BSO Tutorial Registration Services

BSO Tutorial

Registration Services

Contains the following lessons:

% Register User
» Register User — Wage Reporting (Employer) Services and
Organizational Representative Payees Only
» Complete Phone Registration - For Appointed Representatives (AR) and
Consent Based Social Security Number Verification (CBSV) Only
¢ Login
» Forgot Password - For AR and CBSV Only
¢ Logout

+» Contact SSA

¢ Manage Account
» View / Edit Account Info
» Change Password - For AR and CBSV Only
» Disable Account — All Services

¢ Manage Services
» View / Edit Services
o Remove Access to Services
» Request New Services
o Request Services Suite for Employers
o Request Organizational Representative Payee Suite
» View Pending Services
o Re-Request Activation Codes
» Enter Activation Code(s)

¢ Manage Employer Information
» Add Employer Information
» Update Employer Information
» Remove Employer Information



LESSON 1: REGISTER USER — Wage Reporting (Employer) Services and
Organizational Representative Payees

Your Business Services Online (BSO) User ID and password is no longer used to access BSO wage reporting or
organizational representative payee services. You must use a ID.me or Login.gov credential to gain access to the
BSO application.

Extra security is a required to access the following BSO services:

e Wage file upload

e  W-2/W-2C online

e AccuWage online

e Social Security Number Verification Service (SSNVS)

e View wage report name/SSN errors.

o Electronic Representative Payee Report for Organizational Payees

Follow the instructions below to register for a BSO User ID. After completing the steps, you can request to wage
reporting services.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

Employers

For employers and businesses to:

« Report wages.

« View submission and report status.
« Act on resubmission notices.

« Verify Social Security numbers.

Signin

Create account

Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

Representative payees

For organizational representative payees to file their Representative Payee Report electronically.

Signin
Create account

Information about being a payee

STEP 2: Select the Create account link on the BSO Welcome page from either the Employers or
Representative Payees sections above.


http://www.socialsecurity.gov/bso/bsowelcome.htm
https://id.me/
https://login.gov/

Social Security

o Your BSO User ID and password can no longer be used to access employer services.

You must sign in with your Login.gov or ID.me account to gain access to employer services.

Sign In or Create an Account

By signing in or creating an account, you agree to the Privacy Act Statement and Terms of Service.

If you already have a Login.gov or ID.me account, do not create a new one. You can use your existing account to access Social
Security services

Sign in with * LOGIN.GOV

Sign in with [D.me

@ The Social Security username sign-in option is no longer available. Please use Login.gov or ID.me instead.

[ Create an account with Login.gov
[ Create an account with ID.me
© Sign in Help and Support

External Site Disclaimer
OMB No. 0960-0789 Pnvacy Policy Accessibility Help

STEP 3: Sign in with your ID.me or Login.gov credential. You may use an existing credential; you do
not need to create a new one for SSA. You will then have the option to create a new BSO User ID or use
an existing one.


https://id.me/
https://login.gov/

LESSON 2: SIGN IN - For Appointed Representatives (AR) and Consent Based
Social Security Number Verification (CBSV) Only

Follow the instructions below to register for BSO. After completing the steps, you will receive a User ID and set a
password so that you can sign in to BSO and request online services.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

Appointed representatives

For appointed representatives of people with cases pending at the hearings or appeals levels.

Signin
Appointed Representative Services (ARS)

Representing Social Security claimants

Electronics Records Express

Content Based Verification (CBSV)

For companies that provide banking and mortgage services, process credit checks, provide background
checks, satisfy licensing requirements, and provide similar services.

Signin

How to enroll

Complete phone registration
Learn more about CBSV

For questions: ssa.cbsv@ssa.gov

STEP 2: For AR and CBSYV only select the Sign in link on the BSO Welcome page in the appropriate
box. The system displays the Sign in to Online Services page.

Soca] Secuity Orline Business Services Online
e——— 50 Welcome | 1 B0 Information | B Keyboas Navigstion

#g\ Log In to Online Services

Fir o ety it 0 ot of o e a1 e s 48 et s o i it Bt

New User? Existing User?
Please log in below.
If you nieed 10 create 3 new account, please go to the BSO Welkiome page and select the approprate link for Usor I0:
the senvices you need 10 access. Password:
Eorgot yser 1D
Did you register with $5A by phene or PaRer f9rm and need to create a password? Eseat vour passwerd?

User Cerification:

1 understand hal the Soclal Securlty
Adminstiation (SSA) will valdale the g
Information | provide agains! the
ntarmation n <R8N

e
| have read & agiee to these lenms.

socialnecurity 0ov  BS0 Welcome | [


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

STEP 3: If you are a New User, return to the BSO Welcome page and select the appropriate link for the
services you need.

LESSON 2: COMPLETE PHONE REGISTRATION - For AR and CBSV Only

If you started your registration for online services by speaking with an Employer Customer
Service representative or completing a form, follow the instructions below to complete your
registration.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

Appointed representatives

For appointed representatives of people with cases pending at the hearings or appeals levels.

Signin
Appointed Representative Services (ARS)

Representing Social Security claimants
Electronics Records Express

Consent Based SSN Verification (CBSV)

For companies that provide banking and mortgage services, process credit checks, provide background
checks, satisfy licensing requirements, and provide similar services.

Signin

How to enroll

Learn more about CBSV

For questions: ssa.cbsv@ssa.gov

STEP 2: Select the Complete Phone Registration button on the BSO Welcome page. The system displays the
sign into Online Services page.


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

Social Security Orline Business Services Online

nciabsecurity.gov & BS0 Welcome | & B0 Information | B Keyboard Ravigation

Y Log In to Online Services

Vo your secartty o sogesanon sn cicne wnan s e e
New User? Existing User?
Pigase log in bekaw.
If you need 1o creale a new account, phease go 1o the B30 Welcome page and select the appropriate link for User ID:
the Senvices you need 1o access.
Password:
Eqrgot user 107
[Did you register with $5A by phone of paper farm and need 1o create a password? Eargot your passvoed?
User Cenification:

| understand that the Social Securtty -
Administration (SSA) will validate the g

Information | provide against the
infrmatinn in SR fles

| have read & agree 1o these terms.

socisbsecunity fov & B0 Welcome | £ B30 jnformation | &

STEP 3: On the “Log in to Online Services” page, under “New User?”, select the link portion:

Did you register with SSA by phone or paper form and need to create a password? This will take

you to the Complete Phone Registration Attestation page. (To return to the BSO Welcome page, select
the BSO Welcome link in the page footer.)

Business Services Online

BS0 Welcome | # BSO Information | ¥ Keyboard Navigation

Complete Phone Registration Attestation

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

Registering for Business Services

To obtain a User ID and password, complete the registration form and select the submit button on the following page. The information you submit will be verified against our records
Upon successful registration, you will have your User ID and password

You may update your registration information or change your password at any time

| understand 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:

= lunderstand that SSA may prevent me from using these services if SSA defermines or suspects there has been misuse of these services
« lunderstand that | may be subject to penalties if | submit fraudulent information

= lam aware that any person who knewingly and willingly makes any representation to falsely obtain information from Social Security records and/or intends to deceive the Social Security Administration as to the true
identity of an individual could be punished by a fine 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.

STEP 4: Read the conditions stated in the User Certification for SSA BSO section of the page. You must agree
to these conditions by selecting the I Accept button to proceed. The system displays the Complete
Phone Registration page. (Selecting the I Do NOT Accept button will display the BSO Welcome
page.)


https://secure.ssa.gov/acu/IRESWeb/completePhone.jsp?SUITE=IRESBSO

Business Services Online

/= Complete Phone Registration OMB No. 0860-0626

[ ) Paperwork Reduction Act

A User identification (User ID) and password are required to use Online Services. Your User ID was issued during the registration process. You must now choose your personal
password to complete registration.

* Indicates required information

“User ID:

*First Name:

“Last Name:

*Social Security Number:

{Fyou 90 NOT have an SSH I=ave this fiskd blank)
“Date of Birth

(MMDDYVYYY)

“Enter Password: Your Password:

« Must contain exactly 8 characters

- Must contain only numbers and letters

« Must contain at least 1 number and 1 letter
« Must not be a commenly used password

- Is not case sensitive

*Re-enter Password:

[Complete Phcne Registration

STEP 5: Enter the registration information.

TIPS
¢ Fields that are required are marked with a red asterisk (*).

¢ Enter your User ID that was given to you when you registered.

¢ Do not use punctuation in any field. This includes dashes or slashes in date
of birth and social security number.

¢ If you do not have a U. S. Social Security Number, leave the SSN field blank.

¢ Date of birth must be entered in the format mmddyyyy. For example, if your
date of birth is January 1, 1990, you would enter 01011990.

¢ Your password must contain any combination of eight letters and numbers
(e.g., 9580859A or frog2828). Special characters are not allowed, and
passwords are not case sensitive. Do not share your password with anyone.

¢  When you tab off or click out of a field, the system will check the format of
what was entered and display a message if it needs to be corrected.

STEP 6: Select the Complete Phone Registration button to complete the registration process.
The Log in to Online Services page will be displayed. (To return to the Business

Services Online Welcome page without completing the registration process, select the
Cancel button.)



LESSON 3: LOGIN - For AR and CBSV Only

Follow the instructions below to sign in to BSO with your User ID and password.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

Appointed representatives

For appointed representatives of people with cases pending at the hearings or appeals levels.

Signin

Appointed Representative Services (ARS)
Representing Social Security claimants
Electronics Records Express

Content Based Verification (CBSV)

For companies that provide banking and mortgage services, process credit checks, provide background
checks, satisfy licensing requirements, and provide similar services.

Signin

How to enroll

Complete phone registration
Learn more about CBSV

For questions: ssa.chsv@ssa.gov

STEP 2: Select the Sign in link on the BSO Welcome page. The system displays the Log in to Online Services

page.
il i i Business Services Online
wockaisecurity gov & BS0 Welcome | & B350 Information | & Keytoard Navigation
oy Log In to Online Services
Vo yous secusty, passe log oot o 0 sppscston snd ciane 33 It wrstown whn you e frshed
New User? Existing User?
Please log in besaw
If you need 1o creale a new account, phease go 1o the B30 Welcome page and select the appropriate link for User ID:
the Senvices you need 1o access.
Password:
Eqrgot user 107
[Did you register with $5A by phone of paper farm and need 1o create a password? Eargot your passvoed?
User Cenification:
| understand that the Social Securty o
Administration (SSA) will validate the '
Information | provide against the. v
Infrnmation in S2a' fl
| have read & agree 1o these terms.
woCiabsecunity. Qo & BI0 Welcome | & B30 information | B

STEP 3: Under the Existing User? column, enter your User ID and password. Read the terms
stated under the User Certification heading. You must agree to these conditions by
checking the “I have read & agree to these terms.” checkbox to proceed. Select the Log

8


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

In button. The system displays the BSO Main Menu page.

e Ifyou have forgotten your User ID, please call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 5:30 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDD/TTY, call 1-800-325-0778.

e If you have forgotten your password, select the Forgot your password? link beneath
the Password field. Refer to the Forgot Password lesson in this Tutorial for further
guidance.

(To return to the BSO Welcome page, select the BSO Welcome link on the page footer.)

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access.
Socis] Securitv Orline Business Services Online
SSALLE® pain Menu
JOMN FUELIC
Ucer ID: U2ERIDZ \
Welcome, JOHN PUBLIC
Report Wages To Social 5 ity
RalapeRLEuin epgubmf du:.rr' gadoaz:?p' rﬁ":\:'-gt;yand W-2os
“Wiew submission status, errors and emor notices for wage reports submitted by or for your company
Dot Request an extension to resubmit a wage fie

flanage Employer Information

= AddiUgdals Empicyar Information

= Romowe Employer infmation

v Custmar




LESSON 4: FORGOT PASSWORD - For AR and CBSV Only

Follow the instructions below if you have forgotten your password and wish to get a new one.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

Appointed representatives

For appointed representatives of people with cases pending at the hearings or appeals levels.

Signin
Appointed Representative Services (ARS)

Representing Social Security claimants

Electronics Records Express

Content Based Verification (CBSV)

For companies that provide banking and mortgage services, process credit checks, provide background
checks, satisfy licensing requirements, and provide similar services.

Signin

How to enroll

Complete phone registration
Learn more about CBSV

For questions: ssa.cbsv@ssa.gov

STEP 2: Select the Sign in button on the BSO Welcome page. The system displays the Log in to Online
Services page.

Social Sscurity Online Business Services Online
.DN & B0 Welcome | 8 B0 information | & Keyboard Navigation o ML

As\ Log In to Online Services

P o savustty. ot s st an [P w—

New User? Existing User?
Fiease log in below
If you need 10 creale a new account, please go to the BS0 Weicome page and sefect the appropriate ink for Usar 10z
the services you need 1o access.
Password: [
Eoroot ysec 107
Did you register with S5A by phong or paper form and need to create a password? Eorgol your password?

User Certification:
| undersiand that the Social Secunity o
Administration (55A) will validate the g
information | provide against the =
infreenation in STA' o
| nave read & agree 1o these terms

B —— & BS0 Welcome | & D50 Informaton | & T

STEP 3: Under the Existing User? column, enter your User ID. Select the Forgot your

10


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

password? link under the Password field. The system displays the Forgot Password
page. (To return to the BSO Welcome page, select the BSO Welcome link on the page footer.)

Social Security Oriine Business Services Online
socastsccunty gov & 050 Weicome | & (550 Information | & Keyboard Navigation

f:\ Forgot Password

Request to replace fergotien password

To $eI6C1 & néw PESSWORD, yOUu MUST Answer thrée random questions Mat your préviously Supplied answers 10, If you comectly answer (he questions you will be allowed 10 S&lect a néw passwornd
WHAT IS THE NAME OF THE HOSPITAL YOU WERE BORN? ©

WHAT IS YOUR HOMETOWN? :

WHAT IS YOUR ASTROLOGICAL SIGN? :

Choose your new password
Input New Passward:
Confirm New Password:

To maintain a secure system, your password needs to meet the following requirements:

=+ Must contan exacily 8 characters

« Must contan only numbers and letters

« Must contan at least 1 number and 1 letter
+ Must not be a commenly used passwerd
« 15 ot case sensitive

usacialsecuriy. gov & B30 Yelcome | & BS0 Information | &

STEP 4: The Forgot Password page presents you with the choice of entering and submitting a
new password online or requesting a temporary password by mail.

e If you would like to change your password online immediately, continue to Step 5.

e Ifyou would rather receive a temporary password by mail, you do not have to enter

anything on the Forgot Password page. Just select the Request Password by Mail
button and proceed to Step 7.

(To return to the BSO Welcome page, select the Cancel button.)

STEP 5: Enter the answers to three security questions randomly selected from the five you
chose and answered during registration. Next, enter a new password and confirm that
password by entering it a second time. Select the Submit New Password button. The
system displays the Forgot Password Update Successful page. (To return to the

BSO Welcome page without submitting the new password, select
the Cancel button.)

Social Security Online Business Services Online

B30 Welcome | & BSO Information | & Keybosrd Navigation

- Forgot P. 1 Update S ful

Your forgotten password has been successfully changed.
BS0 welcome [Log fn

# 050 Weicoma | & (550 Information | &

STEP 6: Select the Log In button to log in using the new password. Select the BSO Welcome
button to return to the BSO Welcome page.

STEP 7: If you selected the Request Password by Mail button on the Forgot Password page,
the system displays the Request Password by Mail page.

& HELP



¥ On Business Services Online

& B30 Welcome | & B0 jnfomation | B Keyboard Nevigation

) Request Password by Mail

You have req 1o receive 3

by mail to replace your forgotien passwerd.

First Name:

To request a temporary password, enter your First Mame, Last Name, Social Secunfty Mumber (if you have one) and Dale of Birth, then select Request Temporary Password
Last Name:

U.S, Social Security Number:
Date of Birth mmaay yyyt
Canze1 Faquest Tesparazy Fassword

& 050 Weicome | & I

STEP 8: Enter your First Name, Last Name, U.S. Social Security Number, and Date of Birth.
Select the Request Temporary Password button to send the request. The system displays the

“Password By Mail Success” page. (To return to the BSO Welcome page without sending the request,
select the Cancel button.)

Social Security Online Business Services Online

1150 Welcome | B D50 information | & Kryboard Havigation

p;\ F By Mail

Your request for a new by mail was

Your temporary password will be sent 1o you by first class mail usually in 2 weeks. You must wait for your lemporary password 1o use Business Services Online. If you have previously requested 3 lemporary password,
1hat password is now cancelied

B50 Weloome

& B30 Welcome | & BSO huformation | &

NOTE

Until you receive your new password in the mail, you will not be able to sign in to BSO.

12



LESSON 5: LOGOUT

Follow the instructions below to log out of BSO.

STEP 1: Select any Log Out button where displayed.

The system displays the Log Out of BSO page.

Social Security Online Business Services Online
ROBERT BIRMINGHAM T Log Out of BSO
og tu 2
[Far your security, piease lag Out of the JppICation and close all INTErNET WINGOWS When you are finished,
Manage Account
. 2 pure nt to log out of Busil Services Online?
. YOU SUre you wa ness
- Disabln Account
Manage Services
o Moo Secvices
. Hnﬂe;imm
= Mo Pondng Services
- Eterichvaten Codes
Manage Employer informaticn
- Esda\odate Emoicyar informition
» Bemeve Emciover infomaton

STEP 2: Select the Yes button to end the current session. The system displays the Customer
Satisfaction Survey or the BSO Welcome page. (To continue your session and return to the BSO Main
Menu, select the No button.)



LESSON 6: CONTACT SOCIAL SECURITY ADMINISTRATION
(SSA)

Please visit https://www.ssa.gov/employer/empcontacts.htm to contact SSA.

LESSON 7: EDIT ACCOUNT INFORMATION

Follow the instructions below to update your account information.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in link on the BSO Welcome page.

STEP 3: Under the Existing User? column, enter your User ID and password (AR and CBSV
only). Read the terms stated under the User Certification heading. You must agree to these conditions by
checking the “I have read & agree to these terms.” checkbox to proceed. Select the Log In button. For
AR, the system displays the Appointed Representative Services page. (To return to the BSO Welcome
page, select the Log Out link on the page footer.)

| flﬁm\\\ Social Security

The Official Website of the U.S. Social Security Administration

Appointed Representative Services

Electronic Records Express (ERE) Manage Account
Electronic Records Express will provide you access to your authorized services, such as: © View / Edit Account Info
s Access Claimant's Electronic Folder © Change Password

« Send Individual Response © Disable Account
« Contact ODAR Office
« Get Status Reports

| EnterERE |

Registration

Internet Registration for Appointed Representative Services is currently unavailable while we improve the
online registration process. Please complete the paper form SSA-1699 to register for Direct Pay or to
update your information, and fax it to 1-877-268-3827.

Log Qut

STEP 4: Under the Manage Account section of the right navigation panel, select the View/Edit
Account Info link. The system displays the View/Edit Account Information page. (To
return to the BSO Main Menu, select the BSO Main Menu link in
the second line of the page header.)

14


https://www.ssa.gov/employer/empcontacts.htm
http://www.socialsecurity.gov/bso/bsowelcome.htm

Appointed Representative Services

Ancalecrty g Meain Mena | Contact Us | £ (150 feformation | & Keyboard Navigasion
1Y LEWIS ‘#a ViewlEdit Account Information
Tap I YRIOOICSCS X))
o oul

Persenal & Contact Information

Date of Birtn
Home Sreet Addruss
City, State, Tip

Fane Number
Emat

Secure Text-enabled Cell Phone Number

Secure Text-enabled Cell Phone Number

Security Questions and Answers

Adrrws 5

Your account infcrmation is displayed below. You may update this information at anytime.

[Edit Personal Information
RAY LEMS
o191984
HEX XX 960
Unitod Sistes
100 RAVENS ROAD
BALTIMORE | MD 26462
1443) 481096

debbie £vansSesa gov

Charge Bmes

[443) 204-8101

it Sevarity Gaestizad
WHAT IS THE MAME OF THE HOSPITAL YOU WERE BORN?

HHH

WHAT 15 YOUR HOMETOWN?

HTHTHT
WHAT IS YOUR ASTROLOGICAL SIGN?
AAA

WHAT WA S THE MODEL NAME OF YOUR FIRST CAR?
occ

WHAT WAS YOUR FIRST JOB7
A

[ Hend

STEP 5: Select the Edit Personal Information button to edit personal and contact information.
The system displays the Edit Personal & Contact Information page. (To return to the
BSO Main Menu, select the BSO Main Menu link in the second line of the page header.)

Social Security Oniine Business Services Online

soeialsteruity pov Wi Merns | Contsct i | £ B0 fformation | & Keyboard Havigsten
WCHELE DEBAX #a. Edit Personal & Contact Information
Jsor 10 EYOF30TR .,

Manage Account * Ingicates required information

= Mo Account Infy Personal Information
Manage Services
. ; E ==y
- Buacuest New Services. Midale “Last
« Enitr Actiion Codas Dats of Byt
(L |
Manage Employer Information mmadyyyy
Persenal Contact information
L “Country:

[United #rates ~]

“State: ‘Zip Code:
] [BF ] s

ime Phone Number:

Extension

SFETELAEED]
Fax Number:

“Ermail Address: @ Wy oo vou need

Eancall

Bpdaze Intocmacien

STEP 6: Edit the information you wish to change. Select the Update Information button to
update the account information. The system displays the Edit Personal & Contact
Information — Confirmation page. (Select the Cancel button to cancel the update and
return to the View/Edit Account Information page. To return to the Business Services

Online Main Menu, select the BSO Main Menu link in the second line of the page

header.)

15



Socil Security Orline Business Services Online

BCHELE DEBAK @ Edit Personal & Contact Information - Confirmation
e 1D BYOFIOTR L
Log o]

You have successfully updated your personal and contact infarmation.

Manage Account
: Your new Information will be displayed on the View | Edt Account Infa page:
= MpwiEil Account info
Manage Services &

= Vo Sanices

= Bhousst bew Services
« Viow Pendeq Services
- st Ackvibon Codes

& che Main Mesy

Manage Emplcyer Information

- WE._WP\I‘F_’M! e
+ ERMove EMOn el INfrman

ociabecumty g

STEP 7: To edit other account information, select the View/Edit Account Info link under the
Manage Account section of the left navigation panel. The system displays the
View/Edit Account Information page. (Select the Go to the Main Menu button to
return to the BSO Main Menu.)

Social Security Oniline Appointed Representative Services

wrLEws T View/Edit Account Information

Manage Account Your account information is displayed below. Yol may update this information at anytime

» WewEd Accoud infn Personal & Contact Information [Ediz Fersceal Information
Nama
Date of Bath:  DBASI0S4

Home Sreet Address: 100 RAVENS ROAD
Oy, State, Zp.  BALTIMORE , MD 26462

Fa Number
Emal  debbes.ovansssa gov

Secure Text-enabled Cell Phone Number o

Secure Text-enabled Cell Phone Number.
(#43) 204-6101

Security Questions and Answers

Cuashion 1 WHAT IS THE NAME OF THE HOSPITAL YOU WERE BORNT
Answer 1. HHH
Cusstion 2. WHAT 1S YOUR HOMETOWN?

HTHTHT
Cuashion 3. WHAT IS YOUR ASTROLOGICAL SIGN?

;. AAA

Cuestion 4. WHAT WAS THE MODEL NAME OF YOUR FIRST CART
Angwor 4 CCC
Cuestion 5. WHAT WAS YOUR FIRST JOB?

it

STEP 8: Select the Edit Security Questions button to edit the five questions and answers used
to verify your identity if you forget your password. The system displays the Edit
Security Questions page. (To return to the BSO Main Menu,
select the BSO Main Menu link in the second line of the page header.)

Social Security Online Appointed Representative Services
BT ———— Wi Meras | Comtact Ui | B HS0 peformation | Keyban Navigation

LAY LEWS #=. Edit Security Questions & Answers

199 10 YNEOD2CSCS )

25 o0

Manage Account The security questions and answers you sesect will be used 1o validate your identily in the event you forget your password.

* Ingicates required information

+ YiewEdt Acconnt infg

+ Lzaces Pasined “Question 1: “Answer 1:

+ Dbl Agoourd [BEET 1% THE WAE OF YHE RCSFITAL YOU WEBE SORNT vl [
ant “Answer 2! )
.:.‘.‘ﬂi" EH

Eanza] ——
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STEP 9: Edit the information you wish to change. Select the Update Information button to
update the account information. The system displays the Edit Security Questions —
Confirmation page. (Select the Cancel button to cancel the update and return to the
View/Edit Account Information page. To return to the BSO Main
Menu, select the BSO Main Menu link in the second line of the page header.)

S Sty Ol Appointed Representative Services

s soclalnecwity gov Bhsin Merui | Comact Us | £ BSO lnformation | £ Keyboard Nevigation

Y LEWIS /s Edit Security Q " S
-,

You have successiully updated your security questions
Manage Account

+ Vi @ Accourd infy
» Changs Pasfeo]
o [Disabie Acooun

Your new information will e displayed on the View / Edi Account Info page.

[G= to the Wain Hemd

STEP 10: Select the Go to the Main Menu button to return to the BSO Main Menu.



LESSON 8: CHANGE YOUR PASSWORD - AR and CBSV Only

You can change your password at any time. For security purposes, you are required to change
your password at least once every 90 days in order to maintain an active User Identification
Number (User ID). Follow the instructions below to change your password.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.
STEP 2: Select the Sign in link on the BSO Welcome page.

NOTE

When your password is more than 90 days old, the following message will display at the top of the page:

1t has been more than 90 days since your password has been changed. You must change your password to
continue with Online services.

The system will then automatically display the Change Password page. (Go to Step 5.)

STEP 3: Under the Existing User? column, enter your User ID and password. Read the terms
stated under the User Certification heading. You must agree to these conditions by
checking the “I have read & agree to these terms.” checkbox to proceed. Select the Log
In button. For AR, the system displays the Appointed Representative Service page. (To
return to the Business Services Online Welcome page, select the Log Out link in
the page footer.)

STEP 4: Select the Change Password link from the left navigation panel. The system displays
the Change Password page.

Sodial Secusity Oriline Appointed Representative Services

18 Heytara

RAY LEWIS #=. Change Password
e 10 YNSODZCSCS [}

Log oud

Manage Account Your curment password is scheduled to expire; November 26, 2025
. Enter Current Password: For sacurity PUposss, your pastwond
« Chang Pasgeod will xpine and must be changed every D0 days.
+ Disabie Acoount

Enter New Password: Vour Passwon
- Must contan mactly 8 characters.

Confirm New Password: * st pot et & commonly used password
- Is nof case sen

[Eanced Eoange Fassword

STEP 5: Enter your current password and new password. Enter your new password again for
verification purposes. Your new password:

Must contain exactly 8 characters.

Must contain only numbers and letters (no special characters)
Must contain at least 1 number and 1 character.

Is not case sensitive.

* & o o
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STEP 6: Select the Change Password button. The system displays the Password Change
Successful page. (To return to the BSO Main Menu without
changing your password, select the Cancel button.)

Sorial Security il Appointed Representative Services
i ﬁs\ F Change

[T

Manage Account four has been

¥ changed.
Your new password will remain vaid untit November 26, 2025

+ iewEdt Aot infy

+ Disible Accourd

(5] he Hain Fem

STEP 7: Select the Go to the Main Menu button to return to the BSO Main Menu.



LESSON 7: DISABLE YOUR ACCOUNT

Follow the instructions below to disable your account. When you disable your account, you will
no longer be able to use your User ID to access online services.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in link on the BSO Welcome page.

STEP 3: Under the Existing User? column, enter your User ID and password (for AR
and CBSYV only). Read the terms stated under the User Certification heading. You
must agree to these conditions by checking the “I have read & agree to these terms.”
checkbox to proceed. Select the Log In button. For AR, the system displays the Appointed
Representative Services page. (To return to the BSO Welcome
page, select the Log Out link on the page footer.)

i i Business Services Online
mockisecurity gov “Mhain M) | Contact s | 1150 informastion | £ Keyboasd Havigasion
Y LEWS #=. Disable Account
)
Log our
Manage Account This function will desable your User 1D 5o that it can na langer be used ta access online services.
* Ingicates required intormation
-~ ViEQH Acount s
¢ b Py “Inpat Current Password:
+ Disabie Actount gt ium
Manage Services “Why are you disabling the account?
+ YopwEaH Sanvoes * 1 am no onger authorzed to ACCEss these SErvices andiorn | no longer require these services.
- Eaoues New Sendcas The account has been compromised (ex unauthonzed access of disclosure)
+ Yoo Pendiog Sencoes
+ Enier Ackvgion Godes

(o" Your account will be permanently disabled.
1f you continue you will need to register 2 new sccount to access online services,
Manage Empioyer Information

STEP 4: Under the Manage Account section of the left navigation panel, select the Disable
Account link. The system displays the Disable Account page. Enter your password in the Enter
Current Password field and select the radio button beside the reason for disabling your User ID. Select
the Disable Account button.

Social Security Orline Business Services Online
RAY LEWIS »: Disable Account - Confirmation

Your account has been successfully disabled.

Your account can no lenger be used 10 ccess online senvices. You will need 10 creale a new account to login 10 SSA onling Senvices again

b
g
H
)
g

STEP 5: The system displays the Disable Account — Confirmation page. (To return to the Business
Services Online Main Menu without disabling your user id, select the Cancel button.)

NOTE
If you select the Disable Account button, your account will be permanently disabled.
You will need to register a new account to access online services.

STEP 6: Select the I’m Done — Log Out button to go to the Social Security Online page.
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LESSON 8: REMOVE ACCESS TO BSO SERVICES

Follow the instructions below to remove access to one or more BSO services. Use this option if
you no longer need to use a service(s) in BSO.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in link on the BSO Welcome page.

STEP 3: Under the Existing User? column, enter your User ID and password (for AR and CBSV
only). Read the terms stated under the User Certification heading. You must
agree to these conditions by checking the “I have read & agree to these terms.”
checkbox to proceed. Select the Log In button. The system displays the Business
Services Online Main Menu page. (To return to the BSO Welcome
page, select the BSO Welcome link in the page footer.)

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access.
Sodal Security Orline Business Services Online
h‘\ Main Menu e
MICHELE DEBAX
hbond Welcome. MICHELE DEBAK
Manage Arcount Report Wag
* View! Aot Tast wage fies using Accuilage
Submit, download and print W-25 and W-2cs.
Manage Servces View submisséon slabus. enors and ermor notices for wage reports submitied by of for your comparny
Request an extension bo resubmit a wage file
* Basuns N Sarvows Social Security.
" Yoarw Perdien Sarvtes Reguest online SSN verification, or
* Entes Aceaiion Cade's) Submit files for SSN venfication
e (TS Bepresaniaye E3yes Accounsing (IREA) o
o] O it oy S B e 3 g s S04 sty

Farwn 8 gutason? 38 1.008-TTAIT0 Vipniay Prosgp
Fadeg T00an 042 pr

For TOOTTY ol 18002234774

STEP 4: Under the Manage Services section of the left navigation panel, select the View/Edit
Services link. The system displays the Remove Access to BSO Services page. This
page lists the services to which you currently have access. (To return to the Business
Services Online Main Menu, select the BSO Main Menu link in the second line of the

page header.)
Social Security Ouine Business Services Online
e Msin Meer | Contact s | © 150 Infomation | & Keyboard Havigateon
VCHELE DERAK #m. Remove Access to BSO Services
Jsar 1D EYOFIQTR i)
Log Outf To remaove access from BSO Services please select the services(s) that you would like to remove,
Manage Account Report Wages to Soclal Security
+ ViewEH Account inty - Create. print, and subimit Forms W2 and W.2¢ Online,
+ Upload wage submission of resubmission fes that are prepared in the Electronic Fing (EFW2/EFW2C) farmat
Manage Services « Acknowledge resubmission request nolices and oblain lime extensions for resubmission requests, and
[raT—— « View Wage Repart Name | SSN Errors
« Bacuest New Services
+ Vo Pereing Ssevce If access to Report Wages to Social Security is removed, View Wage Report Name [ $5N Errors will also be removed,
+ Enter Actvation Codes
Wiew Wage Reports Name | S5H Errors
Manage Employer Information
= View Ihe SUDMISSION SIatus, EMors and emor NOLCES Tor wage Nles and/or wage repons with Name/SSN Emors submled by you of on your behalr
+ AU Emoigver nkenaten
+ By Emoine loformingn Social Security Number Verification Service {SSNVS)

+ Complete an online form or Submit fles 1o request verification of names and Social Sacurity Numbers of employees of the company for which you work of of the company that has hired you 1o perfonm this service.

Internet Representative Payee Accounting Service

+ Allows 1o file their Payee Repor electronically. This includes Form SSA-6234 for Representative Payee arganizations.
« Allows submission and printing of the payee forms and aliows downloading submitied forms for up to 30 days afer submission
(=71 .=
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STEP 5: Select the checkbox(es) of the service(s) you wish to remove and select the Remove
button. The system displays the Remove Access to BSO Services Successful page.
(Select the Cancel button to return to the BSO Main Menu without removing any services. To return to
the BSO Main Menu, select the BSO Main Menu link in the second line of the page header.)

Social Security Onlive Business Services Online

s Mo | Comtact Us | 5 8 I

WCHELE DEBAK #m Remove Access to BSO Services Successful
e Iy BYDF3OTR -

23 ot
Wanage Account Your request to remaove access to was successful. If you have remaved this access in error you may select the "Reguest New Seryvices™ on the left panel to re-
; sedect the senace
- VOWEQE Ascoont infp
Manage Services (== Ceaztivate Anether Servies
- YiowWEQ Sarvices
+ Yigw Pendng Seoices
+ Enlet Acivalion Codes
Manage Employer Information
» Addodate Emoigyar Information
+ Bomove Emgioves informaton

STEP 6: Select the Deactivate Another Service button to return to the Remove Access to BSO
Services page. Select the Cancel button to return to the BSO Main Menu.
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LESSON 9: REQUEST SERVICES SUITE FOR EMPLOYERS AND
REPRESENTATIVE PAYEES

Follow the instructions below to sign in to request access to the SSA Services Suite for Employers.
Note that the request for this suite can be combined with requests for other services. For guidance
in accessing a different service(s), refer to another lesson(s) in this Tutorial that specifically
addresses the service(s).

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select “Sign in” from the “Employers” box or “Sign in” from the “Representative Payees” box.
Employers

For employers and businesses to:

o Report wages.

» View submission and report status.
e Actonresubmission notices.

» Verify Social Security numbers.

Signin

Create account

Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

Representative payees

For organizational representative payees to file their Representative Payee Report electronically.

Signin
Create account
Information about being a payee

STEP 3: Select one of the options below to sign in then review and navigate through the next set of screens.
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Social Security

o Your BSO User ID and password can no longer be used to access employer services.

You must sign in with your Login.gov or ID.me account to gain access to employer services.

Sign In or Create an Account

By signing in or creating an account, you agree to the Privacy Act Statement and Terms of Service.

If you already have a Login.gov or ID.me account, do not create a new one. You can use your existing account to access Social
Security services

Sign in with » LOGIN.GOV

Sign in with |Dmﬁ

© The Social Security username sign-in option is no longer available. Please use Login.gov or ID.me instead.

[@ Create an account with Login.gov

[Z Create an account with ID.me

@ Sign in Help and Support

External Site Disclaimer

OMB No. 0960-0789  Privacy Policy  Accessibility Help

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access. Once the credentialing and
authentication process has been completed, current BSO User ID(s) will be associated
with your new credential.

Social Security

By signing in, you agree to the Privacy Act Statement and Terms of Service.

OMB No. 0960-0789  Privacy Policy  Accessibility Help
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Social Security

Privacy Act Statement

Please read the following privacy act statement on collection and use of personal information.

Sections 205 and 1106 of the Social Security Act, as amended, allow us to collect your information, which we will use to verify your
identity and register you, your company, or authorized employee(s) to use our Business Services Online (BSO) applications. Providing
the information is voluntary, but not providing all or part of the information may prevent access to the BSO suite of services. As law
permits, we may use and share the information you submit, including with other Federal or State agencies, our contractors, employers,
and others as outlined in the routine uses within System of Records Notice (SORN) 60-0373, available at www.ssa.gov/privacy. The
information you submit may also be used in computer matching programs to establish or verify eligibility for Federal benefit programs

and to recoup debts under these programs.

OMB No. 0960-0789  Privacy Policy  Accessibility Help

Social Security

BSO User ID

Please select your User ID and EIN from the list:
l User ID V]

Need a new User ID? Request here.

OMB No. 0960-0789 Privacy Policy  Accessibility Help

Select your User ID and EIN from the list and select “Next” or create a new User ID.

Social Security Online Business Services Online
= 7 1350 Main M | 550 Information | Contact U | Keybosed HarigaSon
'ﬁ‘ Main Menu HELE
MICHELE DERAX
< Vielcome, MICHELE DEBAK
Whartager Aot
- iew ! Edt At o You curmently do not have sccess to any services.
The folowineg options ane avadabie o you
Manage Services. ViU €N B8 SHCE 10 YOUr Mefw Bt Seaves New Serdoes
* Mew/Egidevces
* Beoyes New Servions
* Yaw Pyngng Sereies
* R ASe Sl
Wanage Emgiioryer Information
* sgolcdels Ermciove: iormatc

oniiay Pring

Hive 3 moassen Caf 18T
Py 00 m 10 339 5 Eave Temw 1 igash s ot Saneca paricrral
Fos TEGTTY cab
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STEP 4: Select the Request New Services link in the Main Menu or the left navigation panel.
The system displays the Request Access to Services page. (To return to the Business
Services Online Welcome page, select the Logout button.)

Social Security Online Business Services Online

i Mo | Comtact U | & 1150 Information | & Keytoand Mavigation

£ T Request Access to BSO Services
Jser 10 YOF3QTR .
Log ourj Select Service Suites
Manage Account You must request access 10 do speciiic funclions within a senvice sulte. Let us help you choose which functions to add.
+ YhewiEh Account infy S5A Services Suite for Employers:
Manage Services Electronic Wage Reporting Service andior Social Security Number Verification Service (SSNVS)
+ VipwiEdh Services
.- e Survices Electronic Wage Reporting alows employers 1o test wage files using AcculWage, repon wages o Social Security, and 10 view the status of their submission
. m Social Secunty Number Verification Service (SSNVS)
Manage Employer Information ABows the completion of an online form or of a file 1o request of names and Social Security Numbers of employees free of charge 1o
emplayers and their agents for wage reponting purposes only. To verfy SSNs for other than wage reporting purposes, please select the Special Senvices Suite for
» AddUcdate Ergiove inbrmation Consent Based Social Security Number Verification Service (CBSV) below,
« Bamove Emoigvr Infprmaion
Internet Representative Payee Suite:
WS 1o file their Payee Report electronically. This incluges Form S5A-6234 for Representative Payes
organizations.

ABows submissicn and printing of the appropeiate representative payee accounting forms and allows downlcading submited forms for up to 30 days after
SUDMISSION

Eancel Fexg)

STEP 5: Continue with this lesson if you wish to request access to the Suite for Employers. If
a different or additional suite(s) of services is needed, refer to another lesson that
specifically addresses requesting that suite.

Check the checkbox saying “SSA Services Suite for Employers:” and select the Next

button.
iR Business Services Online
WICHELE DEBAK s Employer Information
fsee 10 6YOFICTR ) ploy
Tog Gus
Page 1013
Manage Account Employer identification Mumber (EIN): 515008580
- MewEdt Accourd infy Businass or Organization Mame: AE=T001 HoUsE s
Manage Services You currently have access 1o Me following senvices:
) our acditonal request for services will be far the Employer Informatian isted above. To update Employer Information, select "AS/Update Employer Information”
- Wi Pondng Sooyices Bk from e len panel
+ Entar Acvation Codes
Frevicus et

Manage Emplayer information

+ AsdaUodate Emcioyat Infoematien
+ Rmovs Emciover inematon

wesrm scciaiuncrty gov

Enter the “EIN” and the “Business or Organization Name”. Your additional request for services will be for the
Employer Information listed above. Select Next.

NOTE

Information on how to Add/Update Employer Information will be discussed later in the tutorial.
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Social Secuity Online

Business Services Online

Main Menu | Contact Us | & BSO Information | & Keyboard Navigation

'www.socialsecurity.gov

ELEANOR BERARDI

Log Out

Manage Account

« View/Edit Account Info
« Change Password
« Disable Account

Manage Services
« View/Edit Services
« Request New Services
« View Pending Services
« Enter Activation Codes

Manage Employer Information

« Add/Update Employer Information
+ Remove Employer Information

ﬁ:ﬁk Request Access to BSO Services

Page 2 of 3
Report Wages to Social Security
Requesting access for the Report Wages to Social Security function will allow you to :

« Test wage files using AccuWage,

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

« Upload wage submission or resubmission files that are prepared in the Electronic Filing (EFW2/EFW2C)
format,

+ Acknowledge resubmission request notices and obtain time extensions for submission requests, and

« View Wage Report status.

Access to the Wage Reporting 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.

Do you want to report wages to Social Security and/or test wage files using AccuWage?

@®ves ONo

In addition, do you want to View Wage Report Name/SSN Errors?

@®ves ONo

STEP 6: If Report Wages is selected, the View Wage Report Name/SSN Errors may also be selected. Select
either “Yes” or “No” for both questions above then select the Next button to continue.

NOTE

Access to the wage reporting service(s) involves a 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.

Social Security Cmline

wanw, socialsecurity.goy

Business Services Online

JOHN PUBLIC

Log Cut

Main Menu

Manage Account

- w/E dif nt I
+ Change Password
Jisable Account

- i

Manage Services

w/E i i
Reguest New Services
View Pending Services
Enter Activation Codes

-
-
-
-

Manage Employer Information

« Add/Update Employer Information
= Remove Emplgyer Information

Page 3 of 3
Social Security Number Verification Service (SSNVS)
Do you want to verify Social Security Numbers Online?

Requesting access for the Social Security Number Venfication Service will allow you to
complete an online form or fo submit files to request venfication of names and Social
Securnty Mumbers of employees of the company for which you work or of the company that
has hired you to perform this service

Access to the name/number verification 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.

® Yes

) No

|< Frawvious [Rex::

STEP 7: Request access to Social Security Number Verification Service (SSNVS) by selecting the “Yes”
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radio button and the Next button. The system displays the Request Summary page. (To return to
the Report Wages to Social Security page of the adding services wizard, select the Previous button at the

bottom of the page. To return to the BSO Main Menu without adding services, select Main Menu on the
second line of the page header.)

NOTE
The functions listed on your Request Summary page is unique to you and presents only
the services which you have requested access.

Social Security Online Business Services Online

SR oo Main Menu | Contact Us | BSO Information | Keyboard Navigation

JOHN PUBLIC 77N Request Access to BSO Services

Pl £ -
of"w.\!_-;li.\l\.ﬁa‘“s
Log Cut

Request Summary

You have selected the following functions:
Main Menu

Report Wages to Social Security
Manage Account

View Wage Report Name/SSN Errors
» View/Edit Account Info

= Changs Password

» Disable Account Social Security Number Verification Service (SSNVS)
- Select the "Confirm" button below to send your access request to the Social Security
Manage Services
9 Administration. If you wish to make changes, use the "<=< Previous" button to return to the
» View/Edit Services appropriate page.
» Reguest New Sarvices
+ View Pending Services

Enter Activation Codes

STEP 8: Review the list of functions and select the Confirm button to submit your access
request. The system will display the Request Access to BSO Services Confirmation
page. (To return to the Social Security Number Verification Service (SSNVS) page of
the adding services wizard, select the Previous button at the bottom of the page. To
return to the BSO Main Menu without adding services, select
Main Menu on the second line of the page header.)
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Skip to content il

sl JY Business Services Online
LEANOR BERARDI ™. Request Access to BSO Services Confirmation
Ll
Log Cut -
Your request for access to the services and tasks listed below was received on September 13, 2022,
Manage Account
Report Wages to Social Security
* View/Edd Account Info

+ Changa Password An activation code has been sent by first class mail to the address we have on record for your employer
« Disable Accoun

(WOODLAWN, MD). Once you have received the activation code and activated this service, you may access

"Report Wages to Social Security” from the BSO Main Menu page.
Manage Services
View Wage Report Name / S5N Errors
« View/Edd Services An aclivation code has been sent by first class mail to the address we have on record for your employer
: %i“v Pending q‘;’wces (WOODLAWN, MD). Once you have received the activation code and activated this service, you may view "View
. mle- A .m; Codes Wage Report Name / SSN Errors” from the Wage Reporting menu.
Manage Employer Information Social Security Number Verification Service
An aclivation code has been sent by first class mail to the address we have on record for your employer
+ Add\Update Emalover Infemation
« Remaove Employer Information

(WOQODLAWN, MD). Once you have received the activation code and activated this service, you may access
"Social Security Number Verification Service™ from the BSO Main Menu page.

Please print this page for your records. [pzinc

Main Menul

STEP 9: The confirmation page shows what services were selected. Please print this page for
your records. Activation codes will be mailed to the address we have on record for
your employer (please note the city and state shown) and are usually received within
two weeks. To return to the BSO Main Menu, select the Main Menu button.

NOTE
If the activation code(s) do not arrive at the address shown for your employer within

two weeks, you may re-request them. Refer to the Re-Request Activation Codes
lesson in this Tutorial for guidance.

THE REQUEST SERVICES SUITE FOR ATTORNEYS IS NO LONGER AVAILABLE IN
BSO. FOR MORE INFORMATION, VISIT SSA.GOV.
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LESSON 10: REQUEST INTERNET REPRESENTATIVE PAYEE
SUITE

Follow the instructions below to request services in the Internet Representative Payee Suite. Note
that the request to this suite can be combined with requests to other services. For guidance in
accessing a different suite(s), refer to another lesson(s) in this Tutorial that specifically addresses
that service(s).

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Login link on the BSO Welcome page. The system
displays the Log in to Online Services page.

Social Security Orline Business Services Online

nociabsecurity.gov & BS0 Welcome | & B0 Information | B Keyboard Ravigation 3

§

= Log In to Online Services

P yous vecurty, pinane log et of £ appicanon and ciou o et windown Wean 1o are fvated

New User? Existing User?
Please log in belaw
If you need 1o creale a new account, phease go 1o the B30 Welcome page and select the appropriate link for User ID:
the Senvices you need 1o access. c
Password:
Esrgot user 107
[Did you register with S5A by phone of paper farm and need to create a password? Eargot your passvoed?
User Cenification:

I understand that the Soctal Securtty -
Administration (SSA) will validate the g
Information | provide against the -

Infrrmation in SR flas

| ave read & agree to these terms.

socisbsecunity fov & B0 Welcome | £ B30 jnformation | & & WP

STEP 3: Under the Existing User? column, enter your User ID and password. Read the terms
stated under the User Certification heading. You must agree to these conditions by
checking the “I have read & agree to these terms.” checkbox to proceed. Select the Log
In button. The system displays the BSO Main Menu page. (To
return to the BSO Welcome page, select the BSO Welcome link on
the page footer.)

The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access.

Social Security Oline Business Services Online
»: Main Menu HELE

MICMELE DERAX
Welcome, MICHELE DEBAK

o yw ! Egtaccmrn You currently do not have access 1o any services.
The folowing opions are avalabie 10 you

» You ciin add Senices 10 youf meny o e tew Secvcey

i 8 gion? ot 1.08-TTHEITY Moniay Pomagh
Fray 7000 m 198305 a5 Tome 1 182k wis Emgasyer Camomes Sarvot porsommal
For TOOTTY cal 18083234718

STEP 4: Under the Manage Services section in the left navigation panel, select the Request
New Services link. The system displays the Request Access to BSO Services page. (To
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return to the BSO Welcome page, select the Logout button.)

Soxiil Security Oiline Business Services Online

WCHELE DEBAX #m Request Access to BSO Services
Joer 10 GYOFIOTR it )

Leg out

Select Service Suites

Manage Account You must request access 1o do specfic functions within a senvice suite. Let us help you choose which functions 1o add
» MevwEdi Account infy SSA Services Suite for Employers:
Manage Services Electronic Wage Reporting Service andier Soclal Security Number Verification Service [SSNVS)
= MowEd Senicls
+ ot Reew Servicas Electronic Wage Reporting allows employers to test wage flles using AccuWage, report wages to Social Security, and to view the status of their submission
Loy e Social Security Number Verification Service (SSNVS)
Manage Employer Information Allows the compietion of an oniine form or submission of a file 1o request venification of names and Social Security Numbers of employees free of charge to
employers and their agents for wage reporting purposes only. To verify SSNs for other than wage reporting purposes, please select the Special Services Suite for
» AddUodale Emolover \nformation Consent Based Social Security Number Verification Service (CBSV) below
Internet Representative Payee Suite:
Allows 1o file their Payee Report electronically. This mcludes Form 55A-6234 for Representative Payee
organizations
Allows SubmESicn and printing of the payee oS and ik submitied farms for up 1o 30 days after
submission
Eanzel Fex

STEP 5: Continue with this lesson if you wish to request access to the Internet Representative
Payee Suite. If a different or additional suite(s) of services is needed, refer to another
lesson that specifically addresses requesting that suite.

Check the checkbox saying, “Internet Representative Payee Suite:” and select the Next
button. The system displays the Internet Representative Payee page of the adding
services wizard. (To return to the BSO Main Menu page, select the

Cancel button.)
SocialSecurity Orline Business Services Online
MCHELE DEBAK ;5\ Request Access to BSO Services
Jour I BYOFIOTR LN
Leg Cut
Page 1ot
Manage Account
X Internet Representative Payee
+ Wit Account infy
Manage Services Do you want to complete Form S5A-82347
. Yoo Sendces If you are an employee of 3 Repgresentative Payee organization, you may file the SSA-5234 acconting fenm elecironically
» Organizational representative payees may use Business Services Online i submit their accounting form Users may download and paint their submittad fom for
+ Enter Adevation Codes up to 30 days afler submission.
Manage Employer Information Na
+ Bl Emoher IR0 * Yes, and | am an smployse of & Rep Payes ization that benafits lor several benelit reciphnts
Support for registration, login, and seiecting the IRPA service: Cal 1-800-772-6270
& Frevices ez

STEP 6: Request access to complete the forms to file the Representative Payee Report
electronically by selecting the “Yes” radio button and the Next button. The system
displays the Request Summary page. (To return to the Select Access to BSO Services
page, select the Previous button at the bottom of the page. To return to the Business
Services Online Main Menu without adding services, select Log Out on the second
line of the page header.)
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Social Security Orline Business Services Online

Wi Mo | Comtact s | © 1650 nformation | £ Kaytoard Navigason

WICHELE DERAK ‘..," Ri | Access to BSO Serv
Uste BD: SYOFIOTR .

Iy Request Summary

You have selected the following functions:
Manage Account
Intemet Representative Payee
- Mot Accourd info
o . Sehect the “Confirm® button below 10 Send your access request o the Sodial Securlty Administration. If you wish to make changes, use the "<< Previcus” bution
Hnage Sarvices 10 refurn 1o the appropriate page
Pongee b & K Frevicus e
- Entat Achvation Codes
Manage Employer Information

+ A0g\iodste Emplons Informaon
+ Bihovs Emplove inkemaiion

STEP 7: Select the Confirm button to submit your access request. The system will display the
Request Access to BSO Services Confirmation page. (To return to the Internet
Representative Payee page of the adding services wizard, select the Previous button at
the bottom of the page. To return to the BSO Main Menu without
adding services, select Log Out on the second line of the page header.)

Business Services Online

‘Social Secusity Online

v scciatacc ity gov e, Merm | Contact U | £ BAC Information | £ Keyboand Havigation.

WICHELE DERAK Request Access to BSO Services Confirmation
User 10 GYDFIOTR T

Tog Gug

Your request for access 10 the senices and tasks Isted below was recefved on August 28, 2025
Manage Account

Internet Representative Payee
- MewEoe Account infy You may begin 1o use this service immediately, To do that, select "BSO Main Menu® bekow. Then, on the BSO Main Menu page, select *Intermet Representative
Manage Services Payes
. ViewEd Ssrvces Please print this page for your records. Fring
+ Yiinw Puring Seevices Fain Wem
+ Ectac Acivation Codes

Manage Employer informatien

. A In
Joformakon

|

STEP 8: The confirmation screen informs you that you may begin to use this service
immediately. To return to the Main Menu, select the Main Menu button.
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LESSON 11: RE-REQUEST ACTIVATION CODES

Follow the instructions below to re-request activation codes for BSO services. Use this option if
you have not received your activation codes from Social Security or if you have misplaced them.
You may re-request activation codes if it has been at least 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: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in link for the service you want to access on the BSO Welcome page.

STEP 3: For Employers and Representative Payees: After successful identity verification with Login.gov or
ID.me. The system will then navigate you to the BSO Main Menu page. For AR and CBSV only: Under the
Existing User? Column, enter your User ID and password. Read the terms stated under the User Certification
heading. You must agree to these conditions by checking the “I have read & agree to these terms.” Checkbox to
proceed. Select the Log In button.

Socil Security Ondine Business Services Online
o i v
/g% Main Menu HEL®
MICHELE CEBAX
Welcome, MICHELE DEBAX
Manage Account
Report Wag
= /\ia (et b Test wage fles using AcculVage
Submit, download and print W-25 and W.2cs
Manage Serces Wiew submission stabus, errors and eior nobices fof wags reports submilted by of fof your company
Rogquest an sxtension b resubmit a wage fils
s
* Faouest tew Serviey
* Yaw Pycieg Servoes
oo Avbien Codws!
Manage Emphoyer Informasan
Aadtedete Ercioves intregtion
Bemove Eociger bompion

Have » guassion Caf $000-TT3AT00 Wonaay Peinh
Faey 7008 12430 p.m. Eavirn Trme g s Eioyer Cumomr Sarvies pircrrl.
For TORATTY gl 44002056171

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access.
Social Security Online Business Services Online
M Main Menu HELP
)
Welcome,  John Public
Your password expires on December 12, 2022
Manage Account
* View/EgR Account 00
et es To Social Security
% sy = Test wage iles using AccuWage
‘Submit, download and print W-2s and W-2cs
e View submission status, errors and erfor notices for wage reports submitied by of for your company
Request an extension o resubmit a wage file
* view  EG Servces
* RequestNew Services
© View Pending Sendces
e e
Manage Employer Information
* AgdApdate Employer Information

* Bemove Empiover nfommation

Have a quasson? Cal 1.800-772.6270 Monday eugn
Friday 700 8.m.to 7:00 5 m. Eastern T 1 speak win Emoloyer Customer Service

personnel
For TODITTY cail 1.800-325.0778
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STEP 4: Under the Manage Services section of the left navigation panel, select the View Pending Services link.
The system displays the Re-Request Activation Codes page. This page lists the services for which you
are awaiting activation codes.

Skip Lo content Business Services Online

Sooa oo online

www.socialsecurity.gov
ELEANOR BERARDI /N Re-Request Activation Codes
L[
’
Manage Account You have not entered the activation code(s) for the requested services listed below. If you have not received your

activation code(s) or have misplaced them, you may have the activation code mailed to you again by selecting the
service(s) below. You may only request activation codes every 10 days. Each activation code will expire 60 days
after the date you initially selected the service. If the activation code expires, select Request New Services on the
left panel to re-select the service.

« View/Edit Account Info
+ Change Password
« Disable Account

Manage Services
Report Wages to Social Security
« View/Edit Services
* Request New Services « Electronic Wage Reporting allows employers to Report Wages to Social Security and to view the status of
« View Pending Services their submission.
« Enter Activation Codes .
Manage Employer Information View Wage Report Name/SSN Errors
+ Add/Update Employer Information « View Wage Report Name/SSN Errors will display these errors for the wage information submitted by you or
« Remove Employer Information for your employer.

Social Security Number Verification Service (SSNVS)

« Social Security Number Verification Service (SSNVS) allows the completion of an online form or submission
of a file to request verification of names and Social Security Numbers of employees free of charge to
employers and their agents for wage reporting purposes only.

Cancel]

www.socialsecurity.gov

STEP 5: The actions you can take at this time will depend on when you last requested access to

a service.

e Ifit has not been at least 10 days since you requested the access to the service(s),
you will not be able to re-request your activation code(s) at this time.

e Ifit has been more than 60 days since you requested the access to the service(s),
you will need to re-request access to the service(s) by selecting the Request
Access to BSO Services link in the first paragraph of the current page.

e [fit has been between 10 and 60 days since you requested the access to the
service(s), you may select the checkbox(es) of the service(s) and select the Re-
Request button. The system displays the View Pending Services — Confirmation
of Activation Code Notice Re-Request page.

(Select the Cancel button to return to the BSO Main Menu without re-requesting any activation codes.
To return to the BSO Main Menu, select the BSO Main Menu link in the second line of the page
header.)

STEP 6: Select the View Pending Services button to return to the Re-Request Activation
Codes page. To return to the BSO Main Menu, select the Go to the Main Menu button.
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LESSON 12: ENTER ACTIVATION CODE(S)

Follow the instructions below to enter the activation codes received by you directly or from your
employer. Certain services that you requested require you to enter an activation code before you
can use the online service.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in link on the BSO Welcome page. The system displays the Log in to Online Services
page.

STEP 3: For Employers and Representative Payees: After successful identity verification with Login.gov or
ID.me. The system will then navigate you to the BSO Main Menu page. For AR and CBSV only:
Under the Existing User? Column, enter your User ID and password. Read the terms stated under the
User Certification heading. You must agree to these conditions by checking the “I have read & agree to
these terms.” Checkbox to proceed. Select the Log In button.

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access.
Sclal Sestiy Ol Business Services Online
sockalsecurity gov B0 Main Menu | BS0 Indormation | Contact Us | Keyboand Navigation
= Main Menu HELP
L
Kw“ Welcome, MICHELE DEBAK
i) Report Wag .
« /Yo e e Test wage fles using Acculiage
Submit, download and print W-2s and W-2cs
Manage Services View submission stabus. erors and afror notices far wage reports submitted by of for your company
Renquest an sxtension bo resubmit a wage file
FEE
* Fasusi tew Earviiay
? S
EbC ATenian Lints)
Manage Emphoyer Informasan

Have » guassion Caf $000-TT3AT00 Wonaay Peinh
ey 700 8m 32430 5. Ensirs Tima 5 g s Ervioye Cumtrse Sarvis il

STEP 4: Select the Enter Activation Code(s) link on the left navigation panel. The system
displays the Enter Activation Code(s) page. (Select the Cancel button to return to the
BSO Main Menu page without activating a service.)

NOTE
If you have more than one activation code to enter, repeat Steps 4 and 5.
Sorial Security Oriine Business Services Online
WCHELE DEBAX #m. Enter Activation Code(s)
Joer i BYOFIOTR .,
Manage Account Enter the activation code for any Service(s) for which you have réquesied access and have recéived an activation code.
« Moo Account info Enter Activation Code:

Manage Servi

+ VigwEdl Senicns Eamee] Besivate Service(s]

+ Yiow Percing Sarvaces
- Enter Acbvabon Coges

Manage Empleyer Information

« AdgUodate Emolover iomaon
- Euamove Emeior inkrmaten

R S——————————————
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STEP 5: Enter the activation code in the Enter Activation Code field and select the Activate
Service(s) button. The system displays the Enter Activation Code(s) — Confirmation
page. (Select the Cancel button to return to the BSO Main Menu page without activating a service.)

G e Business Services Online
MICHELE DEBAK = Enter Activation Code(s) - Confirmati
Usar 1D 6YOFIQTR X )
Tog Out
Manage Account You have successfully activated Report Wages to Social Secunty.
« ¥iewEH Account infg The senvice(s) is1ed are now available from e Main Menu
Manage Services o _to the Main Memd
+ ViewE Senios
» Yopw Panding Sanaces
+ Enter Acrvieon Codes

Manage Employer Information
AdoUedase Ericve Inimason
Bemaovy Ermpio Inkieraton

STEP 6: Select the Go to the Main Menu button to return to the BSO Main Menu page. The activated service
will be listed.



LESSON 13: ADD EMPLOYER INFORMATION

Follow the instructions below to add employer information. Employer information is required in
order to request certain business services.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in link on the BSO Welcome page. The system displays the Log in to Online Services
page.

STEP 3: For Employers and Representative Payees: After successful identity verification with Login.gov or
ID.me. The system will then navigate you to the BSO Main Menu page. For AR and CBSV only:
Under the Existing User? Column, enter your User ID and password. Read the terms stated under the
User Certification heading. You must agree to these conditions by checking the “I have read & agree to
these terms.” Checkbox to proceed. Select the Log In button.

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the applications and
services to which you have access.
Sk Business Services Online
A= Main Menu —
-
MICHELE DEBAX
YR Welcome, MICHELE DEBAK
Manage Account
* Yiu!EdAserien You currently do not have sccess 1o any services.
The fobtwing optons are avalabie 1o you
o Jonom: = You i 860 Services 10 YOUT MeNd af Fesyest tew Sacvces
* Yo Bt Secones
Wanage Employes Information

* Ui Excive: oo

Have 8 quesion? Cl 1800172429 Worcay Brough
Fatey 7000m 1 3055 Edomeen Torw i ik s Expicyar Cumimas Sarvios piracers.
For TOOTT cal $900-03-4178

STEP 4: Select the Add/Update Employer Information link from the left navigation panel. The
system displays the Employer Information Attestation page. (Select the Logout button to return
to the BSO Welcome page.)

NOTE
Certain services require Employer information to have been added before you request
the service. If you have not previously added Employer information, the Request Access
to BSO Services page is re-displayed with the message “Employer Information is
required for the selected suite(s). Please select this link Add Your Employer
Information to continue. ” When you select the link, the system displays the Employer
Information Attestation page.
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Social Security Oriine Business Services Oine

i Mo | Comtact U | & 1450 Information | & Keytoand Marvigation

ACHELE DEBAX £,
50 D). IRGZPSEP W e
2 oy Please read the about entering to request access to BSO services,
Manage Account Employer information for Business Services Online.
 WiraiEcM Accoun infg To request access 1o BSO senices, complele the employer information farm and select ihe Subma button on the following page. The infarmation you submit will
Manage Services be verified agains! our records
. VewE s After successfully entering employer information, you will be able 1o select individual services based upon the suite(s) of services you selecied
. wm You may update your employer information any time.
» Enler Acthiion Codes

| unserstand that the Social Security Aaministration (S5A) will validate the informatian | provide against the information in S5A's files
Manage Employer Information

. User for 554 Services Online
« Adg\ndsts Emplover intormation
| certity that
« 1am cumently emplcyed by the employer associated with my employer and am 1o ConduCt buSINEss on Behalf of the employer.
oR

1 am the employer of an individual of individuats who work(s) for me in my househokd.
OR

1 am a sef-employed individual

OR

1:am a voluniteer for an organization

+ | understand that SSA may prevent me andior the company or organization | represent from using these services if SSA detenmines of suspects there has
been misuse of these services.

= lunderstand that | may be subject 1o penalbes If | submit fraudulent information.
By sefecting the % Acoepi® bultan, you cendly INal you have read, undersiand and agree o e user cevification of Busingss Senices Onine.
T To WOt Reorpy ==

==

STEP 5: Read the statements located under the User Certification for BSO
heading. You must agree to these terms by selecting the I Accept button to proceed.
The system displays the Add Employer Information page.

(Selecting the I Do NOT Accept button will display again the Employer Information
Attestation page with the message in red “You need to accept these terms and
conditions to use BSO services.”)

(Select the Cancel button to return to the BSO Main Menu page. To return to the BSO Welcome page,
select the Log Out button.)

Sorial Security Online Business Services Online
MCHELE DEBAK /= Add Employer Information . i
Jt 1D Y JZOHTLE .,
Log Guc
Manage Account You must have an Employer ldentification Number (EIN) to request access to some of the BSO Services. If you are self-employed, you may request imited
access without an EIN. & Apply For EIN
« MewEot Account Infy

" . 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.
anage Services

& Information about you. of your business of organization: We will compare thes information with cur records to verify you are currently employed by the business

+ Flacumst How Sonices of organizalion you represent. Comespondence 10 your empiayer will be sent 10 the address we have on file. Select tis ink for mare help with compieting this
» Miew Ponding Services foem,
- Enter Achvation Codes
* ihawe an -~
Manage Employer Information ™
+ Alndate Empis Inkemation ™

™
2 g et Empleye s Rave on BN
A

Employer Identification Number [EIN):

Rl i

2 S e EB s it k)

Business or Organdzation Nam:

b : - s

[Eancel [Bubmix Espioyer Informatics|

STEP 6: Select the radio button beside the description that best describes you and enter the
Employer Identification Number (EIN) and Business or Organization Name.

TIPS
¢ Do not enter dashes in the EIN.
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¢ If you do not have an EIN, leave the EIN field blank.

STEP 7: The look-up button may be used to retrieve the name of the business or organization
that the IRS has provided to SSA to help you verify that the entered EIN is yours. You may edit
the name, but it does not change the name on Internal Revenue Service (IRS) records. Select the
Submit Employer Information button to process the employer information. The system displays
the Add Your Employer Information Successful page. (Select the Cancel button to return to the
BSO Main Menu page. To return to the BSO Welcome page, select the Log Out button.)

Social Security Online Business Services Online
B —— i Mo | Comtact Un | 5 11500 Information | e

WICHELE DEBAK ﬁ: Add Employer Information

You have fully added your employ

Manage Account Fain Wend Fequest Access to B50 Services
=+ VpwiEH Accoun el

Manage Services

« ViewiEQH Sanvicey

« Beguest Hew Services

+ Yo Pending Senoces

- Enter Actvaeon Codes

Manage Employer Information

- AdaUodate Emoieve: inkmaton

STEP 8: Select the Request Access to BSO Services button to select services you need to
access. The system displays the Request Access to BSO Services page. (Select the
Main Menu button to return to the BSO Main Menu page. To return to the BSO Welcome page, select
the Log Out link.)



LESSON 14: UPDATE EMPLOYER INFORMATION

Follow the instructions below to update employer information. To change your Employer
Identification Number (EIN) you must first "Remove Your Employer Information" which will
deactivate all active services with this employer and then re-request services by selecting the
Request New Services link under the Manage Services section on the left navigation panel.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in button on the BSO Welcome page.

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access.
Sodal Security Orline Business Services Online
L ——
hua Main Menu HRE
mﬂ“ Welome, MICHELE DEBAX
e Report Wages To $ocial Security
* ‘Yiaw !B Asonri v Test wags fles using AccuiVage
Submit, download and print W-25 and W-2cs.
Manage Servces View submisséon slabus. enors and ermor notices for wage reports submitied by of for your comparny
) Request an extension bo resubmit a wage file
* Basuns N Sarvows Social Security.
* Yuw Pyesieg Servces Request online SSN verification, or
*  EDORCATNRLEN Code's) Submit fles for SSN venfication
A Ry I 2 Internet Representative Payee Accounting (IRPA)
- ve payoes arn ki for koap ing on the use of benafits.

Organizational representative payess muay submit the rep(mmm:mn accounting form 55A-6234 slectronically.
* Ranes Raciar ooty Usars may download and print a submised Sorm for up to 30 days after submission

Farwn 8 gutason? 38 1.008-TTAIT0 Vipniay Prosgp
Fadeg T00an 042 pr

For TOOTTY ol 18002234774

STEP 3: Select the Add/Update Employer Information link from the left navigation panel. The
system displays the Update Your Employer Information page. (Select the Logout button to return
to the BSO Welcome page.)

Social Security Online Business Services Online
P T Wain Meras | Contact s | & BS0 information | & Keyboard Hawigaton
WCHELE DEBAK s Update Your Employer Information
Joae 1D YJ20HTLE L P P!
o
Manage Account This employer information form is used to gather information about ihe business you own of by which you are employed. We will compare this information with
our necords o verfy you are currently employed by the business or organization you represent. Comespondence with your empiloyer will be sent 1o the address
» MewEdt Account Iy we have on file.
Manage Services To change your EIN you must first "Remove Your Employer Infermation” using the link in the left panel. That will Geactivale all active services with this empioyer
Jv—— Then re-request services for the new EIN using the "Request New Services® ink in the lef panel

Vi Ponang Seocces I have an SSN and | am an empicyee of a business of an organization tat has an EIN.

Employer Identification Numbser (EINJ: 510

Manage Employer informaticn
Business or Organization Name: J0ERICAN BOUSE ThC

+ Addogats Emoiovar Infoemation
- Berovs Erroloves nlormagon

Eancell ipdaze
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STEP 4: Change any information and select the Update to submit the changes. The system
displays the Update Your Employer Information Successful page. (Select the Cancel
button to return to the BSO Main Menu page without submitting any changes).

NOTE
Changing the EIN will deactivate all active services with this employer. To request
services for this different employer, select the Request New Services link under the
Manage Services section on the left navigation panel.

Social Security Online Business Services Online
WCHELE DERAK = Update Your
Jeae I YLDHTLS .
oy Your employer infermatien has been updated.
Manage Account ¥ W
+ WewEd Account infy
Manage Services
- imwEl Servces
- Becyest New Janices
- Migw Poodeg, endoes
- Enter Acvation Codes
Manage Employer Information
» AoUcdsln Emploved Inbrmalion
+ Bemmove Empiover Information

STEP 5: Select the Main Menu button to return to the BSO Main Menu.
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LESSON 15: REMOVE EMPLOYER INFORMATION

Follow the instructions below to remove employer information. Removing this employer
information will cause the services for this employer to be deactivated.

STEP 1: Point your browser to the BSO Welcome page: www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Sign in button on the BSO Welcome page.

NOTE
The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access.
Social Security Orline Business Services Online
sccishecrity gov IS0 M Mo | F150) indormation | Comtact Us | Keyboard Mavigation
h‘\ Main Menu bae
MICHELE DEBAX
Areran Welcome. MICHELE DEBAK
{iege Acearhe Beport Wages To Social Secyrity
* View! Aot Tast wage fies using Accuilage
Submit, download and print W-25 and W-2cs.
Manage Servces View submisséon slabus. enors and ermor notices for wage reports submitied by of for your comparny
Request an extension bo resubmit a wage file
* Essuan Naw Servens Social Security.
" Yoarw Perdien Sarvtes Reguest online SSN verification, or
* Entes Aceaiion Cade's) Submit files for SSN venfication
e Internet Representative Payee Accounting (IREA) -
" CckBuite Lo it UmamzsmNI-aap:sy:fn;a;:': payees mn{:;uﬁtw repm:m.;nrnaye: aco:um:\g ?;:‘S?:—&ZSJ wactrorically
* Ranes Raciar ooty Usars may download and print a submised Sorm for up to 30 days after submission

Farwn 8 gutason? 38 1.008-TTAIT0 Vipniay Prosgp
Fadeg T00an 042 pr

For TOOTTY ol 18002234774

STEP 3: Under the Manage Employer Information section of the left navigation panel, select
the Remove Employer Information link. The system displays the Remove Your Employer
Information page. (Select the Logout button to return to the BSO Welcome page.)

Socal Secenity Qukice Business Services Online
sncishacurty v Main Mer | Contsct Us | © 1150 informasion | B Keybosnd Navigation
E“m‘iﬁ% ):\ Remove Your Employer Information
Log out)
Manage Account Employer identification Number (EIN): 212018050 |
o MowEde Accout infy Business or Organization Name: GAERICAR BOUSE 1nC
Manage Services ing this emp will cause the following services to be deactivated:
» dmuE e Seres Select “"Remove Employer™ to remove your employer i and access to the services listed above.
: m (=] [Feacve Esployerd
Manage Employer information
« Aogodate Emoiover Information
- Bemove Emoiovar intormaten

STEP 4: Select the Remove Employer button to submit the changes. The system displays the
Remove Your Employer Information Successful page. (Select the Cancel button to
return to the BSO Main Menu page without removing the employer.)

NOTE
Removing this employer information will cause the listed services to be deactivated.
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Social Security Oriline Business Services Online

ﬁlﬂl‘%ﬁm ﬁh\‘ﬁ- Remove Your Employer Information Successful

[Eeq o] Your employer information has been removed and all access to services with that employer has been

Manage Account Select “Request Access o BS0 Services™ 10 réquest access 10 business services online and acd new employer information, if required
« MigwER Aot infy 55 Vain Wamy egenat hecass vo 585 Sarvices
Manage Services
k MapeEon Senices
= Vi Panging Sanvced
« [Efer Actvaion Codes

Manage Empleyer Information
AodVodate Erploves iedrmaton

STEP 5: Select the Request Access to BSO Services button to request new services for a
different employer. To return to the BSO Main Menu, select the BSO Main Menu button.
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