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BSO Tutorial for Tax Year 2008

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

Registered users (employers and certain third-party submitters) can verify up to 10 names and Socia
Security Numbers (SSNs) online and receive immediate results.

In order access the Social Security Number Verification Service (SSNVS) users
must first register with the Integrated Registration Services (IRES) and receive a
User Identification Number (User 1D) and password.

To request access to SSNV'S, after you have registered, compl ete the following steps:

STEP 1. Point your browser to the Business Services Online (BSO) Welcome page:
www.social security.gov/bso/bsowel come.htm.

STEP 2: Select the L og I n button on the BSO Welcome page. The system displays the Log in to
BSO page.
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S e Business Services Online
www.socialsecurily.gov BSO Welcome | BSO Information | Keyboard Navigation
Log In to BSO BSO HELP
Online Services Availability
® lenday-Friday: $ AM- 1 AM EST
» Saturday: 5 &M - 11 PM EST User ID:
* Sunday: 8 AM - 11:30 PM EST =d o as PIN)

Password: Eargot your password?
[DON'T USE YOUR BROWSER'S BACK BUTTON | )

Inet cess sensitive

| understand that the Social Security Administration (SSA) will validate the information |
Effective October 2007, your Personal provide against the information in SSA's files.

Identification Number (PIN) is now referred to | certify that

as your User ID. N B

« | understand that | may be subject to penalties if | submit fraudulent information. | agree
that | am responsible for all actions taken with my User [D.
Need to complete your phone regisiration?

» |understand that SSA may prevent me from using these services if SSA determines or
suspects there has been misuse of the services.

« | am aware that any person who knowingly 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

« | am authorized to do business under this User ID.

By checking the box below you certify that you have read, understand and
agree 1o the user certification of Business Services Online.

[ 1 Accept

Have 3 question? Cal 1-800-772-6270 londay through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDD/TTY call 1-800-326-0778

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and password.

STEP 4: Select the “I Accept” check box to indicate you have read the user certification statement
and agree to its contents. Select the L ogin button from the BSO Login web page. This will
open the BSO Main Menu web page.

To return to the BSO Wel come page, select the Cancel button.
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Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu LOGOUT | BSO HELP
Online Services Availability
« Monday-Friday: 5 AM -1 AMET Welcome, ORS15 PIN
« Seturday 5 &M - 11 PMET ‘Your password expires on December 25, 2008

® Sunday. & AM- 1130 PM ET

Report Wages To Social Security

| DONT USE YOUR BROWSER'S BACK m‘ Subrmit, download or process W-25 and W-2cs

Wiew submission status, acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services Online, you must
first request access to that service. To request

accese (o BSQ senvices, select “Aecount View File / Wage Report Status with Name / SSN Errors
Maintenance™. From the Account Maintenance Wiew TEPEIH status, errors and notice information

page, select "Request Access to BSO Services”.
Social Security Number Verification Service

Request online SSN verification, or
Submit files for 33N verification

Form SSA-1694 Request for Business Entity Taxpayer Information

Submit or update a Business Taxpayer Information form to receive form 10993 for work related to claimant representation

Internet Representative Payee Accounting (IRPA)
File a Form S5A-623, S5A-6230, or S5A-6234 Representative Payes Reports electronically
Subrmit and print representative payee accounting farms,
Download subritted forms for up to 30 days after submission

Account Maintenance
Request, activate or remove access to senices
Re-request activation code for services
Change your passwaord
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-T72-6270 Monday through
Frigay, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778
alsecurity.gov

BSO Main Menu | BSO Information | Contact Us | HKeyboard Navigation

STEP 5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service
Reguest online 33M verification, or
Subrnit files for 33N verification

The system displays the Social Security Number Verification Service menu page.
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SR T Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Social Security Number Verification Service LOGOUT | BSO HELP

BSO0 Main Menu > Sccisl Ssourity Number Verificstion Servics

Online Services Availability
TR AT AT Request Online SSN Verification

Saturday: & AM - 11 PMET IManually enter and submit up to 10 Social Security Numbers and Names to be verified by Social Security. Results are returned immediately for review

Sunday: 8 AM - 11:30 PM ET

Submit an Electronic File for SN Verification

Submit a file containing Names and Social Security Mumbers to be verified by Social Security. The data in the file must be in the correct format

[DON'T USE YOUR BROWSER'S BACK BUTTON |

View Status and Retrieval Information

View the current status of a submission

View Social Security Number Verification Service Handbook
Review additional information on submitting files to Social Security for verification and retrieving the results of the submissions

BSO Main Menu

Have a question? Call 1-800-772-6270 Honday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDATTY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact s | Keyboard Navigation

STEP 6: Select the Request Online SSN Verification link.
(To return to the BSO Main Menu page, select the BSO Main Menu button.)

Request Online SSN Verification

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

The system displays the SSNV S Attestation page.
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.. Social Security Online

S 2 & «
=~ii- Business Services Online

OWB Approval MNo. 0960-0660
SSNVS Attestation
Proper Use of Social Security Number Verification Service (SSNVS)

o SSA will verify Social Security Mumbers (SSMs) solely to ensure that the records of current or former employees are correct for the purpose of completing
Internal Revenue Senvice Form W-2 (Wage and Tax Statement)

« Donot use the service to verify SSNs of potential new hires or contractors
« Company policy concerning the use of SSMNYS should be applied consistently to all workers, for example:

o If used for newly hired warkers, verify information on all newly hired workers

o If used to verify information on other workers on your database, werify the information for all workers on the entire database.
Third-party use of SSNVS is strictly limited to organizations that contract with employers to either handle the wage reporting responsibilities or perform an
administrative function directly related ta annual wiage reporting responsibilities of hired employees. It is suggested that contracts between the third-party
and the employer stipulate that the functions being performed by the third-party contractor relate to wage reporting respansibilities and SSNY'S should only

be used for wage reporting responsibilities for hired employees |t is not proper to use SSNVS for non-wage reporting purposes, such as identity, credit
checks, morngage applications, etc

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

| understand that SSA may ban me andfor the company | represent from the use of SSNVS if SSA determines there has been misuse of the senvice

SSA will advise you when a name and SSM 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 SSMN
o This response does not make any staterment 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 consequences.

Federal Privacy Act Statement for Third-Party Submitters

You can use afes-based approach when offering SSMYS to your clients. However, caution should be taken. SSA offers services, like SSMNVS, 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, Section 1320b-10. You
should ensure that you are aware of these legal provisions and conform ta their requirements and

» Be cautious not to suggest to your clients that this service is anly available through you;

o Advige all clients that this senvice is available at no cost from SSA and that this senvice is not a unigue or exclusive arrangement between SSA and your
company, and

» 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
S5A databases, program software, etc

Paperwork Reduction Act Statement

This information collection meets the clearance requirements of 44 U.5.C. § 3507, as amended by Section 2 of the Paperworlk Reduction Act of 1985. You do not
need to answer these questions 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, Baltimare, MD 21235-0001

User Certification for Use of SSNVS - Please Read Carefully!
[ certify thaf:

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

s | am wverifying SShs solely ta ensure that the records of my client's or my current or former employees are correct for the purposes of Form W-2 reporting

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

or

| have the authority from my emplayer (or am the awner of the company) to transmit employee SSNs and identifying information and to receive the
results of SSNVS

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

[ lAccept | [ 1DONOT Accept |
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STEP 7: Select the | Accept button to indicate you have read the SSNV'S user certification statement
and agree to its contents. The system will then display the SSN Verification page. (To
return to the BSO Main Menu page, select thel DO NOT Accept button.)

-y Soda.l.Secu.ﬁtv()n]jne . .
i Business Services Online

Social Security Number Verification System (SSNVS)

BSO Main Menu | BS0 Information | Contact Us |Kevboard Mavigation | Logout

SSN Verification

Name: ORS15 TEST PIN

Flease enterthe following infarmation for each emplovee yvou would like to werify. Mandatory fields are indicated by an * Field specific help is available by selecting the underlined links below.
Please Note:

o Allverified, unverified and deceased records will be returned.
& Inthe event SSNVS may not be able to process your reguest, you will be given two (2) options.
© Owemight Processing - saves the data you entered to a file for overnight processing and displays a confirmation number on the Confirmation page that you will need to check the status of
your reguest
© BEO Main Menu- cancels the request and any data vou entered on the S8M Verification farm is not saved

*Employer's EIN | The Employer's EIN is the Employer identification Number (EIN) of the emplover whose emplovess' names and S5Ns are being verified For
(9999999499) secuiy and audit purioses, this information must be provided and will not be processed withowt it
88N * First Name Middle * Last Name Suffix Date of Birth Gender
(099999999) Name (MMDDYYYY) (F/M)
2
3
4.
5
6.
7.
&
9.
10

You may want to print or save this page BEFORE you submit, as this information will NOT be visible after submissian.

This page contains confidential information. Please keep the printed / saved page in a secure place

Have a question? Call 18007726270 to speak with Employer Custarmer Service personnel
For TOD/TTY call 1.800-3250778.

BSO Main Menu | BE0 Information | Contact Us | Kevboard Mavigation | Logout

STEP 8: In the Employer’s EIN field place the EIN of the employer under which wages are to be
reported for the names and SSNs being verified. Complete one (1) row for each name and
SSN you would like to verify. You must complete all mandatory fields in at least one (1)
row before selecting the Submit button.

= The Submitter's EIN field at the top of the page is the EIN of the employer of the
user submitting the verification request.

= The Employer's EIN, SSN, First Name and Last Name fields are mandatory.

Social Security Administration Page 6
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Social Security Number Verification Service (SSNVS)

= The Middle Name, Suffix, Date of Birth (DOB) and Gender fields are optional.

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.

Social Security’s Business Services Cnline (BSO)

SSN Verification Results

Iarme: JANE DOE Submitter EIN: 009999999

Employer's EIN 009999999
Records Submitted: 10
Failed verification: 6

+ Failed- Data does not mateh Social Security Administration's records.
Select What to do if an SSN fails to verify far more information,

Deceased: 2
Verified Records: 2

Why Are Some

BSO Main Menu|BSO Information Links | Contact SS4 | Keyboard Commands | Logout

The fallowing table displays your submitted results. The first column indicates the result of a record: failed, deceased or verified.

+ Deceased- Data matches Social Security Administration's records and our records indicate the person is deceased.
Yerify More SSHNs Please contactour general S84 inforrmation line at 1-800-772-1213 (TODTTY 1-800-325-0778) ar your local Sacial Security office
Select Field Office Locatortofind the ofice nearest you

| umix | DateofBith | Gender | Verification
MMDDYYYY | F/m Results
1 2
[ 2
3 El
[ P
: s
[ B

S5Ms Masked o Verified- Data matches Social Security Administration's recards.
\g;;tfati?sdtz I\i;r?f | Result | 9993985‘999 | First Name I TII::I;!I; I Last Name
Eield Office Locator [ Failed | ms001975 | |
| Failled | oo00oEd
[ Falles | woocmazm | [ [
| Faled | noomisys | BRANA | - | JOMES
| Faled | 653002563 | TEFENY | - | I1ssAC
Fald | X00o2%3 | cHAD | - | MATTHEWS |
| Deceased | oeBODI9TS | hE
| Deceased | 34S0028E3
| Verfed | x0000E322
| veried | 000642

Verification Results

Code Description

Have a question? Call 18007726270 to speak with Employer Customer Service personnel

For TDDATTY call 1-800-3250778.

BS0 Main Menu |BSO Information Links | Contact 554 | Keyboard Commands | Logout

This page will display:

» Left-Hand Menu — the Employer’s EIN, total number of records submitted, total
number of failed verifications, total number of deceased records and total number
of verified records.

Social Security Administration
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» Body — All of the information submitted by the user plus the verification results
code.

If any problems occur with the submission the system will display the Convert to Batch
page. Select the Overnight button and SSA will process your request and send you the
results within 2 business days. Follow the instructions in Lesson 2. Submit an
Electronic File for SSN Verification for more information.

STEP 10: The SSN submitted for verification matches SSA's records.

The user will seea“-" in the Verification Results field.

For security reasons, if the record has a “-" Verification Result, the first five (5)
positions of the SSN will be masked with an " X".

STEP 11: The SSN submitted for verification matches SSA's records but our records
indicate the individual is deceased.

The user will see the word “Deceased” in the Results column and a “-“in the
Verification Results field.

STEP 12: If there are failed verifications, the number in the Verification Results
column displays the reason for the failed verification.

The following are failed verification result code descriptions:

1 SSN isnot in SSA’ s records

2 Name and DOB match; Gender Code does not

3 Name and Gender Code match; DOB does not

4 Name matches: DOB and Gender Code do not

5 Name does not match; DOB and Gender Code not checked
6 SSN did not verify; other reason.

Social Security Administration Page 8



BSO Tutorial — Tax Y ear 2008 Social Security Number Verification Service (SSNVS)

For security reasons, if the record has a verification results code of 2, 3, 4 or 6, the
first five (5) positions of the SSN will be masked with an "X".

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 13: Select the Verify More SSNs link to verify additional SSNs (To return to the BSO Main
Menu page, select the BSO Main Menu link.).

Social Security Administration Page 9
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Social Security Number Verification Service (SSNVS)

LESSON 2: SUBMIT AN ELECTRONIC FILE FOR SSN

VERIFICATION

Follow the instructions below to upload a file containing names and SSNs to be verified by the SSA.
The results are usually available the next government business day.

STEP 1: Point your browser to the BSO Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to

BSO page.

'www.socialsecurity.gov

B50 Welcome > Legin

Online Services Availability

& londay-Friday:  AM - 1 AMEST
® Saturday: S AM - 11 PMEST
* Sunday: 8 AN - 11:30 PM EST

[DON'T USE YOUR BROWSER'S BACK BUTTON |

Effective October 2007, your Personal
Identification Number (PIN) is now referred to
as your User ID.

Need to complete your phone regisiration?

Social Security Online Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation
Log In to BSO
User ID:
(formerly refered to as FIN]
Password: Forgot your password?

Inot cese sensitive]

| understand that the Social Security Administration (SSA) will validate the information |
provide against the information in SSA's files.
| certify that:

Cancel

« | understand that I may be subject to penalties if | submit fraudulent information. | agree
that | am respansible for all actions taken with my User ID.

« | understand that SSA may prevent me from using these services if SSA determines or
suspects there has been misuse of the services.

« | am aware that any person who knowingly and willingly makes any representation to
falsely obtain information from Sacial 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.

« | am authorized to do business under this User ID.

By checking the box below you certify that you have read, understand and
agree to the user cerntification of Business Services Online.

[ | Accept

Have a question? Cal 1-800-772-6270 londay through
Friday, 7:00 a 0 p.m. Eastern Time 1o speak with Employer Customer
se rsonnel. For TDDATTY call 1-800-326-0778

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

BSO HELP

STEP 3.  Enter your User ID and password.

STEP4: Select the “I Accept” check box to indicate you have read the user certification statement
and agree to its contents. Select the Login button. The system displays the BSO Main
Menu page. (To return to the Business Services Online Welcome page, select the Cancel

button.)

Social Security Administration
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Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu LOGOUT | BSO HELP
Online Services Availability
« Monday-Friday: 5 AM -1 AMET Welcome, ORS15 PIN
« Seturday 5 &M - 11 PMET ‘Your password expires on December 25, 2008

® Sunday. & AM- 1130 PM ET

Report Wages To Social Security

| DONT USE YOUR BROWSER'S BACK m‘ Subrmit, download or process W-25 and W-2cs

Wiew submission status, acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services Online, you must
first request access to that service. To request

accese (o BSQ senvices, select “Aecount View File / Wage Report Status with Name / SSN Errors
Maintenance™. From the Account Maintenance Wiew TEPEIH status, errors and notice information

page, select "Request Access to BSO Services”.
Social Security Number Verification Service

Request online SSN verification, or
Submit files for 33N verification

Form SSA-1694 Request for Business Entity Taxpayer Information

Submit or update a Business Taxpayer Information form to receive form 10993 for work related to claimant representation

Internet Representative Payee Accounting (IRPA)
File a Form S5A-623, S5A-6230, or S5A-6234 Representative Payes Reports electronically
Subrmit and print representative payee accounting farms,
Download subritted forms for up to 30 days after submission

Account Maintenance
Request, activate or remove access to senices
Re-request activation code for services
Change your passwaord
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-T72-6270 Monday through
Frigay, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778
alsecurity.gov

BSO Main Menu | BSO Information | Contact Us | HKeyboard Navigation

STEP 5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service
Fequest anline S5M verification, or
Subrnit files for S5M verification

The system displays the Social Security Number Verification Service menu page.

Social Security Administration Page 11
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SR T Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Social Security Number Verification Service LOGOUT | BSO HELP

BSO0 Main Menu > Sccisl Ssourity Number Verificstion Servics

Online Services Availability
TR AT AT 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

o Saturday: 5 AM - 11 PMET
 Sunday: 8 AM - 11:30 PM ET . o . .
Submit an Electronic File for SSN Verification

Submit a file containing Names and Social Security Mumbers to be verified by Social Security. The data in the file must be in the correct format

[DON'T USE YOUR BROWSER'S BACK BUTTON |

View Status and Retrieval Information

View the current status of a submission

View Social Security Number Verification Service Handbook
Review additional information on submitting files to Social Security for verification and retrieving the results of the submissions

BSO Main Menu

Have a question? Call 1-800-772-6270 Honday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDATTY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact s | Keyboard Navigation

STEP 6: Select the Submit an Electronic File for SSN Verification link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)

Submit an Electronic File for SSN Verification
Subrmit a file containing MNames and Social Security Numbers to be verfied by Social Security. The data in the file must be in the corect format.

The system displays the SSNV S Attestation page.

Social Security Administration Page 12
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.. Social Security Online
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=~ii- Business Services Online

OWB Approval MNo. 0960-0660
SSNVS Attestation
Proper Use of Social Security Number Verification Service (SSNVS)

o SSA will verify Social Security Mumbers (SSMs) solely to ensure that the records of current or former employees are correct for the purpose of completing
Internal Revenue Senvice Form W-2 (Wage and Tax Statement)

« Donot use the service to verify SSNs of potential new hires or contractors
« Company policy concerning the use of SSMNYS should be applied consistently to all workers, for example:

o If used for newly hired warkers, verify information on all newly hired workers

o If used to verify information on other workers on your database, werify the information for all workers on the entire database.
Third-party use of SSNVS is strictly limited to organizations that contract with employers to either handle the wage reporting responsibilities or perform an
administrative function directly related ta annual wiage reporting responsibilities of hired employees. It is suggested that contracts between the third-party
and the employer stipulate that the functions being performed by the third-party contractor relate to wage reporting respansibilities and SSNY'S should only

be used for wage reporting responsibilities for hired employees |t is not proper to use SSNVS for non-wage reporting purposes, such as identity, credit
checks, morngage applications, etc

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

| understand that SSA may ban me andfor the company | represent from the use of SSNVS if SSA determines there has been misuse of the senvice

SSA will advise you when a name and SSM 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 SSMN
o This response does not make any staterment 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 consequences.

Federal Privacy Act Statement for Third-Party Submitters

You can use afes-based approach when offering SSMYS to your clients. However, caution should be taken. SSA offers services, like SSMNVS, 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, Section 1320b-10. You
should ensure that you are aware of these legal provisions and conform ta their requirements and

» Be cautious not to suggest to your clients that this service is anly available through you;

o Advige all clients that this senvice is available at no cost from SSA and that this senvice is not a unigue or exclusive arrangement between SSA and your
company, and

» 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
S5A databases, program software, etc

Paperwork Reduction Act Statement

This information collection meets the clearance requirements of 44 U.5.C. § 3507, as amended by Section 2 of the Paperworlk Reduction Act of 1985. You do not
need to answer these questions 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, Baltimare, MD 21235-0001

User Certification for Use of SSNVS - Please Read Carefully!
[ certify thaf:

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

s | am wverifying SShs solely ta ensure that the records of my client's or my current or former employees are correct for the purposes of Form W-2 reporting

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

or

| have the authority from my emplayer (or am the awner of the company) to transmit employee SSNs and identifying information and to receive the
results of SSNVS

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

[ lAccept | [ 1DONOT Accept |
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STEP 7: Select the | Accept button after reading the conditions defined on the SSNV'S Attestation
page. The system displays the Submit a File for SSN Verification — Before Y ou Start page.
(To return to the BSO Main Menu page, select the | DO NOT Accept button.)

e Sodial SecurityOnline
-l Business Services Online

BSO Main Menu |BSO Information Links | Contact S84 |Keyboard Commands | Logout

Submit a File for SSN Verification - Before You Start

Iame: JANE DOE Submitter EIN: 009999999
Steps: 1. Before YouStart 2 Submit Your File 3 Co

1. Before You Start
The following items below are suggestions to follow before submitting your file for SSM 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 guickly.

© We provide the proper file format on the S8MYS Help page and in the SSNVE Handbook. Rewiewing your file for proper formatting may prevent it from being rejected.
Subrmission File Format

o DoNOT send an Excel Spreadshest. Ifvou are using Excel, select Excel Users far 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 examples of acceptahle compression packages. This will
substantially reduce the time reguired to transmityour file.

Cancel and Quit ] [ Continue

Have a question? Call 18007726270 to speak with Employer Customer Service persannel.
For TDDATTY call 1.800-325-0778.

BS0O Main Menu |BSO Information Links | Contact SSA | Kevboard Commands | Logout

STEP 8: Select Continue after reading the information on the Submit a File for SSN Verification —

Before You Start page. The system displays the Submit a File for SSN Verification —
Submit Y our File page.

(To return to the BSO Main Menu page, select the Cancel and Quit button.)
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i, Social SecurityOrline

i Business Services Online

BSO Main Menu | BS0 Information | Contact Us | Keyboard Mavigation | Logout

Submit a File for SSN Verification - Submit Your File

Mame: ORS15 TEST PIN

Steps: 1. Before You Start 2. SubmitYour File 3. Confirmation

2. Submit Your File

o First, enter the Emplayer's EIN. (Also select a Submitter's EIN if required.)
e Second, ifyou know the name of the file you wish to upload, type the filename in the data entry field or use the Browse button to locate your file
# Third, select the Submit button {0 upload your file

*Employer's EIN The Emplover's EIN Js the Emplover [dentification Number (EIN) of the empioyer whose employees' names and 33Ns are being veriied. For securtly and audit
(999990099) - purposes, this Information must be provided and will not be processed without i,
Select file

Except for peak submission periods, file results will usually be available the next government business day. You will receive a confirmation number and message when your file submission is complete.

BSO Main Menu ] [ Previous Page

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

BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation | Logout

STEP 9: Enter the Employer's EIN of the employer under which wages are to be reported for the
names and SSNs being verified. Also select a Submitter's EIN is required. If you know the
name of the file you wish to upload, type the file name in the Select File field or select a
file from your local or network directory by selecting the Browse button.

e Thefile should contain no more than 250,000 SSN verification requests.

e |f you have over 500 SSN verification requests or you have a slow
connection it is recommended that you zip your file using WinZip, PKZIP,
or another zip-compatible program.

STEP 10: Select the Submit button. The system displays afile upload in process pop-up window.
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Your file is being uploaded Microsoft

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

=

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

Sodial Security Online
Business Services Online

BSO Main Menu | BS0 Information | Contact Us |Kevboard Mavigation | Logout

Submit a File for SSN Verification - Confirmation
Mame: ORS15 TEST PIN

Steps: 1. Before ¥Vou Start 2 Submit Your File 3. Confirmation

3. Confirmation Receipt - Your File Was Received

Your submission was successful. Use your browser menu to save or printthis acknowledgement of receipt for your records
“ou will need the confirmation number assigned by S5A 10 refrieve the results of your submission

Confirmation Number assigned by SSA: 11E265E481AC938DA
Date: 12/11/2008 09:06 AM Eastern Time Your file name: Settings.rfw Assigned file name: 11E265E481ACI8DA_CCADDZAT File size: 8,018 bytes (7.8 Kh)

What You Should Do Next:
Check the size of your file. Right click on the file {ortab to it and select Shift + F10) and select Properties. The size given in bytes should match the size given on the Confirmation
page. Ifitdoes not match, there may have been a problem with transmission. Please contact the Employer Reparting Branch at 1-800-772-6270. For TDDVTTY call 1-800-325-0778.

‘What to expect:
You may checkyaur results fram the View Status and Retrieval Information link on the BSO Home page. Except for peak submission periods, file results will usually be available the
next government business day.

Thank you for submitting your file using Business Services Online.

BE0 Main Menu Submit Another File

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

BSO Main Menu | BS0 Information | Contact Us | Keyboard Mavigation | Logout
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Be sure to keep a record of your confirmation 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,
\_-J,J We recommend thak wou prink oF save
) a copy of this acknowledgemenk at this time,
Would vou like to print this page now?

[ ck | [ Cancel

Otherwise select the Cancel button to close the pop-up window

STEP 12: Select the Submit Another File button to submit another file or select the BSO Main
M enu button to return to the BSO Main Menu page.

Social Security Administration Page 17



BSO Tutorial — Tax Y ear 2008 Social Security Number Verification Service (SSNVS)

Lesson 3: View Status and Retrieval | nformation
Follow the instructions below to view the status of electronic files submitted for overnight processing.

STEP 1. Point your browser to the BSO Welcome page:
WwWW.Soci al security.gov/bso/bsowel come.htm.

STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to
BSO page.

Social Security Online Business Services Online

www.socialsecurity.gov

BSO Welcome | BSO Information | Keyboard Navigation

Log In to BSO BSO HELP
BSO Welsome > Login

Online Services Availability

 Monday-Friday: § AM - 1 AM EST

» Saturday: 5 &M - 11 PM EST User ID:

* Sunday: 8 AN - 11:30 PM EST {formesly refened to as FIN]

Password: Eargot your password?

[DON'T USE YOUR BROWSER'S BACK BUTTON |

{nat case sensitive)

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

| certify that

Effective October 2007, your Personal
Identification Number (PIN) is now referred to
as your User ID.

« | understand that | may be subject to penalties if | submit fraudulent information. | agree
that | am responsible for all actions taken with my User [D.
Need to complete your phone regisiration?

» |understand that SSA may prevent me from using these services if SSA determines or
suspects there has been misuse of the services.

« | am aware that any person who knowingly 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

« | am authorized to do business under this User ID.

By checking the box below you certify that you have read, understand and
agree 1o the user certification of Business Services Online.

[ 1 Accept

Have 3 question? Cal 1-800-772-6270 londay through
Friday, 7:00 a 0 p.m. Eastern Time to speak with Employer Customer
se reonnel. For TODATTY call 1-800-326-0778

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and password.

STEP 4: Select the “I Accept” check box to indicate you have read the user certification statement
and agree to its contents. Select the Login button. The system displays the BSO Main

Menu page (To return to the Business Services Online Welcome page, select the Cancel
button.).
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Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu LOGOUT | BSO HELP
Online Services Availability
« Monday-Friday: 5 AM -1 AMET Welcome, ORS15 PIN
« Seturday 5 &M - 11 PMET ‘Your password expires on December 25, 2008

® Sunday. & AM- 1130 PM ET

Report Wages To Social Security

| DONT USE YOUR BROWSER'S BACK m‘ Subrmit, download or process W-25 and W-2cs

Wiew submission status, acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services Online, you must
first request access to that service. To request

accese (o BSQ senvices, select “Aecount View File / Wage Report Status with Name / SSN Errors
Maintenance™. From the Account Maintenance Wiew TEPEIH status, errors and notice information

page, select "Request Access to BSO Services”.
Social Security Number Verification Service

Request online SSN verification, or
Submit files for 33N verification

Form SSA-1694 Request for Business Entity Taxpayer Information

Submit or update a Business Taxpayer Information form to receive form 10993 for work related to claimant representation

Internet Representative Payee Accounting (IRPA)
File a Form S5A-623, S5A-6230, or S5A-6234 Representative Payes Reports electronically
Subrmit and print representative payee accounting farms,
Download subritted forms for up to 30 days after submission

Account Maintenance
Request, activate or remove access to senices
Re-request activation code for services
Change your passwaord
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-T72-6270 Monday through
Frigay, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778
alsecurity.gov

BSO Main Menu | BSO Information | Contact Us | HKeyboard Navigation

STEP 5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service

Fequest anline SSM verification, or
Submit files for SSM verification

The system displays the Social Security Number Verification Service menu page.
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SR T Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Social Security Number Verification Service LOGOUT | BSO HELP

BSO0 Main Menu > Sccisl Ssourity Number Verificstion Servics

Online Services Availability
TR AT AT Request Online SSN Verification

Saturday: & AM - 11 PMET IManually enter and submit up to 10 Social Security Numbers and Names to be verified by Social Security. Results are returned immediately for review

Sunday: 8 AM - 11:30 PM ET

Submit an Electronic File for SN Verification

Submit a file containing Names and Social Security Mumbers to be verified by Social Security. The data in the file must be in the correct format

[DON'T USE YOUR BROWSER'S BACK BUTTON |

View Status and Retrieval Information

View the current status of a submission

View Social Security Number Verification Service Handbook
Review additional information on submitting files to Social Security for verification and retrieving the results of the submissions

BSO Main Menu

Have a question? Call 1-800-772-6270 Honday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDATTY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact s | Keyboard Navigation

STEP 6: Select the View Status and Retrieval Information link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)

View Status and Retrieval Information
Wigw the current status of 3 submission

The system displays the SSNV S Attestation page.
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.. Social Security Online

S 2 & «
=~ii- Business Services Online

OWB Approval MNo. 0960-0660
SSNVS Attestation
Proper Use of Social Security Number Verification Service (SSNVS)

o SSA will verify Social Security Mumbers (SSMs) solely to ensure that the records of current or former employees are correct for the purpose of completing
Internal Revenue Senvice Form W-2 (Wage and Tax Statement)

« Donot use the service to verify SSNs of potential new hires or contractors
« Company policy concerning the use of SSMNYS should be applied consistently to all workers, for example:

o If used for newly hired warkers, verify information on all newly hired workers

o If used to verify information on other workers on your database, werify the information for all workers on the entire database.
Third-party use of SSNVS is strictly limited to organizations that contract with employers to either handle the wage reporting responsibilities or perform an
administrative function directly related ta annual wiage reporting responsibilities of hired employees. It is suggested that contracts between the third-party
and the employer stipulate that the functions being performed by the third-party contractor relate to wage reporting respansibilities and SSNY'S should only

be used for wage reporting responsibilities for hired employees |t is not proper to use SSNVS for non-wage reporting purposes, such as identity, credit
checks, morngage applications, etc

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

| understand that SSA may ban me andfor the company | represent from the use of SSNVS if SSA determines there has been misuse of the senvice

SSA will advise you when a name and SSM 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 SSMN
o This response does not make any staterment 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 consequences.

Federal Privacy Act Statement for Third-Party Submitters

You can use afes-based approach when offering SSMYS to your clients. However, caution should be taken. SSA offers services, like SSMNVS, 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, Section 1320b-10. You
should ensure that you are aware of these legal provisions and conform ta their requirements and

» Be cautious not to suggest to your clients that this service is anly available through you;

o Advige all clients that this senvice is available at no cost from SSA and that this senvice is not a unigue or exclusive arrangement between SSA and your
company, and

» 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
S5A databases, program software, etc

Paperwork Reduction Act Statement

This information collection meets the clearance requirements of 44 U.5.C. § 3507, as amended by Section 2 of the Paperworlk Reduction Act of 1985. You do not
need to answer these questions 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, Baltimare, MD 21235-0001

User Certification for Use of SSNVS - Please Read Carefully!
[ certify thaf:

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

s | am wverifying SShs solely ta ensure that the records of my client's or my current or former employees are correct for the purposes of Form W-2 reporting

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

or

| have the authority from my emplayer (or am the awner of the company) to transmit employee SSNs and identifying information and to receive the
results of SSNVS

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

[ lAccept | [ 1DONOT Accept |
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STEP 7: Select the | Accept button after reading the conditions defined on the SSNV'S Attestation
page. The system displays the Status and Retrieval page. (To return to the BSO Main Menu

page, select thel DO NOT Accept button.)

Py Sodial SecurityOnline
=iii: Business Services Online

BSO Main Menu | BEO0 Information | Contact Us |Kevboard Mavigation | Logout

Status and Retrieval
MNarme: ORS15 TEST PIN

There are three options for checking the status ofyvaur file(s):

Option 1 - Enter vour 16 character confirmation number oryaur & character tracking number for submitted files.
Select Do_you hawve a Tracking Mumber? for more infarmation

Option 2 - Wiew status of your submitted files by entering a range of submission dates.

Option 3 - Retrieve a list of your submitted files available to your User 1D

; Confirmation or -
Optiant] Tracking Number
Range Start Date ||
MMDDYYYY
Option 2
Range End Date |
MMDDYYYY
Option 3 All Submissions

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

BSO Main Menu | BSO Information | Contact Us | 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 or confirmation number to view the status of an

individual file.

Option 2: Enter a start and end date to view the status of files submitted within a date

range.

Option 3: View the 100 most recent SSNV'S file submissions associated with your User

ID.
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’\ \ If the file you are searching for is not displayed, focus your search by using Option
’ \v"' lor 2.
TIPS

STEP 9: Select the corresponding Submit button. The system displays the Status and Retrieval
Results page.
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., Social SecurityOnline
Jii: Business Services Online

BSO Main Menu |BSO Information Links | Contact S54 | Keyboard Commands | Logout

Status and Retrieval Results

MName: JANE DOE Submitter EIN: 009999999

The fallowing table displays vour submitted files).

o Youmay retrieve vour submissionds) by clicking the VIEW andfor DOWNLOAD link under Retrieval Options.
e Please note large files may take time to open.

® Some SSNs may be masked. Select Why Are Some SSNs Masked? for more information

& S5M did notverify? Selecthat to do if 3 SSN fails to verifs

Retrieval Options

® Select"VIEWY" ifthe total number of records submitted is 10 orless
® Select"DOWWNLOAD" to download your file
e To save the downloaded file as a textfile:

1. Right click"DOWWNLOAD"

2. Select"Save Target As"
3. Complete the Save As dialog hox

Status of All Submissions

Select the links below for more infarmation about your submission(s)

Submission | Confirmation or Records  Failed Verification Deceased | Yerified Status File Size | Retrieval Available

Date Tracking Number | Submitted Option{s) | Through
06132007 11324F8FSDESDESD x - 3 i IN PROCESS IT4.0KB -
05/25/2007 112CH TRFOADBTAZ = = # J 1M PROCESS 36.0 KB -
0572472007 112BEABE12BCDBF3 -~ 2 5 i IN PROCESS 24KB <

002412007 | 112BEAE1DS5BE411 10 " 0 e YIEWED 14K8 % 0772007
0572472007 112BEB15BDIEIEE - - - - IN PROCESS 24KB -
04724/2007 112BEB3R2B3C3486 & = & J IN PROCESS 13.1 KB -
0572472007 112BEBSE4F1B67B4 " = = 2 IN PROCESS 129 KB =
0472452007 112BEB98C217BED4 = = - s FORMAT OR SURFACE ERRORS 11.7 KB -
0s/24/2007 112BEBABSDABEDDT - - - g, IN PROCESS 12.9 KB -
05/24/2007 112BEBBSAB4CAZES & - o - IM PROCESS 8147 8 KB -
0572472007 112BEBC474082078 -~ . 3 - IN PROCESS 44KB =
05/23/2007 112BA4F527ADFC2G = ' 7 2 EQRMAT QR SURFACE ERRORS | 13720KB -
0472172007 112AEFBROBBDSZER y - - - FORMAT OR SURFACE ERRORS 18.5 KB -
0572172007 112AF2A2D2C096CE & = & 3 FORMAT OR SURFACE ERRORS | 25.9KB =
0472172007 112B042BCENS83FA . ¥ - = FORMAT OR SURFACE ERRORS 16.5 KB -

Additional Status Request

What To Do If 3 Social Security Number (SSN) Does Mot Yerify

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

BSO Main Menu |BSO Information Links | Contact 554 | Keyboard Commands | Logout

STEP 10: The status and retrieval options are displayed in a table; for a full explanation of each
column, click on the column header. This opens a new browser to the SSNVS Help web
page which is only accessible when logged into SSNVS.

Select the Download/View link in the Retrieval Option(s) column to view your results.
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» For 10 or less SSNs submitted, the results may be downloaded or viewed online.

= For more than 10 SSNs submitted, the results may be downloaded only.

STEP 11: Select the link in the Status column for more information about the status of your
submission, if applicable.

= The Available Through column displays the date the Status and/or Results
are available to the user.

» Users are able to view or download the results for 30 days from the day
they become available.

= After 30 days and up to two (2) years, the user can only view the status of
their files.

= During the period files are available, you can download or view them an
unlimited number of times.
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Lesson 4: View the SSNV S Handbook

The SSNV S Handbook may either be viewed by logging into the SSNV S application or by selecting
the links below. These web pages have links directly to the SSNV S Handbook.

= BSO Welcome page — http://www.ssa.gov/bso/

= SSNVS News page — http://www.ssa.gov/employer/ssnvsNews.htm

= SSNVS Information and Instructions to Verify Social Security Numbers Online page —
http://www.ssa.gov/employer/ssnv.htm#overview

To access the SSNV 'S handbook from the SSNV S application, follow the instructions below.

STEP 1: Point your browser to the BSO Welcome page:
www.social security.gov/bso/bsowel come.htm.

STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to
BSO page.
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Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

LogInto BSO BSO HELP

B50 Welcome » Lagin

Online Services Availability

Monday-Friday: § AM - 1 AM EST
Saturday: 5 AM - 11 PM EST
Sunday: 8 AM - 11:30 PM EST

ffermely

Password: Eorgot your password?
[ DON'T USE YOUR BROWSER'S BACK BUTTON

(not caz: )

| understand that the Social Security Administration (SSA) will validate the information |
Effective October 2007, your Personal provide against the information in SSA's files.
Identification Mumber (PIN) is now referred to | certify that
as your User ID. i B

« |understand that | may be subject to penalties if | submit fraudulent information. | agree
that | am responsible for all actions taken with my User ID.
Meed to complete your phone regisiration?

+ lunderstand that SSA may prevent me from using these services if SSA determines or
suspects there has been misuse of the services.

« | am aware that any person who knowingly 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.

« | am authorized to do business under this User ID.

By checking the box below you certify that you have read, understand and
agree to the user cenification of Business Services Online.

O | Accept
Have a guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to T:00 p.m. Eastern Time to speak with Employer Customer
Serv rzonnel For TOD/TTY call 1-800-325-0778
www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and password.

STEP 4: Select the “I Accept” check box to indicate you have read the user certification statement
and agree to its contents. Select the Login button. The system displays the BSO Main
Menu page (To return to the BSO Welcome page, select the Cancel button.).
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Social Security Online

www.socialsecurity.gov

Online Services Availability

® Monday-Friday: 5 AM -1 Al ET
® Saturday. 5 AM- 11 PMET
® Sunday. 5 A - 1130 PM ET

[DONT USE YOUR BROWSER'S BACK BUTTON |

To use any Business Services Online, you must
first request access to that service. To request
access to BSO services, select "Account
Maintenance”. From the Account Maintenance
page, select "Request Access to BSO Services”™.

www.socialsecurity.gov

Business Services Online

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

Main Menu LOGOUT | BSO HELP

Welcome, ORS15 PIN
Your passwiord expires on December 25, 2008

Report Wages To Social Security
Subrit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions

View File / Wage Report Status with Name / SSN Errors

“iew report status, errors and notice information

Social Security Number Verification Service
Reguest online SSN verification, or
Submit files for 3N verification

Form SSA-1694 Request for Business Entity Taxpayer Information

Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant representation

Internet Representative Payee Accounting (IRPA)
File a Form S5A-623, 55A-6230, or S5A-6234 Representative Payes Reports electronically
Subrit and print representative payee accounting forms,
Download submitted forms for up to 30 days after submission

Account Maintenance
Reguest, activate or remove access to senvices
Re-request activation code for services
Change your password
Update your user registration or employer information, or Remaove employer information

Hawe & question? Call 1-800-772-6270 Monday through
Frickay, 7:00 &.m. o 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODATY cal 1-800-325-0778

BSO Main Menu | BSO Information | Contact Us \ HKeyboard Navigation

STEP 5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service

Reguest online 33M verification, or
Submit files for SSM verification

The system displays the Social Security Number Verification Service menu page.
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Socal Security Online Business Services Online
www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Social Security Number Verification Service LOGOUT | BSO HELP
850 i blenu > Socia! Seaurty Number Verification Servios

Online Services Availability
TR AT AT Request Online SSN Verification

Saturday: & AM - 11 PMET IManually enter and submit up to 10 Social Security Numbers and Names to be verified by Social Security. Results are returned immediately for review

Sunday: 8 AM - 11:30 PM ET

Submit an Electronic File for SN Verification

Submit a file containing Names and Social Security Mumbers to be verified by Social Security. The data in the file must be in the correct format

[DON'T USE YOUR BROWSER'S BACK BUTTON |

View Status and Retrieval Information

View the current status of a submission

View Social Security Number Verification Service Handbook
Review additional information on submitting files to Social Security for verification and retrieving the results of the submissions

BSO Main Menu

Have a question? Call 1-800-772-6270 Honday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDATTY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact s | Keyboard Navigation

STEP 6: Select the View Social Security Number Verification Service Handbook link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)

View Social Security Number Verification Service Handbook
Review additional information on submitting files to Secial Security for verification and retrieving the results of the submissions.

The system displays the SSNV S Handbook.
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