to speak with Employer Customer Service parsonnel.
For TOD/TTY call 1-800-325-0778.

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.)

Step 6: Select the Request Online SSN Verification link.

P Request Online SSN Verification

Manually enter and submit up to 10 Social Security Numbers and Names to be verified by Social Security. Results are returned immediately for review.

The system displays the SSNV S Attestation page.

Social Security Administration Page 2 of 21



BSO Tutorial — Tax Y ear 2006 Social Security Number Verification Service (SSNVS)

P Sodal_Secu.lit\'()nijne . h
Business Services Online

Social Secu: Business Sei s Online (BSO)

OMBE Approval Mo, 0960-0660
SSNVS Attestation

Proper Use of Social Security Number Verification Services (SSNVS)

S3SA will werify Social Security Mumbers (SSMs) solely to ensure that the records of current or former employees are correct for the
purpose of completing Internal Revenue Service Form W-2 (Wage and Tax Staterment

Do not use the service to verify SSMs of potential new hires or contractors

Company peolicy concerning the use of SSNVS should be applied consistently to all workers, for example
o If used for newly hired workers, verify information on all newly hired workers

o If used to verify information on other workers on your database, verify the information for all workers on the entire database

Third party use of SSNYS is strictly limited to organizations that handle annual wage reporting responsibilities for employers and
hawve an authorized and valid contract to do so. SSNVYS is not for individualsfcompanies who conduct identity verification,
background checks or other related services for employers or other parties

« Anyone who knowingly and willfully uses SSMVS to request or obtain information from SSA under false pretenses violates
Federai law and may be punished by a fine or imprisonment or both

SSA will advise you when a names and SSN you submitted does not match our records

o This response does not imply that you or your employee intentionally provided incorrect information about the employee's
name or SSN

o This response does not make any statement about your employee's immigration status

< This response is not a basis, in and of itself, for you to take any adverse action against the employee, such as laying off,
suspending, firing, or discriminating against the employee

If you rely only on the information SSA provides regarding name and SSN verification to justify adverse action
against a worker. you may violate State or Federal iaw and be subject to legal conseqguences.

Federal Privacy Act Statement for Third Party Submitters

You can use a fee-based approach when offering SSMNWS to your clients. However, caution should be taken. SSA offers services, like
SSNWS, free of charge. Some companies in the private sector offer those same services for a fee and develop misleading brochures
and advertisements. To discourage the use of misleading mailings about Social Security and Medicare, Congress enacted specific
prohibitions in Section 312 of the Social Security Independence and Program Improvements Act of 1994 that broadened the existing
deterrents. The prohibitions are codified at Title 42 of the U.S. Code, Saction 1320b-10. You should ensure that you are aware of these
legal provisions and conform to their requirements and

- Be cautious notto suggest to your clients that this service is only available through you;

Advise all customers that this service is available at no cost from S3A and that this service is not a unigue or exclusive
arrangement between SSA and your company, an

s Be sure not to give any impression when describing your SSMVS service to your clients that your company has an arrangement
that allows direct access to SSA databases, program software, etc

Paperwork Reduction Act Statement
This information collection meets the clearance requirements of 44 1U.S.C. § 3507, as amended by Section 2 of the Papenwork
Reduction Act of 1995 You do not need to answer these guestions unless we display a valid Office of Management and Budget control

number. We estimate that it will take about 2 minutes to read the instructions, gather the facts, and answer the questions. You may send
comments on our estimate of the time needed to complete the form to: SSA, 1338 Annex Building, Baltimore, WD 21235-0001

User Certification for use of SSNVS - Please Read Carefully!
| certify that

« | have read and understand the above section titled "Proper Use of Social Security Number Verification Service (SSNVS)" and the
"Federal Privacy Act Statement for Third-Party Submitters"

« | am verifying SSNs solely to ensure that the records of my client's or my current or former employees are correct for the purposes
of Form -2 reporting

« | am authorized, under valid contracts with all outside employers of any individual for whom | will request SSN verification, to
transmit employee SShs and identifying information and to receive the results of SSMNVS;

or
| have the authority from my employer (or am the cwner of the company) to transmit employee SShs and identifying

information and to receive the results of SSNVS

By selecting the "I Accept” button, you certify that you have read, understand and agree to the user certification of Business Services
Online

[T Accept | [ 1DO NOT Accept |

Step 7. Select the | Accept button after reading the conditions defined on the SSNVS
Attestation page. The system displays the SSN Verification page.

Social Security Administration Page 3 of 21
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[%] SSA Log with Eagle - Header Image: Business Services Online - Social Security Administiation | [x] Social Securty's Business Services Online (BS0)

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

[Tssnvs o]
SSN Verification
Mame: MARKKOCH BILL REG SSNVS Submitter EIN: 01-0000000
Please Note:

« Social Security Administration will only return results for data that does NOT match our records.
s Information that matches Social Security records will not be returmed.
o Mandatory fields are indicated by an ™

#Employer's EIN The Employers EIN is the Erployer Identification Murmber (EIN) of the employer whose
{99-99909909) employees’ names and S55Ns are being verfied. This information must be provided for secunty

and audit purposes. Your request will not be processed without an Employer's EIN.

Pleaze enter the following information for each employee you would like to verify

"88N *First Name Middle *Last Name Suffix  Date of Birth Gender
{999999999) Name (MMDDYYYY) (F/M)
1
2
3
4
5
6
7
g
9
10

You may want to print or save this page BEFORE you submit, as this information will NOT be visible after submission
This page containg confidential information. Please keep the printed / saved page in a secure place.

Clear Form

Have a question? Call 18007726270 to speak with Employer Customer Service persannel
For TDD/TTY call 1.800-3250778.

BSO Home | BSO Information Links | Contact S54 | Keyboard Mavigation | Lagout

Step 8:  Enter the Employer’s Employer Identification Number (EIN) and employee

information to request up to 10 names and SSNs for immediate verification against
SSA’srecords.

Employer EIN, SSN, First Name, and Last Name are mandatory fields.

Step 9:  Select the Submit button to process the data. (Otherwise, select the Clear Form
button to delete the data.) The system displays the SSN Verification Results page.
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_-| S50 Lioga veith E sjle « Heads fmage. Butiress Servzes (ke » Sl Secunly Admnidnsian j Socal Sacunty's BunFess Seraces Onlne [B50)
BSO Hame § BS0 Infarmatian Links) Contact S54 | Keyboard Navigation j Logowm

[ | 58000 S Hely

SSM Verification Results

Hame: MARKECOCH BILL REG SSHVS Submiter BB 010000000

Employer's EIN 01 DOB00E0
Smployws £ } The folliwang dots dods net mach Social Secunty Administralion’s raconds
Recoids Submitted 1 Sefect What to do f Hames/oone don't match for mone informatnsh

Venfied Records 0

Failed Varificatian
Failed Venfication 1
. S5N Firet Name  Middle Lot Hame  Sulfix | Date of Birth  Gender  Verification
Yarfy Mare SShis SO Hame MRODYYY M Fresulis
What ta do if 123456788 JANE : DOE A
Haas/SaE
dootmaich HETAS4321 JOHN - DaE i

i Werification Resulis |
|Cade | Description [

Hava '3 quastion? Call 18007725270 to speak with Employer Customer Semce parsannsl
For TOOVTTY call 1800325 0778,

BS0 Home 1 B50 Information Links 1 Contact SSA | Keyboand Navigation jLogout

This page will display the Employer EIN, the number of total records submitted,
number of total records that successfully verified, number of total records that failed
verification against SSA’s records, and the number of matches that came up as

deceased if applicable. This page will only display any results that do not match
SSA’srecords and those identified as deceased.

If any problems occur with the submission of the verification, the system will
display the Convert to Batch page. Select the Overnight button to process your
data in an overnight batch. Follow the instructions in Lesson 2: Submit an
Electronic File for SSN Verification for more information.

Step 10: If there are failed verifications, the number in the Verification Result column
displays the reason for the failed verification.

The following are the verification result code descriptions:

Social Security Administration Page5 of 21
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SSN isnot in Social Security Administration’s records
Name and DOB match; Gender Code does not

Name and Gender Code match; DOB does not

Name matches; DOB and Gender Code do not

Name does not match; DOB and Gender Code not checked

a b~ W N

If the data does not match SSA' s records, select the What to do if Names/SSNs
don’t match? link to view important information.

Step 11: Select the Verify More SSNslink to verify additional SSNs. (To return to the BSO
Home Page, select the BSO Homelink.)

Social Security Administration Page 6 of 21
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L esson 2: Submit an Electronic File for SSN Verification

Follow the instructions below to upload afile containing Names and Social Security
Numbers to be verified by the Social Security Administration. The results are available
within 24 hours,

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.

“di- Business Services Online

Social Security’s Business Sarvices Online {BS0)

Genearal Login Attestation
User Centification 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,

| understand that SSA may ban me andfor the company | represent from the use of these services if S5A 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.

I amn the individual authorized to do business under this PIM

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 |
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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 Online

fm
.l BU.SIIIGSS SGI‘VICGS Onlme

d BSO Help

Business Services Online Login

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

PIN: I Pamord:l
Select this link if you forgot your password.

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

Luginl Cancel |

Have a question? Call 1800726270 to speak with Employer Custormer Service personnel.
For TOD/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.)

Step 6:  Select the Submit an Electronic Filefor SSN Verification link.

P Submit an Electronic File for SSN Yerification
Submit a file containing Mames and Social Security MNumbers to be verified by Social Security. The data in the file must be in the carrect format.

The system displays the SSNV S Attestation page.

SoclzlSecuut\ Online
o Busmess Services Online

Social Security’s Business Services Online (BSO,

Socia OME Approval No. 0960-0660 Page 8of 21

SSNVS Attestation
Proper Use of Social Security Number Verification Services (SSNVS)

« SSAwill verify Social Security Numbers (SSNs) solely to ensure that the records of current or former employses are correct for the
purpose of completing Internal Revenue Service Form W.-2 (VWage and Tax Statement)

« Do notuse the service to verify SSNs of patential new hires or contractors

o Company policy conceming the use of SSMNVS should be applied consistently to all workers, for example:
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Step 7. Select the | Accept button after reading the conditions defined on the SSNVS
Attestation page. The system displays the Submit a File for SSN Verification —
Before You Start page.

Social Security Administration Page 9 of 21
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e Social'Smldtv()nJEe . .
Business Services Online

%, J&
Social Security’s Business Services Online (BSO) L

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

Submit a File for SSN Verffication - Before You Start

Marne: OSES-DEBORAHHARRIS  Submitter EIN: 010000000
Steps: 1. Before YouStart 2. Submit Your File 3. Confirmation

1. Before You Start
The following items below are suggestions 1o follow before submitting your file for SSN werification.

« Review your file(s) for correct formatting
Before submitting your file, we recommend that you ensure the file is error-free and can be sent quickly.

© Wie provide the proper file farmat on the S8MVS Help page and in the SSNVS Handbook. Reviewing vour file for proper formatting may prevent it from being rejected.
Submission File Farmat

o DoNOT send an Excel Spreadsheet. Ifvou are using Excel, select Excel Users for mare information.
« Zip Your File

Ifyou have over 500 Mame/S5N requests or a slow connection, the transmission will be faster ifthe file is zipped (compressed). WinZip and PKZip are of compression This will
substantially reduce the time reguired to transmit your file.

Cancel and Quit ] [ Continue

Have a question? Call 1800-7726270 to speak with Employer Custorer Service personnel
For TDD/TTY call 1-800-3250778.

BSO Home | BSO Information Links | Contact SS4 | Kevboard Commands | Logout

Step 8:  Select Continue after reading the information on the Submit a File for SSN
Verification — Before Y ou Start page. The system displays the Submit aFile for
SSN Verification — Submit Y our File page.

Social Security Administration Page 10 of 21
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[x] =54 Logo with Eagle - Header Image: Business Services Online - Social Secwity Administration | [x] Social Secunity's Business Services Online [BS0)

BS0O Home | BSO Information Links | Contact S54 ) Keyboard Navigation | Logout
FTsswvs ne
Submit a File for SSN Verification- Submit Your File

Marme: MARKKOCH BILL REG SSNVS Subrmitter EIN: 010000000
Steps: 1. Before ¥ou Start 2. Submit Your File 3. Confirmatian

2. Submit Your File
s First, enter the Employer's EIN.

s Second, use the Browse button to locate your file
s Third, select the Submit button to upload your file,

Employer's EIN | | The Empioyer's EIN is the Empioyer identification Number (EiN) of the employer whoae
{99-9999990% b - employees' names and S550Ns are being venfied. This information must be provided for

security and sudit purpases. Your request will not be processed without an Employsar's EIN

Select file [ ]

Except for peak submission periods, file results will usually be available the next government business day.
¥ou will receive a Confirmation Message and Tracking Number when your file submission is complete.

[ Guit without Sending | [ Frevious Page |

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

BSO Home | BSO Information Links | Contact S54 ) Keyboard Mavigation | Logout

Step 9:  Enter the Employer’s EIN and enter the file to be uploaded by either typing the file
name in the Select File field or by selecting the Browse button located next to the
field.

e Thefile should contain fewer than 250,000 recordsfor batch
processing. Results ar e usually available on the next business day.

e |tisrecommended that you zip your fileusing WinZip or PKZIP.

Step 10: Select the Submit button. The system displays the File upload in process pop-up
window.

<N Your file is being uploaded... - Microsoft I... g|§|gl

Please wait. Your File Upload is in process....

7 )
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Once the file has been transferred, the system displays the Submit a File for SSN
Verification — Confirmation page.

E 554 Logo with Eagle - Header Image: Business Services Online - Social Security Administration E Social Security's Business Services Dnline [B50])

BSO Home | BSO Information Links | Contact SS4 | Keyboard Mavigation | Logout
[Tssuvs e
Submit a File for SSN Verification- Confirmation

Mame: MARKKOCH BILL REG SSNVS Submitter EIN: 010000000
Steps: 1. Before vou Start 2. Submit Your File 3. Confirmation

3. Confirmation Receipt - Your File Was Received

Yfour submission was successful. Use your brawser menu to save or print this acknowledgement of receipt for your records. You will need the tracking
nurmber assigned by S5A to retrieve the results of your submission.

Tracking Number assigned by S5A: 2F60000E
Date; 02/01/2006 Tirne: 09:27 AM Eastern Time
Your file narme: % 008_DOBTY04_SShs txt File size: 41472 bytes (405 Kh)

What You Should Do Next:

Check the size of your file. Right click on the file (or tab to it and select Shift+F10) and select Froperties. The size given in bytes should match the size
given on the Confirmation page. If it does not match, there may have been a problem with transmission. Please contact the Employer Reporting Branch at
1-800-772-6270. For TOD/TTY call 1-800-325-0778.

What to expect:

You may check your results from the View Status and Retrieval Information link on the B0 Home page. Except for peak subrission periods, file results
will usually be available the next government business day.

Thank you for submitting your file using Business Services Online.

[ submit nother File | [ BSOHome |

Have a gquestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TODATTY call 1-800-3250778.

BS0 Home | BSO Information Links | Contact 5S4 | Keyboard Mavigation | Logout

Be sureto keep arecord of thistracking number. You will need it to track the
status of your submitted file.

Step 11: Select the OK button in the pop-up window to print the Submit a File for SSN
Verification - Confirmation page.

Microsoft Internet Explorer .

P Your file submission was successful,
'*-ﬂ-f; W recommend thak wou prink or save
a copy af this acknowledgemenk at this time,
Would wou like to print this page now?

Social Security Administration | Page 12 of 21
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Otherwise select the Cancel button to close the pop-up window

Step 12: Select the Submit Another File button to submit another file. (Otherwise, select
the BSO Home button to return to the BSO Home Page.)

Social Security Administration Page 13 of 21
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Lesson 3: View Status and Retrieval | nformation

Follow the instructions below to view the current status of a submission, view results from an
uploaded file, or download verification results.

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.

Py Social_Se::uﬁtvUn]im . :
“li- Business Services Onling

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.

Social Security Administration Page 14 of 21
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fmﬁ Social SecurityOnline

“ii- Business Services Online

i,

4 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.

Lnginl Cancel |

Have a question? Call 1-800-772.6270 to speak with Employer Customer Service parsonnel.
For TOD/TTY call 1-800-325-0778.

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.)

Step 6:  Select the View Status and Retrieval Information link from the BSO Home Page.

P view Status and Retrieval Information
Wiew the current status of a submission.

The system displays the SSNV S Attestation page.

Social Security Administration Page 15 of 21
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Social Security Online
Business Services Online

OMB Approval No. 0860-0680
SSNVS Attestation
Proper Use of Social Security Number Verification Services (SSNVS)

o SSA will verify Social Security Numbers (SSNs) solely to ensure that the records of current or former employees are correct for the
purpose of completing Internal Revenue Service Form W-2 {(Wage and Tax Staterment)

« Do not use the senvice to verify SShs of potential new hires or contractors
« Company policy concerning the use of SSMNWS should be applied consistently to all workers; for example,
o If used for newly hired workers, verify information on all newly hired workers
o If used to werify information on other wiorkers on your database, verify the information for all workers on the entire database
« Third party use of SSNVYS is strictly limited to erganizations that handle annual wage reporting responsibilities for employers and
have an authorized and valid contract to do so. SSNYS is not for individuals/companies who conduct identity verification,

background checks or other related services for employers or other parties

« Anyone who knowingly and willfully uses SSNV'S to request or obtain infarmation from SSA under false pretenses violares
Federal law and may be punished by a fine or imprisonment or both

« SSA will advise you when a name and SSMN you submitted does not match our records

o This response does not imply that you or your employee intentionally provided incorrect information about the employee's
name or SSN

o This response does not make any statement about your employee's immigration status

o This response is not a basis, in and of itself, for you to take any adverse action against the employee, such as laying off,
suspending, firing, or discriminating against the employee

If you rely only on the information SSA provides regarding name and SSN verification to justify adverse action
against a worker, you may violate State or Federal law and be subject to legal conseguences.

Federal Privacy Act Statement for Third Party Submitters

You can use afee-based approach when offering SSNVS to your clients. However, caution should be taken. SSA offers services, like
SSNVS, free of charge. Some companies in the private sector offer those same services for a fee and develop misleading brochures
and advertiserments. To discourage the use of misleading mailings about Social Security and Medicare, Congress enactsd specific
prohibitions in Section 312 of the Social Security Independence and Program Improverments Act of 1994 that broadened the existing
deterrents. The prohibitions are codified at Title 42 of the U.S. Code, Section 1220b-10. You should ensure that you are aware of these
legal provisions and conform to their requirements and

« Be cautious not to suggest to your clients that this service is only available through you:;

Advise all customers that this service is available at no cost from SSA and that this service is not a unique or exclusive
arrangement between SSA and your company; and

« Be surs not to give any imprassion when describing your SSNVS service to your clients that yvour company has an arrangement
that allows direct access to SSA databases, program software, etc

Paperwork Reduction Act Statement
This information collection meets the clearance requirements of 44 1. S.C. § 3507, as amended by Section 2 of the Papenaork
Eeduction Act of 1895, You do not need to answer these guestions unless we display a valid Office of Management and Budget control

number. ¥We estimate that it will take about 2 minutes to read the instructions, gather the facts, and answer the questions. You may send
comments on our estimate of the time needed to complete the form to: SSA, 1338 Annex Building, Baltimore, MD 21235-0001

User Certification for use of SSNVS - Please Read Carefuily!
I certify that

« | have read and understand the above section titled "Froper Use of Social Security Number Verification Service (SSNVS)" and the
"Federal Privacy Act Statement for Third-Party Submitters"”

« lam verifying SSNs solely to ensure that the records of my client's or my current or former employees are correct for the purposes
of Form W2 reporting

« | am authorized, under valid contracts with all outside employers of any individual for whom | will request SSN verification, to
transmit employee SSKNs and identifying information and to recsive the results of SSNVS,

or
| hawve the authority from my employer (or am the owner of the company) to transmit employee SShs and identifying
S

information and to receive the results of SSHY:

By selecting the "l Accept” button, you certify that you have read, understand and agree to the user certification of Business Services
Online.

[(IAccept | [ 1DO NOT Accept |

Step 7. Select the | Accept button after reading the conditions defined on the SSNVS
Attestation page. The system displays the Status and Retrieval page.
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E 554 Logo with E agle - Header Image: Business Services Online - Social Security Administration E| Socidl Security's Buziness Services Online [BS0)

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

[Tssnvs o
Status and Retrieval
Marme: MARKKOCH BILL REG SSNVS Submitter EIN: 01-0000000
There are three options for checking the status of the files:
Option 1- Tracking Number; Use your & character tracking number far a specific file status.

Option 2- Date Range: iew status of your file by entering a range of submission dates.
Option 3- All Submissions: Retrieve a list of file submissions available ta your PIN.

Option 1 Tracking Number |

Range Start Date

MMDDYYYY

Option 2 | [ Bubmit 2 ]
Fange End Date
Bl bl D DYV
Option 3 All Submissions

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

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

Step 8:  Select one of the following options to view the status of your submitted file.

Option 1: Enter the specific tracking number.

Option 2: Enter a start and/or end date to view the status of files submitted within
that timeframe.

Option 3: View the 100 most recent SSNV S file submissions associated with your
PIN.

Step 9:  Select the appropriate Submit button. The system displays the Status and Retrieval
Results page.
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i] 554 Logo with Eagle - Header Image: Business Services Online - S ocial Security Administration E Social Security's Business Services Online (B50)

BSO Home | BSO Infarmation Links | Contact 554 | Keyboard Navigation | Logout
[Tssnvs roi
Status and Retrieval Results
Mame: MARKKOCH BILL REG SSNVS Subritter EIW: 01.0000000
Retrieval Options
o Select "DOVWNLOAD" to download your file.

IMPORTANT: You may have to associate the downloaded file with your default text editor OR save the downloaded file as a text file.
e Select "VIEWY" if the number of records which failed verification and/or the number of deceased wage earners is 10 or less

Status of Tracking Number: 36800006

Select Status for information about the status of your submission.

Submission | Tracking S8Ns Eailed Verification Status Retrieval Available
Date Number | Submitted or Deceased Option{s) Through
02/11/2006 | 36800006 - - IM PROCESS - - -

Additional Status Request

what To Do If 3 Social Security Number (SSHY Does Mot Verify

Have a gquestion? Call 1800-7726270 to speak with Employer Custormer Service personnel
For TODATTY call 1-800-3250778.

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

Step 10: Select the DOWNL OAD link in the Retrieval Option column to download the
report, if applicable. Select the VIEW link in the Retrieval Option column to view
the report, if applicable.

Step 11: Select the link in the Status column for more information about the status of your
submission, if applicable.
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L esson 4: View the SSNV S Handbook

Follow the instructions below to browse the Internet-specific SSNV S Handbook online.

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.

vy Sodal.SccuﬁtvUn]im . :
“hi- Business Services Online

Social Security’s Business Sarvices Online {BS0)

General Login Attestation
User Centification 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,

| understand that SSA may ban me andfor the company | represent from the use of these services if S5A 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.

I amn the individual authorized to do business under this PIM

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 the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
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fmﬁ Social SecurityOnline

“ii- Business Services Online

L
2
;

Social Security’s Business Services Online (BSQ, i
4 RS0 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.

Lnginl Cancel |

Have a question? Call 1-800-772.6270 to speak with Employer Customer Service parsonnel.
For TOD/TTY call 1-800-325-0778.

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.)

Step 6:  Select the View Social Security Number Verification Service (SSNVS)
Handbook link.

P View Social Security Number Verification Service (SSNVS) Handbook

Review additional information on submitting files to Social Security for verification and retrieving the results of the submissions.

The system displays the SSNV S Handbook.
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Business Services Online

Sacial Security Online

€ www.socialsecurity.gov

Employer Information Website Index

Questions? How to Contact Us Search

Bk,
)

il =

25

If you are navigating using enly the keyboard or using an assistive device and need help, visit our Navigation
Instructional page for alternative views and navigation. Wiaming: If you select this link, you will lave this site and

1

Main Employer Reporting Page
General W-2 Filing [nformation
How To File

Where To File

Wage Reporting Software

“endor List

Forms & Publications

Social Security Mumber Yerification
Developer Specifications

| Employer Recanciliation Pracess
{ Freguently Asked Questions & Answers

Training Seminars
How to Reach Us
State & Local Government Employers

Other Sites

(e Sy ]

ey i5

o to 3 new browser windon, Vou will automatically retumn to this page when vou close the new brovser wind om.

| Security N

s Serviees Online

User Handbook for Tax Year 2004

Social Secunty Administration

Office of Systems Electronic Services
6401 Security Boulevard

Baltimore, Maryland 21235

January 2005

Employer Reporting Assistance
Far help with registering or annual wage reporting, call

18007726270 (toll free)
or 1-410-965-4241
Maonday - Friday
7:00 a.m. to 7:00 p.m. Eastem time

Social Security Number Verification Service (SSNVS) Handbook

Table of Contents

Contact Information

What is SENYS and BSO?
Systern Reguirements
Secuity

SSNYS F BSO Availability
Reqistration

Activating SSNYES Access
Logging in to Use SSMNYS
Using SSMYS
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Returned File Format

Wiew Status and Retrieval
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