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LESSON 1: REGISTER USER

Follow the instructions below to register for Business Online Services. After completing the

steps, you will receive a User ID and set a password so that you can log in to Business Services
Online (BSO) and request online services.

STEP 1: Point your browser to the Business Services Online (BSO) Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secuifty Online Business Services Online

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

7% Log In to Online Services

Online Services Availability

New User? Existing User?
. !”:‘“:V’F’:i‘:; 51’:"");:;"" & You must create an account to use this Please login in below:
 Saturday: § AN - 11 PN website.Once you do, you will be provided a User User ID:
® Sunday: 8AM- 11:30 PM ET ID to log in to our online services. l:l

Password: l:|
To create new account you will need to:
Forgul user ID?
« Provide personal information Forgot your password?

+ Provide contact information

« Create your password and security questions User Certification:
| understand that the Social Security

Create L ogIn Account
Administration (SSA) will validate the 5
information | provide against the
informafion in SSA's files

>

183

Need to complete a phone/form registration? [ I'have read & agree to these terms.
Login

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

STEP 3: In the New User? column on the Log In to Online Services page, select the Create Log
In Account link. The system displays the Create a Login Account, Step 1: Provide
Information page. (To return to the Business Services Online Welcome page, select the
BSO Welcome link in the page footer.)
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usiness Services Online

=0 rmiatio rd Naw igation

Online Services Availability .

,&fh( Create a Login Account

« Monday-Fridzy:5aM-1a0 WL
ET

» Saturday: 5 AM-11 PMET 5tep 1: Provide Information
» Sunday:8AM- 1130 PMET

Create an Account The information you provide will be compared against our records in order to verifny i?::?“‘
your identity. ——
Provide Information * Indicates required information manm

e 03 R

Personal Information

*Hame:

[ I [ I [ 11

*First Middle *Last Suffix
*Date of Birth:

mimnddyyyy
*Bocial Security Number (55N|
0000000

€ et 1 | dontt e & SENT

Personal Contact Information

*Country:

*Home Street Address:

1

*City: *State:  *Zip Code Ext.
[ [[=_ w] ] [

*Daytime Phone Number.

Extenszion: I:|

Fax Number:

*Email Address:

& ooy oo jou neeg a0 eme) sowessT 7

wwew. sopla lseouriygon

STEP 4: Enter information in the Create a Login Account, Step 1: Provide Information page.

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

¢ Links to informational pages are indicated with a blue information (®) link.
Clicking on the link will display an informational page in a separate
window.
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¢ Do not use punctuation in any field. This includes dashes or slashes in date
of birth, social security number, zip code, and phone or fax numbers.

¢ 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.

¢ Ifyou do not have an SSN and work outside the United States for a business
or organization that has an Employer Identification Number (EIN), you may
leave the SSN field blank.

¢ Ifyou live outside of the United States, when you select your country, text
areas for you to enter Province and Postal Code information will appear.

¢ The Social Security Administration will use your email address to send you
any important information affecting Business Service Online users.

STEP 5: Select the Next button to continue registering. The system displays the Create a Login
Account, Step 2: Create Your Password page. (Select the Back button to return to
Create a Log In Account, Step 1: Provide Information. To return to the Business
Services Online Welcome page without registering, select the Cancel & Exit button.)

Online Services Availability

/==, Create a Login Account
® MondayFridey 5 Al - 1 AMET L)
® Sahurdery 5 AM. 11 PMET i
#* Suncy &AM - 11:30PM ET
Step 2: Create Your Password

Create an Account ‘four Password:
Four passwiord will D usad 10109 010 oning Servoas, your Liser IO will be provded o
1. Prowmde Information you
2 Create Password © Indicates requirad infarmanon

reiclly 8 characters
enly numbers and letters
at least 1 number and 1

Entor Passivord: ® 15 ot case sensitive
“Re-enter Fassword;
Security Questions and Answers

The Security questions and answers you select will be used to validate your identity in cass
yiou forget your password

“Question 1:
Selest m Qu

“Answer 1:

“Question 2:
Select a Qu
“Answer 2:

“Question 3:
Selest o Question -

“Answer 3

“Question 4:
Zelect a Question
“Answerd

“Question 5:
Selest o Question -

“Answer 5:

[pack| [cancel & Exit) Hexs
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STEP 6: Enter a password to use when you log in to Business Services Online. Re-enter the
password for confirmation. Your password:

Must contain exactly 8 characters

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

Is not case sensitive

* & o o

STEP 7: Select 5 questions and enter your answers. You will be asked to enter the same
answers if you need to change your password later.

¢ You may not select the same question more than once.
¢ Answers to questions are not case sensitive; they cannot contain any special
characters.

STEP 8: Select the Next button to continue. The system displays the Create a Login Account,
Step 3: Review and Submit page. (Select the Back button to return to the Create a Log
In Account, Step 1: Provide Information. To return to the Business Services Online
Welcome page without registering, select the Cancel & Exit button.)
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Onling Services Availability

73

= Monday Frider: § AM - 1 AMET
® Sanuedsy 5 AM- 11 PMET
= Sundsy: BAM - 11J0FMET

Registration Services

Create a Login Account

Step 3: Review & Submit

Craats an Account

Please verify that the information you provided is comect

1. Brovide Information
2. Craate Password

Fersonal & Contact Infarmation

4 Review and Submit
4 Print Usear Hame:
Drate of Bt

SEN

Country

Heome Streed Address:

City, State, I
Dasylirne Phone Number
Fax Numbar

Email

Security Questions and Answers

Question 1
Angwer |
Question 2
Answer 2
Question
Angwer 3
Questson 4
Areen 4
Question &
Angwer &

DAVID GEORGE LEIGHTON
HOX T

027 423300

United States

'HI; FARMINGTON

STE 2N
FARMINGTON . CT 06032
0} 1230000

Srlnbvasa R Damadssa.gov

Edir Security Informacion

WHAT IS THE NAME OF YOUR FIRST NEFHEW?
ANSWERT

WHAT IS THE HAME OF YOUR FIRST NIECE?
ANSWERZ

WHAT IS YOUR HOMETOWN?

ANSWERY

WHAT IS THE MAME OF YOUR FIRST PET?
ANSWERS

WHAT WAS YOUR FIRST JOB?

ANSWERS

User Certification for Online Services

I understand that the Social Security Administratson (SS4) will validate the information | prevede against the mfarmation

in S8A' files,

1 canity that:

® | undarstand that | may be subject 1o panalties if | submit frawdulent information. | sgree that | sm responaible
for al actions taken with my Uiser D)

= | undersiand that S54 may peevent me from uging these semces il SSA determings or suspects there has
been misuse of the semces.

® | arn awirn that arry persan who knowingly and willngly makes any mpeasentation to fatsaly obtan information
from Social Securty records andior intends Lo decei the Social Securty Adrinisiralson a5 Lo the bue identily of
an indidual could be punished by a fme or imprrsonment, or otk

® | am authorized to 4o business under this User ID.

By checking the box below yau centity that you have read. understand and agree 1o the wser
cenification of Business Services Online.

Ul Accapt

[« Bock| [concel & Exic

STEP 9: The information you entered on the previous two pages is displayed for your review. To
make corrections, select the Edit Personal Information button to return to the Create a
Log In Account, Step 1: Provide Information page. Or select the Edit Security
Questions button or the Back button at the bottom of the page to return to the Create a

Submic |

Login Account, Step 2: Create your Password page.

STEP 10: After making any corrections, read the conditions stated in the User Certification for
Online Services section of the page. You must agree to these conditions by checking
the “I Accept” checkbox to proceed. Select the Submit button to process the
registration. The system displays the Create a Login Account, Step 4: Print your User
ID. (Select the Back button at the bottom of the page to return to Create a Login
Account, Step 2: Create Your Password page. To return to the Business Services
Online Welcome page without registering, select the Cancel & Exit button.)
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» Monday-Friday: 5 AM- 1 AMET .,
« Saturday 5 AM- 11 FMET
= Sunday & AM- 1130 PMET Step 4: Print your User ID

Create an Account Thank you! You have sucessfully created a login account.

The Lisar IO balow has baan a55i0ned 1o you

N User ID: 9LBXFWTS
4 PrintUserID Flease secure this User ID for your future use,

‘fou must enter the above User ID and your sell-selcted Password sach tirme you log i and access onling
SBMICRS.

Ennt s confirmation Recaipt
What's Next?

Moy that you've created a bog in account for Oning Serdces, you will nesd 1o el us what functions and
SArVICEE you reguire b do your wark,

Dapanding on the Services that you are raquasting, you may be required ta provide addinonal information
about yoursalf or the arganizations that you reprasent

Newt

STEP 11: You may click on the Print a Confirmation Receipt link to print your User ID for your
records. You will need your User ID and password to log in to Business Services

Online to request services and perform other functions. Refer to other lessons in this
Tutorial for guidance.
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LESSON 2: COMPLETE PHONE REGISTRATION

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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Complete Phone Registration button on the Business Services Online
Welcome page. The system displays the Log In to Online Services page.

Social Seceifity Online Business Services Online

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

Log In to Online Services

Online Services Availability

New User? Existing User?
 Monday-Friday: 5 AM - 1 AN ET You must create an account to use this Please login in below:
© =rnany SEe HELET website.Once you do, you will be provided a User

. N 1 User ID:
O ShiRRR=TEIRIES ID to log in to our online services. [ ]
Password: |:|
To create new account you will need to:
Forgot user ID?
« Provide personal information Forgot your password?

« Provide contact information

« Create your password and security questions User Certification:

| understand that the Social Security -~
Create L og In Account : - =
Administration (SSA) will validate the 3

information | provide against the

information in S5A's files

£3

Need to complete a phone/form registration? [ I have read & agree to these terms.
LoglIn

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

STEP 3: In the New User? column of the Log In to Online Services page, select the link portion
of Need to complete a phone/form registration? The system displays the Complete
Phone Registration Attestation page. (To return to the Business Services Online
Welcome page, select the BSO Welcome link in the page footer.)
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Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availabili . - -
B SR Complete Phone Registration Attestation

+ Monday-Friday: 5 AM - 1 AW ET
= Saturday. S AM- 11 PMET
* Sunday: 8 AM - 11:30 PM ET

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

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

Registering for Business Services

To obtain a 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:

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

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

+ | am aware that any person who knowingly and wilingly makes any representation {o falsely obtain
information from Social Security records and/or intends to deceive the Social Security Administration
as fo the true identity of an individual could be punished by a fine or imprisonment, or both.

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

STEP 4: Read the conditions stated in the User Certification for SSA Business Services Online
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 Business Services Online
Welcome page.)
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Business Services Online

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

Online Services Availabili
ty Complete Phone Registration
= Monday-Friday: 5 AM - 1 AM ET
= Saturday: 5 AM - 11 PM ET
+ Sunday: 8 AM - 11:30 PMET

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:

*1U.8. Social Security Number:

(If you do NCT have an SSN leave this field blank )

* Date of Birth

(MHDDY Y YY)
* Enter Password:

* Re-enter Password:

[ Complete Phone Registration 1

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 over the phone
or in person.

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

¢ Ifyou 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.
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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.)



BSO Tutorial Registration Services

LESSON 3: LOGIN

Follow the instructions below to log in to Business Services Online with your User ID and
password.

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

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

Social Secuifty Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. !”("d:V'F’:i‘:; 51‘:"");:;"‘ & You must create an account to use this Please login in below:
O SEETFOLLISLLL website.Once you do, you will be provided a User User ID:
© Sunday: 8AM- 11:30 PM ET ID to log in to our online services. :l

Password: l:l
To create new account you will need to:
Forgot user ID?
« Provide personal information Forgot your password?

+ Provide contact information

« Create your password and security questions User Certification:

Create Log In Account | understand that the Social Security ~
Administration (SSA) will validate the 3
information | provide against the
informafion in SSA's files

183

Need to complete a phonel/form registration? [ I have read & agree to these terms.
Login

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

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 Business Services Online Main Menu page.

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

e Ifyou 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.
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(To return to the Business Services Online 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.

BerAation

)

Main Menu
KAMALJIT RANDHAWA

out Welcome, KAMALNT RANDHAWA,
Your password sxpires on January 14, 2010

Report Wages To Social Secur

Submit, download or process W.2s and W-2c%
® i / Edil Accourd Infe View statuz, naices o
. FRoquest resubmission extensions

Manage Account

= Digable Ascount
Social Secul Number Verification Service

Manage Services Requiest onling SSM verifcation, or

» igw / Edit Serices Submit files for SSN verification

* Rogues] Niw Sunices

« View Pending Sarces. Form SSA-1694 Request for Business Entity Taxpayer Information

= Entgr Actaation Coduls) Submit or update 3 Business Taxpayer kdormation form 1o receive form 1099 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA]

o Addn E ko File & Form 554623, SSA6230, or SEAGZ34 Reprostatativn Payes Repods sloctorically

« Fumowy Ervploves Infosraation Subrreet e prin representatve payes secounting forms,

Dawnliad submisted farms for up 16 30 days ater subsission

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Service persornel, For TOOATY col £.86-325-87T8

B0 M e | BSC Bardgation
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LESSON 4: FORGOT PASSWORD

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

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

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

Social Secuifty Online Business Services Online

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

¢Log In to Online Services

Online Services Availability

New User? Existing User?
. :"(’“’:V’F':i‘:; 51':"");:;"‘ T You must create an account to use this Please login in below:
« Saturday: 5 AM-11 PH website Once you do, you will be provided a User User ID:
* Sunday BAM-11:30 FMET ID to log in to our online services. ]

Password: l:l
To create new account you will need to:
Eorgot user |D?
+ Provide personal information Forgot your password?

« Provide contact information

+ Create your password and security questions User Certification:

| understand that the Social Security ~
Create Log In Account = - =
Administration (SSA) will validate the
information | provide against the
information in SSA's files

13

Need to complete a phonelform registration? [ I'have read & agree to these terms.
LogIn

‘www.socialsecurity.qov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Under the Existing User? column, enter your User ID. Select the Forgot your
password? link under the Password field. The system displays the Forgot Password

page. (To return to the Business Services Online Welcome page, select the BSO
Welcome link on the page footer.)
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Business Servi

S0 oot et

ﬁlﬁ\ Forgot Password
Online Services Availability

Request to replace forgotten password
. 5 AN -1 AMET
® Salurday 5 AM - 11 PMET

5 <t @ new passward, you st thres ustonS th oushy supplied answears comectly answer the
= Sundey I AM - 110 PMLT To select & new password, you meist answer thres randon questions that your previously supplied answers to. Fyou comectly answer th

questions yau will be allowed 1o sélect & new passward

WHAT IS THE NAME OF
TOUR FIRST NEPHEWT

WHAT IS YOUR
HOMETOWNT ©

WHAT IS THE NAME OF
YOUR FIRST NIECET ©

Choase veur new password
Input New Fassword:

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

» Cinling senices accounts must have a minimum password length of & characters
= Passwords must contain both alpha and numeric characters, (Length and numbers but NOT special characters )

= Passwords are NOT case sensitive

Cancel|  Fequest Password by wai|  Sunmil New Password

B0 Webcoane 2 Merdgation

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 Ifyou would like to change your password online immediately, continue to Step 5.

e If'you 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 Business Services Online 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
Business Services Online Welcome page without submitting the new password, select
the Cancel button.)

Business Servi

ﬁlﬁ\ Forgot Password Update Successful

Online Services Availability

. 6 AM-1 AMET
» Saburday 5AM - 11 PMET
 Sunday | AM - 11T

four forg P has been

B

Wekcoma|  Login|

Aty Al Webcoune |50 fuforma eyhom d rdgation
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STEP 6: Select the Log In button to log in using the new password. Select the BSO Welcome
button to return to the Business Services Online 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.

Sociai R Online Business Services Online

e yociatvec hygmy D50 Webcore | 150 fformation | Keybos d Havdgation

%\ Request Password by Mail

Online Services Availability

‘fou have req to receive a P VP by mail to replace your forgotten password,
® Mondery-Fricy: 5 AM -
® Zaburday 5 AM. 11 PMET

® Surda AN - 1L PMET To request a termporany password, anter your First Mame, Last Name, Social Security Mumber (if you have one) and Date of Binh, then

salect Requast Temparary Password
First Hams:
Last Name:

U.8, Socilal Security
Humber:

Date of Birth mmaayyysk

Lareel] Foauest Temporan Pagswon

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 Business Services
Online Welcome page without sending the request, select the Cancel button.)

Business Service:

iy D50 Webcome | 150 oforma

@ Password By Mail Success

Seennty Cnline

Online Services Availabllity

. Moretey.Fricey: 5 A -1 A ET Your request for a new p by mail was
» Saturdey §AM- 11 PMET

= Sunday: 0 AM - 11:20 M EF

Your femporany password will be sent 1o you by first class mail usualy in 7 weeks You must wait for your temporany passwond to use
Busingss Serdcas Onling. If you hawve préstously réquastad a temporany password, that passwond is now cancelled

BEQ Wekome

o Hardgaation

NOTE
Until you receive your new password in the mail, you will not be ableto log in to BSO.
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LESSON 5: LOGOUT

Follow the instructions below to log out of Business Services Online (BSO).
STEP 1: Select any Log Out button where displayed.

The system displays the Log Out of BSO page.

Business Services Online

Wi Meams | Contaact Us. | DS0 ufesmation | Keyboard Nindgation
DAVID LEISHTON p@ Log Out of BSO
[os o) o
Main Menu Are you sure you want to log out of Business Services Online?

Manage Account
o Yes
* YitwEdil Accou Infs
» Changs P g0,
= Dizable Account
Manage Services
» YitwEdl Senices
* Request ]

* Yiew Pending Seraces
* Enter Actralion Codes

Manage Employer Information

» Addipdate Emplozes Informtion
* Remave Emploper Infarmaten

STEP 2: Select the Yes button to end the current session. The system displays the Customer
Satisfaction Survey or the Business Services Online Welcome page. (To continue your
session and return to the BSO Main Menu, select the No button.)
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LESSON 6: CONTACT SOCIAL SECURITY AMMINISTRATION
(SSA)

Follow the instructions below to submit a question or statement to the SSA.

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

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

Social Sty Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. 2“{"”:"*’:’3’; 51’;"");:;'" el You must create an account to use this Please login in below:
o Saturday: 5 AM - 11 PH website Once you do, you will be provided a User User ID:
ey s ID to log in to our online services. I

Password: l:l
To create new account you will need to:
Forgot user |D?
+ Provide personal information Forgot your password?

« Provide contact information

+ Create your password and security questions User Certification:
| understand that the Social Security ~

Create Log In Account = - =
Administration (SEA) will validate the =
information | provide against the

information in SSA's files ]
Need to complete a phonelform registration? [ I have read & agree to these terms.
Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online 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.
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s Services Online

i Mt | BSO Wifernation | Comact Us | Keyboard Madgasion

Main Menu
KAMALJIT RANDHAWA
out Welcome, KAMALNT RANDHAWA
Your password sxpires on January 14, 2010
Report Wages To Social Security
Manage Account Submit, download or process Weds and Weles
* Vigw / Edil Acgound Infe Wigw LETEN natices o
* Change Passward Frequest resubmission exlensions
= Digable Ascount
Social Secul Number Verification Service
Manage Services Requiest onling SSM verifcation, or
» Vigw { Bt Sercas Submit files for S3N verification
= Bugues! New Sonces
« View Pending Sarces. Form SSA-1694 Request for Business Entity Taxpayer Information
* Enlgr Actwation Codels) Subrrit oe update 3 Buginess Taxpayer kdamation form 1o receive form 1099 for work related to claimant represantation
Manage Employer Information Internet Representative Payee Accounting (IRPA]
o Adi 5 b File a Form S5AE23, S5AG2I0, o S5A6234 Reprosentative Payte Reports sloctiorically
N T e A Subrret and print representate payee sccounting forms,

Diwnliad submisted farms for up 16 30 days ator subenis

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Ser TCOATY cal IEATTE

STEP 4: Select the Contact Us link in the page header or footer. The system displays the E-

mail a Wage Reporting Expert pop-up window from Electronic Wage Reporting
(EWR).

Sodal Security Online Electrenic Wage Reportmg (EWR)

E-mail a Wage Reporting Expert

Questions for Wage Reporting-Contact SSA

Plesse note that you may have fo close this window in order fo resume your BSO session
Cose Browser Window

You £an use the File meny to clos this window

ssage. Type your =-m:
(7 MUST be compiet

d/or phone number with area code in the space

WARNING! Do notinclude private information, such as your Social Security Number, in your message. This message will be transmitted via
Internet e-mail and could be viewed by athird party.

For Representative Payes Accounting questions, please call 1-800-772-1213 or go to www socislsourity govipayee.

Name: KAMALJIT RANDHAWA
E-mait* kama@ssa.gov

E T T —
Prone Humber:

Ghoose BSO Program Questions or Comments for topics such 35 wage reporting instructions and deadiines, registration, of resubmission notices. Choose BS0
Tachnical Questions or Comments for topics such 2s communications problems, preparing wage data files, or Accuwage. Choose your ragion’s Employsr Services
Liaison Officer (ESLO) for genaral wage reporting concems.

Recipient* [ Select vour mail recipient... ¥
Message™
Send Your Message

Flease note that you may hawe to close this window in order to resume your ESO session

Close Browses Window

You £an use the File meny to close this window
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STEP 5: Registration Information from the user account is displayed in the Name, E-mail, and
Phone Number fields. Verify that the information is correct. The E-mail and Phone
Number can be changed for contact purposes only. (Select the Close Browser Window
button to close the pop-up window without sending a message.)
TIPS:
¢ Fields that are required are marked with a red asterisk (*).

¢ For Representative Payee Accounting questions, please call 1-800-772-1213
or go to www.socialsecurity.gov/payee.

¢ Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with
Employer Customer Service personnel if you do not wish to send an e-mail.

STEP 6: Seclect the desired organization in the Recipient drop-down box. Type your message
in the Message field.

STEP 7: Select the Send Your Message button to send the message. (Select the Close
Browser Window button to close the pop-up window.)
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LESSON 7: VIEW / EDIT ACCOUNT INFORMATION

Follow the instructions below to update your account information.

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

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

Social Secuifty Online Business Services Online

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

= Log In to Online Services

Online Services Availability

New User? Existing User?
. !”("d:V'F’:i‘:; 51‘:"");:;"‘ & You must create an account to use this Please login in below:
O SEETFOLLISLLL website.Once you do, you will be provided a User User ID:
© Sunday: 8AM- 11:30 PM ET ID to log in to our online services. :l

Password: l:l
To create new account you will need to:
Forgot user ID?
« Provide personal information Forgot your password?

+ Provide contact information

« Create your password and security questions User Certification:

Create Log In Account | understand that the Social Security ~
Administration (SSA) will validate the 5
information | provide against the
informafion in SSA's files

183

Need to complete a phonel/form registration? [ I have read & agree to these terms.
Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select the BSO Welcome link on
the page footer.)
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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.

50 M e | BS0 ifermestion | Comact s | Keyboard prdgation

)

Main Menu

KAMALJIT RANDHAWA

out Welcome, KAMALNT RANDHAWA
Your password sxpires on January 14, 2010

Report Wages To Social Security

Submit, download or process W.2s and W-2c%
® i / Edil Accourd Infe Wigw submission etatus, scknowledge resubmission natices o
. FRoquest resubmission extensions

Manage Account

= Digable Ascount
Social Secul Number Verification Service
Manage Services Requiest onling SSM verifcation, or
£ o Submit files for S5 verification
* Rogues] Niw Sunices
* Vige Pending Serdces

Form $5A-1694 Request for Business Entity Taxpayer Information

= Entgr Actaation Coduls) Submit or update 3 Business Taxpayer kdormation form 1o receive form 1099 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA]
. - File & Form 554623, SSA6230, or SEAGZ34 Reprostatativn Payes Repods sloctorically

Subrrat and print representalve payee sccouting forn
Dawnliad submisted farms for up 16 30 days ater subsission

* Bomivs Emploves Information

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Service prrsornel, For TOOMTY end 1,88 335.47T8

B0 M Menn | B

STEP 4: Under the Manage Account section of the left navigation panel, select the View/Edit
Account Info link. The system displays 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.)
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HAMALNT RANDHAWA

[ow our]

Main Menu

Manage Account
.y i 0
* Change Passeond
« Qiggble Accou

Manage Services

* VigwEdi Senices
* Buguogt Nirw Seraces
» View Pending Seeaces

« Enter Activation Codes
Manage Employer Infarmation

= AddUipdale Empfover nformatron
® Harmgve Emplovar ietormation

. View/Edit Account Information

our account information is displayed below, You may update this information at amgims

Fersonal & Contact Information

Nasn

Date of Birth

55N

Country:

Home Street Address:

City, State, Tip
Diaytime Fhone Number
Fiax Number

Emat

Security Questions and Answers

Question 1
Angwr |
Guershion 2
Angwur 2
Question 3
Angwar 3
Cuestion 4
Angwer d
Quesiion 5

Anzwar 5

Edit Personal Inforsation

KAMALJIT RANDHAWA
05031970

NN XN ITOH

United States

1234 ABC

DR

BALITMORE , WD 31207
N3 1231230

Srinlvasa B Dama@ssa.gov

Ediz Sscurity Cuestions

WHAT IS THE NAME OF YOUR FIRST NEPHEW?
ANSWERT

WHAT 15 YOUR HOMETOWHT

ANSWERS

WHAT IS THE NAME OF YOUR FIRST NIECE?
ANSWERZ

WHAT IS THE NAME OF YOUR FIRST PET?
ANSWERS

WHAT WAS YOUR FIRST JOB?

ANSWERI

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
Business Services Online Main Menu, select the BSO Main Menu link in the second
line of the page header.)
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HAMALJIT RRANDHAWA ;hda\ Edit Personal & Contact Information
Log Gt o
Main Menu

* Indicates réquired infarmation

Manage Account Personal Information

» WigwEds Avcount Infn

+ Changt Passwied “Mame:
= Digable Azcoun] FAMALIIT FANDHAVA
*First Middie *Last Suffix
Manage Services )
Date of Elrth:
. t Sar 05031970
* Bloqust New Servces i,
= Vipw Pending Seeaces oy .
= Enter Actvalion Codes Personal Contact Information
Manage Employer Information ‘Country:
Unized Staces -

* AddUpdate Emgloyer Infamatian
* Bernos Employes fnmalion “Home Strest Address:
1204 ADC DR

“Clty: “State:  “Zip Code:
BALITHORE e ¥ 21207 .
“Daytime Phone Number:
1231231234 Extension

Fax Number:

“Email Address: @ Why do you need an smal address? 6
Srinivasa. k. DamaBasa.gov

[cancel Update Information

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.)

Business Services Online

o besmi |

KAMALIIT RANDHAWA #m. Edit Personal & Contact Information - Confirmation
i,

ou have succassiully upadated your persanal and contact infarmation
Main Menu

“Woar new infarmation will be displayed on the View | Edit Account Info pags
Manage Account

* Wil Arcoun Infiy (Go to the Main Nenu)
: E"wl.'l:f‘u'v\.r-'.
Manage Services
- Y'n-\E%.fl S\'n:};\.—'f
* Enjgr Ag
Manage Employer Infarmation
Lo Infgematy

* Bome Ernploys Infunmatsn

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 Business Services Online Main Menu.)
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KAMALIT RANDHAWA . View/Edit Account Information

[l.w Wt]
Main Menu our account information is displayed below, You may update this information at amgims
Manage Account Fersonal & Contact Information Edit Pecaonal Information

» YiewTdt Account Info
* Change Passwoed
+ Diggble Accow

Hame KAMALJIT RANDHAWA
Date of Binh:  0503/1970
SSN XXX XXIT0

Manage Services Country:  United States
Home Street Address. 1234 ABC
o YigwEdE Serices DR

* Buguogl New Serates
* View Pending Semvices City, State, Tip BALITMORE , MD 21207
« Enter Activat

Lnter Agciation Codes. Diytime Phore Number. (123 1231234

Manage Employer Information Fax Number .
Emal StinivasaRDamad@ssa.gov
= AddUipdale Empfover nformatron
« Rarmave Emplover intimation

Security Questions and Answers Edit Security Questions

Question 11 WHAT IS THE NAME OF YOUR FIRST NEPHEW?
Answer 1 ANSWERY

Oueston 2. WHAT IS YOUR HOMETOWN?
Angwur 2. ANSWERS

Question 3 WHAT IS THE NAME OF YOUR FIRST NIECE?
Answir 3 ANSWERZ

Cuestion 4. WHAT IS THE NAKE OF YOUR FIRST PET?
Answer 4. ANSWERS

Dusstion 5 WHAT WAS YOUR FIRST JOB?
Angwar 5. AHSWERY

STEP 8: Seclect 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 Business Services Online Main Menu,
select the BSO Main Menu link in the second line of the page header.)

i M | C

KAMAL T RANDHAWA Edit Security Questions
(o out]
Main Menu The sacunty qUasans and answars you sakectwill b used to valldate your idenbty in case you forget your password
* Indicates required informatian
Manage Account
. - “Question 1: “Answer 1:
* Changs Pagweurd WHAT IS TME NAME OF YOUR FIRST NEPMEW? ™ | ANSVERL
* Dizable Accourd “Question 2: “Answer 2

WHAT 15 YOUR HORETOWNT || anzuEns
Manage Services
“Question 3: “Answer 3:
» Senice: VHAT IS THE NAME OF YOUR FIRST NIECE? || anzvERz
= By 2 Mire Surdces R
- 7 “Question 4: Answer 4:
» Enlgr Agtialivn Codys UHAT 15 THE NAME OF YOUR FIRST PET? | [ansurna
Manage Employer Infarmation Questlon 5: Answer 5:
VHAT WAS YOUR FIRST J0% || ansursa
* Addpdate Exmploys Infyrination
= Remove Employes Information
cancel Update Information

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 Business Services Online Main
Menu, select the BSO Main Menu link in the second line of the page header.)
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Business Services Onlin

i Mean | €

KAMALIIT RANDHAWA p;rs\ Edit Security Questions - Confirmation
'

You have successiully updsted your secunty quasbons
Main Menu

“Woar new infarmation will be displayed on the View | Edit Account Info pags
Manage Account

* yipaiEdil Aggoun] Infe Go ro the Hain Nemu
= Change Pacemord

* Digable Accourd

Manage Services
* yipeiBdil Surices
= Bequess New Semces

* i ng Sireces
* Enlar ige G

Manage Emplayer Information

* Bome Ernploys Infunmatsn

STEP 10: Select the Go to the Main Menu button to return to the Business Services Online
Main Menu.
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LESSON 8: CHANGE YOUR PASSWORD

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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secxdfity Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. 2”:‘“:””"3; E:"‘P;:T"" El You must create an account to use this Please login in below:
O SEriZpaRl-Tik website Once you do, you will be provided a User User ID:
* Sunday: & AM - 11:30 P ET ID to log into our online services. :l

Password: l:l
To create new account you will need to:
Forgot user ID?
« Provide personal information Forgot your password?

+ Provide contact information

« Create your password and security questions User Certification:

Create Log In Account | understand that the Social Security ~
Administration (SSA) will validate the
information | provide against the

information in SSA's files s
Need to complete a phoneiform registration? O I'have read & agree to these terms.
Login

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

NOTE

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

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

The systemwill 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. The system displays the Business Services Online Main Menu page. (To
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return to the Business Services Online 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.

BerAation

Main Menu

)

KAMALJIT RANDHAWA

out Welcome, KAMALNT RANDHAWA,
Your password sxpires on January 14, 2010

Report Wages To Social Secur

Submit, download or process We2s and W.2cs
* Vigw / Edil Accound Infiy statug, netices of
- Frequest resubmission exlensions

Manage Account

= Digable Ascount
Social Secul Number Verification Service
Manage Services Requiest onling SSM verifcation, or
£ o Submit files for S5 verification
= Bugues! New Sonces
* Vige Pending Serdces

Form $5A-1694 Request for Business Entity Taxpayer Information

= Entgr Actaation Coduls) Submit or update 3 Business Taxpayer kdormation form 1o receive form 1099 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA]
o i E b File & Form 554623, SSA6230, or SEAGZ34 Reprostatativn Payes Repods sloctorically

Subrrat and print representalve payee sccouting forns,

* Bomivs Emploves Information
e Davwnliad submisted farms for up 16 30 days after subsission

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Service persornel, For TOOATY col £.86-325-87T8

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

HAMALIT RANDHAWA ;ﬁ\ Change Password
Main Menu Your cument password is scheduled to exire: January 14, 2010
Manage Account Enter Current Password: For sscunty Purposes, your passward
wall expire and must be changed every %0 days.
- 8 Accoun] bl
* Lhange Passeced )
« Disable :‘wm Enter New Password: Your Password:

® Must contam exactly § charactors
* Must contan only numbers and lemers
® Must contar ot least 1 number and 1 letter
Re-enter New Password: » Must contain s not case sensithe

Manage Services
* YViewEdd Semees
* Wiy Pending Senicis

Manage Employer Information

* Rurnie Ernploger efumilicn

[Eomeei) [Ehans_Fomsvord)

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

STEP 6: Select the Change Password button. The system displays the Password Change

Successful page. (To return to the Business Services Online Main Menu without
changing your password, select the Cancel button.)

KAMALIIT RARDHAWA

Main Menu

#m Password Change Successful
)

Your password has been successfully changed.

our new password will remain vald untl Januany 14, 2010
Manage Account

: Y'r\.-\EDd'I Ntu\.l"fl Infy Go ro the Hain Nemu
= Digable Apcourd

Manage Services
= iRl Serices
» Eeguess New Semces

= i Punding Sereces
» Enlse Aciivalion Codes

Manage Emplayer Information

. Lo Infgematy
* Bomgye Ernploys Infarmatzn

STEP 7: Select the Go to the Main Menu button to return to the Business Services Online
Main Menu.
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LESSON 9: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Business Services O

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

og In to Online Services

Online Services Availability

New User? Existing User?
. 2”:‘“:””"3; E:"‘P;:T"" El You must create an account to use this Please login in below:
» Saturday: 5 AM - g
website Once you do, you will be provided a User User ID:
* Sunday: & AM - 11:30 P ET ID to log into our online services. :l
Password: l:l
To create new account you will need to:
Forgot user ID?
« Provide personal information Eorgot your password?

+ Provide contact information

« Create your password and security questions User Certification:

| understand that the Social Security ~
Create Log In Account -
Administration (SSA) will validate the =
information | provide against the
infarmation in SSA's files M
Need to complete a phoneiform registration? O I'have read & agree to these terms.
Login

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

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 “T 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 Business Services Online 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.
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Business Services Onli

Y Main Menu
KAMALNT RANDHAWA
out Welcome, KAMALNT RANDHAWA,
Your password sxpires on January 14, 2010
Report Wages To Social Security
Manage Account Submit, download or process Weds and Weles
® i / Edil Accourd Infe View statuz, naices o
. FRoquest resubmission extensions

= Digable Ascount
Social Secul Number Verification Service

Manage Services Requiest onling SSM verifcation, or

» igw / Edit Serices Submit files for SSN verification

* Boguesl Niw Sorvices

- 5 Form $5A-1694 Request for Business Entity Taxpayer Information

= Entgr Actaation Coduls) Submit or update 3 Business Taxpayer kdormation form 1o receive form 1099 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA]

File a Form S5A623, SSAE230, o SEAGZ34 Repensentatin Payes Repons sloctirically
Subrrat and print representalve payee sccouting forns,
Dawnliad submisted farms for up 16 30 days ater subsission

.
* Bomivs Emploves Information

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Service persornel, For TOOATY col £.86-325-87T8

B0 M Mo | B o Herdiation

STEP 4: Under the Manage Account section of the left navigation panel, select the Disable
Account link. The system displays the Disable Account page.

KAMALJIT RANDHAWA Disable Account
[Log_ou]
Main Menu This function will disbale your Uisar 1D so that it can no longar be usad 1o accass onling serices

* Indicates required informatian
Manage Account

| “Enter Current Password:

.
* Changs Bavword
= Dizable Accourd

“Whiy are you disabling the account?
Manage Services @ | am no langer autharized to access Mess sendcas andior | 1o [oNJer raquirs thass sendces.
O The account has been compromised (e unauthorized access or disclosure)

- F!wu\:';'- DMyws Surices &vour account will be permanently disabled.
- IF you conurue you wil rieed 1O register 4 rew @ccount o Jooess orline Services,
= Eilgr Actieation Codus ¥ bt v -

Manage Employer Infarmation

* Addpdate Exmploys Infyrination Cancel Disable Account|
» Ramgve Emploves information

STEP 5: 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. 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.
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KAMALJIT RANDHAWA Disable Account - Confirmation

(tou o)
Yeur account has been successfully disabled.

WoUr 3CCOUNE CEN NO 10NJEr B USed to 3CC05S onling Sercas. You will nesd 1o Crests & new account
1o lagin 1o 554 online sendces again

Exit Eo SEA Uebaite

STEP 6: Select the Exit to SSA Website button to go to the Social Security Online page. To

register a new account to access online services, select the Create a New Account
button.
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LESSON 10: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Business Services O

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

og In to Online Services

Online Services Availability

New User? Existing User?
. 2”:‘“:””"3; E:"‘P;:T"" El You must create an account to use this Please login in below:
O SEriZpaRl-Tik website Once you do, you will be provided a User User ID:
* Sunday: & AM - 11:30 P ET ID to log into our online services. :l
Password: l:l
To create new account you will need to:
Forgot user ID?
« Provide personal information Eorgot your password?
+ Provide contact information
« Create your password and security questions User Certification:
| understand that the Social Security ~
Create Log In Account -
Administration (SSA) will validate the =
information | provide against the
infarmation in SSA's files M
Need to complete a phonelform registration? O I'have read & agree to these terms.

Login

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

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 “T 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 Business Services Online 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.
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HerAation
Y Main Menu
KAMALJIT RANDHAWA
out Welcome, KAMALNT RANDHAWA
Your password sxpires on January 14, 2010
Report Wages To Social Security
Manage Account Submit, download or process Weds and Weles
* Vigw / Edil Acgound Infe Wigw LETEN natices o
. Request resubmission extensions
= Digable Ascount
Social Secul Number Verification Service
Manage Services Requiest onling SSM verifcation, or
» Vigw { Bt Sercas Submit files for S3N verification
= Bugues! New Sonces
. 5 Form $SA-1694 Request for Business Entity Taxpayer Information
* Enlgr Actwation Codels) Subrrit oe update 3 Buginess Taxpayer kdamation form 1o receive form 1099 for work related to claimant represantation
Manage Employer Information Internet Representative Payee Accounting (IRPA]
o Adi 5 b File a Form S5A623, SSAE230, o SEAGZ34 Repensentatin Payes Repons sloctirically

Subrrat and print representalve payee sccouting forns,

* Bomivs Emploves Information
e Davwnlisad submisted formes for up 16 30 days after sub

sive

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Service prrsornel, For TOOMTY end 1,88 335.47T8

B0 M e | BSC Bardgation

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.)
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Main Menu
Manage Account
* i
* Changy Pogvecsd
» Dissble Accousy
Manage Services

. Vi =,
* Bugquigl New Serates

* Enter Activation Codes
Manage Employer Information

* Addlipdale Emplover Information
» Ramove Emplover information

Remove Access to BSO Services

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

[ Form SSA-1694 Request for Entity Taxpayer

Laws firms, partnerships, corporations, and mult-member LLCs! LLPs that have attomeys and for non-atlomey representalives as
partnérs or employess who recénve dirsct payment must privide us with taspayer identification infarmation for that busingss antity
using the Business Taxpayer Information Form. You will be able to:

= Completé a Business Taxpayer Information Form
» Update a Business Taxpayer information Form

[ inter

t Representative Payee

= Allows individual and organi 1 16 file their Rep Payes Report electronically. This incledes Form
55A-622 for individual Representative Payees, S$5A-6230 for parents, stepparents and grandparents with minor children in
custody, and SSA.6234 for Rep Payes orgamzations

# Allows submission and printing of the appropriate reprasantative payas accounting forms and allows downloading submitted forms
far up bo 30 days after submission

[ Report Wages te Secial Security

= Create, print, and submit Forms We2 and W-2e Onlins,

= Upload wage submission or resubmission files that are prepared in the Electronic Filing (EFWZEFW2C) format,
= Aclnowbedge resubmission request notices and obtain time extensions for resubmission requests, and

* View basic submission status.

Clview File | Wage Report Status, Errors, and Error Notices with Name | S5 Errors

+ Roview the status of wage files andior wage repons submitted by or for your compary,

* Review the erors, including Mame/Social Security Number mismatches, found by Social Security in wage files submitted by or for
wour comparny, and

= Review amor notices, including MamélSocial Security Mumber Mismatch noticés, sent by Social Securty about wags files
submitted by or for your company.

[ social Security Number Verification Service (SSHVS)

= Complete an onling form or submit files to request verification of names and Social Security Mumbers of employees of the
company for which yau work ar of the company that has hired you ta perform this senice.

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 Business Services Online Main Menu without
removing any services. To return to the Business Services Online Main Menu, select
the BSO Main Menu link in the second line of the page header.)



BSO Tutorial Registration Services

Social Sercity Onlines Business Services Online
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e R T Remove Access to BSO Services Successiul
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Lgin Menu Y fequest b nesmdve atcedd bo Sodial Securily Numbes Vieilialion Semoe (SSNVE) was
sacoessiul B you have norncved Bes access in oo you may wso e “Roegues Acoess o 850
Wanage Account SeMMcEs” opbon fom T "Wain Men” selection B re-eouest scess

- E
= Chinably &

Cancl I Tmaciivais Lzoiiar Bepvicw ]

Wanage Services

tixnage Employer information

» datdfUsetite Empieyes ibrmahos
* Bemve Emploge rfonmatos

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 Business Services Online Main
Menu.
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LESSON 11: REQUEST SERVICES SUITE FOR EMPLOYERS

Follow the instructions below to log 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secdsity Online Business Services Online

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

:Log In to Online Services

Online Services Availability

New User? Existing User?
. 2“("”:"*”":‘; :’:“;::;'" T You must create an account to use this Please login in below:
« Saturday: 5 AM - 11 PN website.Once you do, you will be provided a User User ID:
* Sunday BAM-11:30 FMET ID to log in to our online services. ]
Password: l:l
To create new account you will need to:
Forgot user ID?
+ Provide personal information Forgot your password?
« Provide contact information
+ Create your password and security questions User Certification:
| understand that the Social Security ~
Create Log In Account = - =
Administration (SSA) will validate the =
information | provide against the
information in SSA's files M
Need to complete a phone/form registration? [ I'have read & agree to these terms.
Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online 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.
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Social Secility Orline Business Services Online

‘www.socialsecurity.gov BSO Main I.'Is-nul BSO[nfc-mwuc-n\ Contact usl Keyboard Navigation
Main Menu
KAMALJIT RANDHAWA
Welcome, KAMALJIT RANDHAWA
Your password expires on January 03, 2010

Manage Account You currently do not have access to any services.

» View / Edit Account Info The following options are available to you

« Change Password

o Disable Account « You can add senvices to your menu at Request New Senices

Manage Services
o View / Edit Senices
« Request New Senices
o View Pending Senices
» Enter Activation Code(s

Manage Employer Information

+ Add/Update Employer Information

Have a question? Call 1-800-772-6270 Monday through
+ Remove Employer Information

Friday, 7:00 a.m. o 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODATTY call 1-800-325-0778

‘www.socialsecurity.gov BSO Main Menu | BSO[nfc-mwuc-n\ Contact Us | Keyboard Navigation

~

Done & Lacal intranet 0w -

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.)
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HAMALNT RANDHAWA
Log e

Main Menu
Manage Account
* ViewEdt Account Infy
= Change Passeor]
* Diggble Accoun)
Manage Services

. 4 Sar
+ Begues Sirchs
* Vigw Pending Sevdces
« Enter Aztvation Codes

Manage Employer Infarmatien

* Add\pdate Emgtoyar Infamation
* Rumove Ernplows fumalion

;ﬁ\ Request Access to BSO Services

Select Service Suite

Vou must request access to do specific functions within a service suite. Let us help you
choose which functions to add.

] 554 Services Suite for Employers:
Electronic Wage Reporting Service
Allows use of one of more of the folowing Senraces:
= Reporting Wages o Social Secunty
* View FileWVage Reports Status, Errors, and Error Molicas without Marme /' SSMN Errors
* View FileWVage Repons Status, Errors, and Error Moticas with Marme J SSN Emors
ANDIOR
Soclal Security Number Verification Service [SSNVS)

Allgwrs the complabion of an online farm of subrmission of & fle 1o request vanhcation of names and
Social Secunity Numbers of employees.
L) 554 services Suite for Attorneys:

Form 55A-1694 Business Taxpayer Infarmation

Allgwrs sttormeys or authonzed representabives 1o reqister wath Social Secunty for Fom S5A. 168
Request for Business Entity Taxpeyer Information and perform the followang functions

« Complete Form SSA- 1684 Business Taxpayer Information Form
» Update Form S5A-1694 Business Taxpayer Information Farm

[l Internet Repracentative Payes Sure:

Allows ind | and ong aticnal g o il their Rap Parjes Report
alacronically, This incluges Form S5A-623 for inddual Repracentative Payeas, SSA-6230 for
parerts, slepparents and grandparents with rminos chaldren in custody, and S5A-6234 for
Represantative Payes organizations.

Allows submission and printing of the appropaate réprésentative payes accounting forms and
allows dovwnloading submitted forms for up to 30 days after submission

Special Services Sulte:
g

CBSV: Conzent Bazsed Social Security Mumber Verification Service

In order o Complate your régistration wie must coliect your Employer information. Please check the
CESV box to th left then select the "Mext” button below to record your Employer's EIN and
Business or Organization name. Mate: You will be denied access to CESY if this information is not
providad

[cancer] [wvexe ]

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.

If Employer information has not been entered, 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.”

If Employer information has already been entered, the system displays the
Adding Services Wizard pages for the suite(s) of services you selected.

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

www.socialsecurity.gov Main Menu | Contact Us | BSO |nformation | Keyboard
KAMALJIT RANDHAWA ’

Employer Information

Main Menu Page 1 of 4
Employer Identification Number (EIN):

Business or Organization Name:

Manage Account

« View/Edit Account Info ‘TUTORIAL TEST

s Change Password

 Disable Account You currently have access to the following services:
Manage Services Your additional request for services will be for the Employer

Information listed above. To update Employer information,
return to "Account Maintenance", "Update Your Employer
Information”.

o View/Edit Services
« Request New Services
e View Pending Services

e Enter Activation Codes
Manage Employer
Information

e Add/Update Employer
Information

« Remove Employer Information

www.socialsecurity.gov

& Local intranet F 0% -

STEP 6: The Employer Identification Number (EIN) and Business or Organization name
associated to your User ID will be displayed. The services listed are only the ones to
which you have access. Select the Next button to continue. The system displays 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 Request Access to BSO
Services page. To return to the Business Services Online Main Menu, select Main
Menu on the second line of the page header.)
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Social Secuiity Online Business Services Online
www.socialsecurity.gov Main Menu | Contact Us | BSO Information | Keyboard Navigation
WILLIAM FIELD .
Request Access to BSO Services

Main Menu Page 2 of 4
Manage Account Report Wages to Social Security

» View/Edit Account Info Do you want to report wages to Social Security?

« Change Password

» Disable Account Requesting access for the Report Wages to Social Security function will allow

youto:
Manage Services

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

» View/Edit Senices » Upload wage submission or resubmission files that are prepared in the
» Request New Senices Electronic Filing (EFW2/EFW2C) format,

« View Pending Senices « Acknowledge resubmission request notices and obtain time extensions
+ Enter Activation Codes for submission requests, and

. + View basic submission status.
Manage Employer Information

@ Yes
+ Add/Update Employer Information
+ Remove Employer Information < No

www.socialsecurity.gov

STEP 7: Request access to Report Wages to Social Security by selecting the “Yes” radio button
and the Next button. The system displays the View File/Wage Report Status, Errors
and Error Notices page of the adding services wizard. (To return to the Employer
Information page of the adding services wizard, select the Previous button at the
bottom of the page. To return to the Business Services Online Main Menu without
adding services, select Main Menu on the second line of the page header. )
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Social Secuifity Online Business Services Online

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

»®: Request Access to BSO Services
LN
Main Menu Page 3 of 4
Manage Account View File / Wage Report Status, Errors and Error Notices
» View/Edit Account Info View File/WWage Report Status service allows you to view additional
& Change Password submission status of wage information submitted by or for your employer. This
+ Disable Account additional service also allows you to review any errors the Social Security
Administration found in the submitted information, and any error notices the
Manage Services

Sacial Security sent to your employer.

¢ View/Edit Serices You can choose to view the errors and error notices with or
* Request New Senices without Name/SSN errors. Access requires obtaining an

o View Pending Senices activation code which may take up to 2 weeks.
o Enter Activation Codes

Manage Employer Information  * The activation notice for reviewing wage information status without
Name/SSN errors is sent directly to you.
s Add/Update Employer Information « The activation notice for reviewing wage information status with

« Remove Emplover Information Name/SSN errors is sent directly to your employer. This access involves
a more rigorous process and requires pre-authorization from your
employer.

After you receive the activation notice, you may activate this additional service
by logging in to the BSO web site and from the "Account Maintenance" menu,
select "Activate Access to BSO Services" and enter the activation code.

O 1de NOT want the additional Submission Information described above.
Basic Submission Status is included with "Report Wages to Social Security”

O 1 do want the additional Submission Information described above. |

request access to View File/Wage Report Status, Errors and Error Notices
without Name/SSN Errors.

@ | do want the additional Submission Information described above. |

request access to View File/Wage Report Status, Errors and Error Notices
with Name/SSN Errors

STEP 8: Request the desired view of File/Wage Report Status by selecting one of the radio
buttons and the Next button. The system displays the Social Security Number
Verification Service (SSNVS) page of the adding services wizard. (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 Business Services Online

Main Menu without adding services, select Main Menu on the second line of the page
header.)
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Business Services Online

socialsecurity.gov enu | Contact Us | BSO Information | Keyboard Navigation

WILLIAM FIELD ,
L

Request Access to BSO Services

Main Menu Page 4 of 4
Manage Account Social Security Number Verification Service (SSNVS)

» View/Edit Account Info Do you want to verify Social Security Numbers Online?

+ Change Password

«+ Disable Account Requesting access for the Social Security Number Verification Service will

allow you to complete an online form or to submit files to request verification
of names and Social Security Numbers of employees of the company for
which you work or of the company that has hired you to perform this service.

Manage Services

» View/Edit Senices
+ Request New Senices Access to the name/number verification service involves a
» View Pending Semices more rigorous process and requires pre-authorization from
+ Enter Activation Codes your employer. If access is requested, your employer will be
notified via first class mail, usually within 2 weeks. The notice
Manage Employer Information will include an activation code which is needed to activate your
request.
« Add/Update Employer Information
+ Remove Employer Information
O Yes
@ Ne

‘www.socialsecurity.gov

STEP 9: Request access to Social Security Number Verification Service (SSNVS) by selecting
the “Yes” radio button and the Next button. The system displays the Request Summary
page. (To return to the View File/Wage Report Status, Errors and Error Notices page of
the adding services wizard, select the Previous button at the bottom of the page. To
return to the Business Services Online 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.
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Social Secuifty Online Business Services Online

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

WILLIAM FIELD e

L

Request Access to BSO Services

Request Summary

Main Menu You have selected the following functions:

Manage Account Report Wages to Social Security
+ View/Edit Account Info View File'Wage Report Status, Errors and Error Notices with Name /
» Change Password SSN Errors

+ Disable Account
Social Security Number Verification Service (SSNVS)
Manage Services
Select the "Confirm" button below to send your access request to the Social

View/Edit Senices Security Administration. if you wish to make changes, use the "<< Previous"
Request New Senices button to return to the appropriate page.

View Pending Senices

Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information
+ Remove Employer Information

‘www.socialsecurity.gov

STEP 10: 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 Business Services Online Main Menu without adding services, select
Main Menu on the second line of the page header.)

Business Services Online

in Menu | Contact Us | BSO Information | Keyboard Navigation

Request Access to BSO Services Confirmation

Main Menu Your request for access to the services and tasks listed below was received
on September 16, 2009.
Manage Account
Please print this for your records.
+ View/Edit Account Info

« Change Password Report Wages to Social Security
+ Disable Account Your may begin to use this service immediately. To do that, select "BSO
Main Menu" below. Then, on the BSO Main Menu page, select "Report

Manage Services Wages to Social Security.”

+ View/Edit Senices View Name and Social Security Number Errors with Name /| $SN

» Request New Senices Errors

+ View Pending Senices Your activation code has been sent by first class mail to the address we

+ Enter Activation Codes have on record for your employer (HGJHG, AK). Once you have received

. the code and activated this service, you may access "View Name and
Manage Employer Information Social Security Number Errors with Name / SSN Errors” from the BSO Main

Menu page (see activation information at left of this screen).
+ Add/Update Employer Information

+ Remove Employer Information Social Security Number Verification Service
Your activation code has been sent by first class mail to the address we
have on record for your employer (HGJHG, AK). Once you have received
the code and activated this service, you may access "Social Security
MNumber Verification Service" from the BSO Main Menu page (see activation
information at left of this screen).

www.socialsecurity.gov
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STEP 11: The confirmation page shows what services were selected, which are active

NOTE

immediately and which require activation codes. 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 Business Services Online Main Menu, select the Main Menu button.

If the activation codes 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.
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LESSON 12: REQUEST SERVICES SUITE FOR ATTORNEYS

Follow the instructions below to request access to the SSA Services Suite for Attorneys. 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
the service(s).

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

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

Social Secdsity Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. 2“("”:"*”":‘; :’:“;::;'" T You must create an account to use this Please login in below:
« Saturday: 5 AM - 11 PN website.Once you do, you will be provided a User User ID:
* Sunday BAM-11:30 FMET ID to log in to our online services. ]
Password: l:l
To create new account you will need to:
Forgot user ID?
+ Provide personal information Forgot your password?
« Provide contact information
+ Create your password and security questions User Certification:
| understand that the Social Security ~
Create Log In Account = - =
Administration (SSA) will validate the =
information | provide against the
information in SSA's files M
Need to complete a phone/form registration? [ I have read & agree to these terms.
Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online 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.
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Social Secifty Online Business Services Online

‘www.socialsecurity.gov BSO Main I.'Is-nul BSO[nfc-rrnanc-n\ Contact usl Keyboard Navigation
Main Menu
KAMALJIT RANDHAWA
Welcome, KAMALJIT RANDHAWA
Your password expires on January 03, 2010
Report Wages To Social Security
Manage Account Submit, download or process W-2s and W-2cs
o View / Edit Account Info View submission status, acknowledge resubmission notices or
e Change Password Request resubmission extensions

e Disable Account
Social Security Number Verification Service

Manage Services Request online SSN verification, or
Submit files for SSN verification

View / Edit Senices

Request New Senices
View Pending Senices
Enter Activation Code(s

Manage Employer Information

» Add/Update Employer Information
* Remove Employer Information

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

cialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

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
return to the Business Services Online Welcome page, select the Logout button.)
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Social Security Online

‘www.socialsecurity.gov

Registration Services

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

WILLIAM FIELD

Main Menu

Manage Account
o View/Edit Account Info
» Change Password
» Disable Account

Manage Services

+ View/Edit Senices
* Request New Senices

« View Pending Senices
« Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information
+ Remove Employer Information

»w: Request Access to BSO Services
il =

Select Service Suite

You must request access to do specific functions within a service
suite. Let us help you choose which functions to add.

[[] sSA services Suite for Employers:
Electronic Wage Reporting Service
Allows use of one or more of the following services:

« View File/Wage Reports Status, Errors, and Error Notices without
Name / SSN Errors

« View File/Wage Reports Status, Errors, and Error Notices with Name /
SSN Errors

SSA Services Suite for Attorneys:
Form $5A-1694 Business Taxpayer Information

Allows attorneys or authorized representatives to register with Social Security
for Form SSA-1694 Request for Business Entity Taxpayer Information and
perform the following functions:

+ Complete Form SSA-1694 Business Taxpayer Information Form
+ Update Form S5A-1694 Business Taxpayer Information Form

[ Internet Representative Payee Suite:

Allows individual and organizational representatives to file their
Representative Payee Report electronically. This includes Form SSA-623 for
individual Representative Payees, SSA-6230 for parents, stepparents and
grandparents with minor children in custody, and SSA-6234 for
Representative Payee organizations.

Allows submission and printing of the appropriate representative payee
accounting forms and allows downloading submitted forms for up to 30 days
after submission

STEP 5: Continue with this lesson if you wish to request access to the SSA Services Suite for
Attorneys. 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 Attorneys:” and select the Next

button.

e If Employer information has not been entered, 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.”

e If Employer information has already been entered, the system displays the
Adding Services Wizard pages for the suite(s) of services you selected.

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

enu | Contact Us | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA .
Employer Information

Main Menu Page 1 of 2
Employer Identification Number (EIN); 521437743
Manage Account ploy (Em): 21437743 |

Business or Organization Name:
[TuToRIAL TEST |

« View/Edit Account Info

» Change Password
» Disable Account

You currently have access to the following services:
Manage Services Report Wages to Social Security
o View/Edit Senices

« Request New Senices
o View Pending Senices
o Enter Activation Codes

View FileWage Report Status, Errors and Error Motices with Name /
SSN Errors

Social Security Number Verification Service (SSNVS)

Manage Employer Information  yqr additional request for services will be for the Employer Information listed
above. To update Employer information, return to "Account Maintenance”,
"Update Your Employer Information”.

Previous Next

« Add/Update Employer Information
« Remove Employer Information

www.socialsecurity.gov

STEP 6: Review the employer information displayed.

e If the employer information displayed is incorrect, you may update your
employer information by selecting the Add/Update Employer Information link
on the left navigation panel.

e If the employer information displayed is correct, select the Next button. The
system displays the Complete Form SSA-1694 Business Taxpayer Information
Form page of the adding services wizard.

(Select the Previous button at the bottom of the page to return to the Request Access
to BSO Services page. To return to the Business Services Online Main Menu, select
Main Menu on the second line of the page header.)
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Social Sefrity Online Business Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO |nformation | Keyboard
KAMALJIT RANDHAWA ’

Request Access to BSO Services

Main Menu Page 2 of 2

Manage Account Complete Form SSA-1694 Business Taxpayer
Information Form

e View/Edit Account Info

+ Change Password Do you want to Complete Form $S8A-1694 Business

+ Disable Account Taxpayer Information Form?
Law firms, partnerships, corperations, or multi-member
LLCs/LLPs that have attorneys and/or non-attorney
representatives as partners or employees who receive direct
payments must provide us with taxpayer identification
information for that business entity using the Business Taxpayer
Information Form (Form SSA-1694). You will be able to:

Manage Services

e View/Edit Services

« Request New Services
s View Pending Services
s Enter Activation Codes

Manage Employer « Complete a Business Taxpayer Information Form
Information « Update a Business Taxpayer Information Form
+ Add/Update Employer © Yes
Information
s Remove Employer Information © No

www.socialsecurity.gov

STEP 7: Request access to Complete Form SSA-1694 Business Taxpayer Information Form by
selecting the “Yes” radio button and the Next button. The system displays the Request
Summary page. (To return to the Employer Information page of the adding services
wizard, select the Previous button at the bottom of the page. To return to the Business
Services Online Main Menu without adding services, select Main Menu on the second
line of the page header.)
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Social Sefrity Online Business Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO |nformation | Keyboard
KAMALJIT RANDHAWA ’

Request Access to BSO Services

Request Summary
Main Menu You have selected the following functions:
Manage Account Form SSA-1694 Request for Business Entity Taxpayer
Information
« View/Edit Account Info
« Change Password Select the "Confirm" button below to send your access request
o Disable Account to the Social Security Administration. If you wish to make
_ changes, use the "<< Previous" button to return to the
Manage Services appropriate page.
» ViewEdr Seices

« Request New Services

e View Pending Services
e Enter Activation Codes

Manage Employer
Information

e Add/Update Employer
Information

* Remove Employer Information

www.socialsecurity.gov

STEP 8: Review the list of services 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 Complete Form SSA-1694 Business Taxpayer Information
Form page of the adding services wizard, select the Previous button at the bottom of
the page. To return to the Business Services Online Main Menu without adding
services, select Main Menu on the second line of the page header.)
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Social Sefrity Online Business Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO |nformation | Keyboard
KAMALJIT RANDHAWA ’

Request Access to BSO Services Confirmation

Main Menu Your request for access to the services and tasks listed below
was received on October 21, 2009.
Manage Account

Please print this for your records.
e View/Edit Account Info

» Change Password Form $SA-1694 Request for Business Entity Taxpayer
« Disable Account Information
Your may begin to use this service immediately. To do that,
Manage Services select "BSO Main Menu" below. Then, on the BSO Main Menu

page, select "Form SSA-1694 Request for Business Entity

* View/Edt Services Taxpayer Information.”

« Request New Services

s View Pending Services

s Enter Activation Codes

Manage Employer
Information

« Add/Update Employer
Information

« Remove Emplover Information

www.socialsecurity.gov

STEP 9: The confirmation screen shows what services were selected, which are active
immediately and which require activation codes. Activation codes will be mailed to the
address we have on record for your employer and are usually received within two
weeks. To return to the Main Menu, select the Main Menu button.
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LESSON 13: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Sectifity Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. ";"“t"“:V’F”dif‘ 51’;"");;‘"‘ (& You must create an account to use this Please login in below:
« Saturday: 5 AM - 11 PN website Once you do, you will be provided a User User ID:
O SOl = TR ID to log in to our online services. I
Password: l:l
To create new account you will need to:
Forgot user ID?
+ Provide personal information Forgot your password?
« Provide contact information
+ Create your password and security questions User Certification:
| understand that the Sacial Security ~
Create Log In Account = - =
Administration (SSA) will validate the =
information | provide against the
infarmation in S5A's files M
Need to complete a phonelform registration? [ I'have read & agree to these terms.

LogIn

‘www.socialsecurity.qov BSO Welcome | BSO Information | Keyboard Navigation

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 Business Services Online Main Menu page. (To
return to the Business Services Online 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.



BSO Tutorial Registration Services

Business Services Online

Social Security Online

www.socialsecurity.gov

BSO Main Menu | BSDjmc-rman'c-nl Contact Us | Keyboard Navigation

A Main Menu

KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA
Your password expires on January 03, 2010

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
View submission status, acknowledge resubmission notices or
Request resubmission extensions

Manage Account
e View / Edit Account Info
® Change Password
& Disable Account

Social Security Number Verification Service
Request online SSN verification, or
Submit files for SSN verification

Manage Services
e View / Edit Senices

& Request New Senices

& View Pending Senvices . . .

= e———— 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

Manage Employer Information

e Add/Update Employer Information
e Remove Employer Information

Have a question? Call 1-800-772-6270 Monday through
Friday, 700 am_to 7-00 p.m_Eastern Time to speak with Employer Customer
Senice personnel. For TDD/TTY call 1-800-325-0778.

BSO Main Menu | BSO0 Information Cc-ntactgﬁl Keyboard Navigation

.socialsecurity.gov

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
return to the Business Services Online Welcome page, select the Logout button.)
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Social Security Online

‘www.socialsecurity.gov

Registration Services

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA

Main Menu
Manage Account

+ View/Edit Account Info

e Change Password
o Disable Account

Manage Services

« View/Edit Senices

* Reguest Mew Senices
* View Pending Senices
.

Enter Activation Codes
Manage Employer Information

+ Add/Update Employer Information
+ Remove Employer Information

Request Access to BSO Services

Select Service Suite

You must request access to do specific functions within a service
suite. Let us help you choose which functions to add.

[ §8A Services Suite for Employers:
Electronic Wage Reporting Service
Allows use of one or more of the following services:

+ View File\Wage Reporis Status, Errors, and Error Notices without
Name / SSN Errors

+ View File/Wage Reports Status, Errors, and Error Notices with Name /
SSN Errors

Internet Representative Payee Suite:

Allows individual and organizational representatives to file their
Representative Payee Report electronically. This includes Form SSA-623 for
individual Representative Payees, SSA-6230 for parents, stepparents and
grandparents with minor children in custody, and SSA-6234 for
Representative Payee organizations.

Allows submission and printing of the appropriate representative payee

accounting forms and allows downloading submitted forms for up to 30 days
after submission

‘www.socialsecurity.gov

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 Business Services Online Main Menu page, select the
Cancel button.)
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Social Security Online

‘www.socialsecurity.gov

Registration Services

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA

Main Menu

Manage Account
« View/Edit Account Info
s Change Password
» Disable Account

Manage Services

« View/Edit Senices
* Reguest Mew Senices

+ View Pending Senices
« Enter Activation Codes

Manage Employer Information

« Add/Update Employer Information
» Remove Employer Information

Request Access to BSO Services

Page 1 of 1
Internet Representative Payee
Do you want to complete Form SSA-623,5SSA-6230 or SSA-62347

Allows individual and organizational representatives to file their
Representative Payee Report electronically. This includes the following:

« Form SSA-623 for individual Representative Payees

« SSA-6230 for parents, stepparents and grandparents with minor children
in custody

+ S5A-6234 for Representative Payee organizations

Allows submission and printing of the appropriate representative payee
accounting forms and allows downloading submitted forms for up to 30 days
after submission.

© No

& Yes, and | am an employee of a Representative Payee organization that
administers benefits for several benefit recipients

Support for registration, login, and selecting the IRPA service: Call 1-800-773-
6270

‘www.socialsecurity.gov

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 Main Menu on the second
line of the page header.)
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Social Sefrity Online Business Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO Information | Keyboard
KAMALJIT RANDHAWA ’ :
Request Access to BSO Services

Request Summary
Main Menu You have selected the following functions:
Manage Account Internet Representative Payee
o View/Edit Account Info Select the "Confirm" button below to send your access request
« Change Password to the Social Security Administration. If you wish to make
o Disable Account changes, use the "<< Previous" button to return to the
appropriate page.
Manage Services

o View/Edit Services
« Request New Services

e View Pending Services
e Enter Activation Codes

Manage Employer
Information

e Add/Update Employer
Information

* Remove Employer Information

www.socialsecurity.gov

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 Business Services Online Main Menu without
adding services, select Main Menu on the second line of the page header.)
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Social Sefrity Online Business Services Online

www.socialsecurity.gov Main Menu | Gontact Us | BSO [nformation | Keyboard
KAMALJIT RANDHAWA e

Log Out

Request Access to BSO Services Confirmation

Main Menu Your request for access to the services and tasks listed below
was received on October 21, 2009.
Manage Account

Please print this for your records.
e View/Edit Account Info

» Change Password Internet Representative Payee
o Disable Account Your may begin to use this service immediately. To do that,
. select "BSO Main Menu" below. Then, on the BSO Main Menu
Manage Services page, select "Internet Representative Payee."
e View/Edit Services

« Request New Services

s View Pending Services
s Enter Activation Codes

Manage Employer
Information

« Add/Update Employer
Information

« Remove Emplover Information

www.socialsecurity.gov

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 14: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secdsity Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. :”:‘“:y'Frﬂif; E:"L;::T"" T You must create an account to use this Please login in below-
C SanERAll-T website.Once you do, you will be provided a User User ID:
 Sunday: 8 AM- 11:30 PM ET ID to log in to our online services. :l
Password: |:|
To create new account you will need to:
Forgot user ID?
« Provide personal information Eorgot your password?
+ Provide contact information
« Create your password and security questions User Certification:
Create Log In Account | understand that the Social Security ~
Administration (SSA) will validate the =
information | provide against the
information in SSA's files ™
Need to complete a phonelform registration? [ I have read & agree fo these terms.

Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online 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.
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Business Services Online

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

‘“T‘n”;’ Main Menu

%,

Social Security Online

www.socialsecurity.gov

i
KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA
Your password expires on January 03, 2010

Manage Account Report Wages To Social Security

® View / Edit Account Info Submit, download or process W-2s and W-2cs
View submission status, acknowledge resubmission notices or
Request resubmission extensions

® Change Password
® Disable Account

Manage Services
® View [ Edit Senices
® Request New Senices
® View Pending Senices

® Enter Activation Code(s

Manage Employer Information
® Add/Update Employer Information
® Remove Employer Information

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

www.socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation

& Lacal intranet 0w -

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.
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Registration Services

Social Securiy Oniine Business Services Online
www.socialsecurity.gov Main Menu | Contact Us | BSO Information | Keyboard Navigation
KAMALJIT RANDHAWA L
Re-Request Activation Codes
Main Menu You have previously requested access to the services below. If you have not received, or

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

Manage Account

* View/Edit Account info
+ Change Password

* Disable Account View File/Wage Report Status, Errors, and Error Hotices with Name / SSN Errors

Manage Services

Review the status of wage files and/or wage reports submitted by or for your company,

+ View/Edit Services. Review the errors. including Name/Social Security Number mismatches, found by

+ Request New Services. Social Security in wage files submitted by or for your company. and

o View Pending Services « Review error notices, including Name/Social Security Number Mismatch notices, sent

« Enter Activation Codes by Social Security about wage files submitted by or for your company.

Manage Employer Information *Access to this senice involves a more rigorous process and requires pre-authorizaton from
wour employer. If it has been 2 weeks since you requested this access and you ave not yet

+ Add/lipdate Emplover nformation received your activation code from your emplayer, please check with your empayer first before

« Remove Emplover nformatien re-requesting another activation code.

Social Security Number Verification Service (SSNVS)

« Complete an online form or submit files to request verification of names and Social
Security Numbers of employees of the company for which you work or of the company
that has hired you to perform this senice.

*Access to this senvice involves a more rigorous process and requires pre-authorizaton from
your employer. If it has been 2 weeks since you requested this access and you ave not yet

received your activation code from your emplayer, please check with your empayer first before
re-requesting another activation code.

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 Ifit 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.

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

Menu | Contact Us | BSO Information | Keyboard Navigation
KAMALJIT RANDHAWA

M View Pending Services - Confirmation of Activation Code Notice Re-

e Request

Main Menu You have successfully submitted a request for a new activation
notice.
Manage Account

[ View Pending Services ] [ Go to the Main Menu ]

= View/Edit Account Info
» Change Password
+ Disable Account

Manage Services

» View/Edit Services

+ Reguest New Senices
.

.

View Pending Senices
Enter Activation Codes

Manage Employer Information

STEP 6: Seclect the View Pending Services button to return to the Re-Request Activation
Codes page. To return to the Business Services Online Main Menu, select the Go to
the Main Menu button.
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LESSON 15: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secxdfity Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. 2”:‘“:””"3; E:"‘P;:T"" El You must create an account to use this Please login in below:
O SEriZpaRl-Tik website Once you do, you will be provided a User User ID:
* Sunday: & AM - 11:30 P ET ID to log into our online services. :l
Password: l:l
To create new account you will need to:
Forgot user ID?
« Provide personal information Eorgot your password?
+ Provide contact information
« Create your password and security questions User Certification:
| understand that the Social Security ~
Create Log In Account -
Administration (SSA) will validate the =
information | provide against the
infarmation in SSA's files M
Need to complete a phonelform registration? O I'have read & agree to these terms.
Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select the BSO Welcome link in
the page footer.)

NOTE
The menu selection on your BSO Main Menu isunique to you and presents only the
applications and services to which you have access.
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Social Secifty Online Business Services Online

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

Main Menu

KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA

Your password expires on January 03, 2010

Report Wages To Social Security
Manage Account Submi downioad or process W-2s and W-2cs
. - View submission status, acknowledge resubmission notices or
o View / Edit Account Info

Request resubmission extensions
* Change Password
« Disable Account

Manage Services
« View / Edit Senices
« Reguest New Semices
» View Pending Senices
» Enter Activation Code(s

Manage Employer Information

« Add/Update Employer Information
o Remove Employer Information

tion? Call 1-800-772-6270 Monday through
o p.m. Eastem Time to spesk with Employer Customer
Service parsonnel. For TDDATTY call 1-800-325-0776.

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

& Local intranet F 0% -

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
Business Services Online Main Menu page without activating a service.)

If you have more than one activation code to enter, repeat Steps 4 and 5.

- { Formatted: Font: Bold
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r = . =T
Social Secufity Ouline Business Services Online
Bhain Mean | Contact Us | BSO fnformation | Keyboard Nndgation
KAMALIIT RANDHAWA #m: Enter Activation Code(s)
)
Main Menu Enter the activation cods for any service(s) for which you have requested access and have recsived

an activation cods
Manage Account

. Enter Activation Code:
- i —
* Change Passimied
# Digable Accourd
Manage Services cancel | Jetivate Service (3)

YiewEdd Semices
* Boquest New Serdces
* Wigw Pending Sere

* Enter Activalion Codes
Manage Employer Information

+ AddApdate Emploxes Infarmation
* Removs Emplover Infurmatsn

STEP S: 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 Business Services Online Main Menu
page without activating a service.)

Business Services Onlin

o Mesmi | at K
KAMALIIT RANDHAWA #m: Enter Activation Code(s) - Confirmation
N}

Main Menu “Vou have successfully activated Social Securlty Number Verification Service (SSHVE).
Manage Account The sendcels) listed are now available fram the Main Menu

o ViswiEdil Aoy In

* Changs: Pasw:rﬂl ‘ [Go 5o vhe Hain Hew]

» [igghle Accourd

Manage Services
* VigwEdt Serices
: R.N"‘E-:.' Il\lll"-fSﬂ:-\;c':s
* EnterActiation Codes
Manage Employer Information

« AddApdate Emalayes Infarmation
= Remevs Employsr Infurmatsn

STEP 6: Select the Go to the Main Menu button to return to the Business Services Online
Main Menu page. The activated service will be listed.
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LESSON 16: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secuifty Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. :"(’“’:V’F':i‘:; 51':"");:;"‘ T You must create an account to use this Please login in below:
« Saturday: 5 AM - 11 PN website.Once you do, you will be provided a User User ID:
* Sunday BAM-11:30 FMET ID to log in to our online services. ]
Password: l:l
To create new account you will need to:
Forgot user ID?
+ Provide personal information Forgot your password?
« Provide contact information
+ Create your password and security questions User Certification:
| understand that the Social Security ~
Create Log In Account = - =
Administration (SSA) will validate the =
information | provide against the
information in SSA's files M
Need to complete a phone/form registration? [ I have read & agree to these terms.

Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select 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.
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£= Main Menu - Windows Internet Explorer

@\‘) | &) hitpsifsecureval ssa.gov/apps12zfimenufiresiienu.do N ESE 2]
Fle Edt ¥ew Favorites Tools Help
— r = »
W e [@MamMenu I I B v B i v [rpage - 0 Tools -
&
Social S Oniline Business Services Online
‘www.socialsecurity.gov BSO Main I.'Is-nul BSO[nfc-rrnanc-n\ Contact usl Keyboard Navigation
Main Menu
KAMALJIT RANDHAWA
Welcome, KAMALJIT RANDHAWA
Your password expires on January 03, 2010
Manage Account You currently do not have access to any services.
» View / Edit Account Info The following options are available to you
« Change Password
o Disable Account « You can add senvices to your menu at Request New Senices
Manage Services
o View / Edit Senices
« Request New Senices
o View Pending Senices
» Enter Activation Code(s
Manage Employer Information
i
* AddUpdate Employer Information Have a question? Call1-800-772-6270 Monday through
+ Remove Employer Information Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDATY call 1-800-325-0778
‘www.socialsecurity.gov BSO Main I.'Is-nul BSO[nfc-rrnanc-n\ Contact usl Keyboard Navigation =
Done

& Lacal intranet 0w -

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 Business Services Online 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 pageis 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 Online

Registration Services

Business Services Online

www.socialsecurity.gov

WILLIAM FIELD

Main Menu

Manage Account

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

Manage Services

View/Edit Senices
Request New Senices

View Pending Senvices
Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information
+ Remove Employer Information

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

Employer Information Attestation

Please read the following information about entering employer information to request
access to BSO services.

Employer Information for Business Services Online.

To request access to BSO services, complete the employer information form
and select the submit button on the following page. The information you
submit will be verified against our records.

After successfully entering employer information, you will be able to select
individual services based upon the suite(s) of services you selected.

‘You may update your employer information 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:

« | am currently employed by the employer associated with my employer
information and am authorized to conduct business on behalf of the
employer.

OR

| am the employer of an individual or individuals who work(s) for me in my
household.

OR
I am a self-employed individual.
OR

| am a volunteer for an organization.

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

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

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

'www.socialsecurity.gov

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

S electing 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.”)

(S elect the Cancel button to return to the Business Services Online Main Menu page.
To return to the BSO Welcome page, select the Log Out button.)
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Social Secuifty Online Business Services Online

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

WILLIAM FIELD -
Add Employer Information
Main Menu You must have an Employer Identification Number (EIN) to request access fo  FermApproved: OMB No. 0860-0626
some of the BSO Senvices. If you are seff-employed, you may request limited  x#retion date: 091202009
Manage Account access without an EIN. Apply For EIN
+ View/Edit Account Info NOTE: Accountants, CPAs, efc. You only need to register once in your own
» Change Password firm's name. You can then conduct business for as many clients as you wish.

» Disable Account
Information about you, or your business or organization: We will compare this

Manage Services information with our records to verify you are currently employed by the
business or organization you represent. Correspondence to your employer
+ View/Edit Senices will be sent to the address we have on file. Select this link for more help with
» Request New Senices completing this form.
+ View Pending Senices
» Enter Activation Codes (&} I have an $5N and | am an employee of a business or organization that has an EIN

i © 1 do NOT have an SSH and | work outside the U.S. for a business or organization that has an
Manage Employer Information  em
O 1am Self-Employed with an EIN and receive a W-2 under this EIN
+ Add/Update Employer Information O 1am Self-Employed with an EIN and do NOT receive a W-2 under this EIN
* Remove Employer Information © 1am SelfEmployed and my earnings are reported on IRS Schedule SE (Self-Employment
Earnings)
(2 1am a Household Employer and have an EIN

3 1am a Volunteer for an organization that has an EIN

Employer Identification Number (EIN):

{If you do NOT have sn EIN then leave this field blank )

Business or Organization Name:

Please check the following statement ONLY if applicable.

[ I'am a third party submitter registering to do business on behalf of another
business or organization.

[ Submit Employer Information ]

‘www.socialsecurity.gov

STEP 6: Seclect 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.

¢ Ifyou do not have an EIN, leave the EIN field blank.

STEP 7: If you are a third party submitter registering to do business on behalf of another
business or organization, check the check box beside that statement. 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 Business Services Online Main Menu page. To return to the BSO
Welcome page, select the Log Out button.)



BSO Tutorial Registration Services

- —~ 1t
Se s Online
e gocialeouny.go S0 Mauin Monu | BSO Information | Contact Us | Keyboard Navigation
- Add Your Employer Information Successful LOGOUT | BSO HELP

Online Services

& MondayFridey 5 AM . 1 AMET

® Saturday. & AN - 11 PMET Four employer Information has been added.

* Sundwy 8 AM - 1130 PMET
iin Mo | [ FoquestAccess 0855 Services |

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 Business Services Online Main Menu page. To
return to the BSO Welcome page, select the Logout link.)
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LESSON 17: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secdsity Online Business Services Online

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

:Log In to Online Services

Online Services Availability

New User? Existing User?
. 2“("”:"*”":‘; :’:“;::;'" T You must create an account to use this Please login in below:
« Saturday: 5 AM - 11 PN website.Once you do, you will be provided a User User ID:
* Sunday BAM-11:30 FMET ID to log in to our online services. ]
Password: l:l
To create new account you will need to:
Forgot user ID?
+ Provide personal information Forgot your password?
« Provide contact information
+ Create your password and security questions User Certification:
| understand that the Social Security ~
Create Log In Account = - =
Administration (SSA) will validate the
information | provide against the
information in SSA's files M
Need to complete a phone/form registration? [ I'have read & agree to these terms.
Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select 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.
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Business Services Onli

Y Main Menu

KAMALJIT RANDHAWA

out Welcome, KAMALNT RANDHAWA
Your password sxpires on January 14, 2010

Report Wages To Social Security

Submit, download or process W.2s and W-2c%
® i / Edil Accourd Infe View statuz, naices o
. FRoquest resubmission extensions

Manage Account

= Digable Ascount
Social Secul Number Verification Service

Manage Services Requiest onling SSM verifcation, or
» igw / Edit Serices Submit files for SSN verification
* Boguesl Niw Sorvices
- 5 Form $5A-1694 Request for Business Entity Taxpayer Information
= Entgr Actaation Coduls) Submit or update 3 Business Taxpayer kdormation form 1o receive form 1099 for work related to claimant representation

Manage Employer Information Internet Representative Payee Accounting (IRPA]

- File & Form 554623, SSA6230, or SEAGZ34 Reprostatativn Payes Repods sloctorically
Subrret and print representalve payee sccounting forms,
Diawnload submitted forms for up 16 30 days after submission

.
* Bomivs Emploves Information

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Service persornel, For TOOATY col £.86-325-87T8

B0 M Mo | B o Herdiation

STEP 4: 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 Business Services Online Welcome page.)

KARALIT RANDHAWA . Update Your Employer Information

o)

This employer information fom is used to gather information about the business you ovn or by
Main Menu which you are employed. W will compare this information with our records to verify you are
. currenthy amployed by the business or organization you represent. Cormaspondence wath your
Manags Account amployer will be sent 1o the address we heva on fils
-y

i In
* Changy Pogvecnd
» [haghle Accour]

Tor changs your EIM you must hirst “Remove Your Employer Infarmation” which vall deactivate all
activie sendces with this employver and then re-request sendces from "Account Maintenance”,
"Request Access to BSO Senvices.”
Manage Services
. Ihave an SSN and | am an employee of 3 busingss or an arganization that has an EM

» \ViewFdi Senices

* Buguuil Niw Surrices Employer Identification Number (EIN): 010247307

« Vigw Pending Sseices

« Enter Activation Codes

Business or Organization Hame:

Manage Employer Information MRS RYRAN RERSCH

* Addpdate Empleyer Information Please check the followang the statement Balow ONLY if applicable
® iamove Emplover ietormation

11z a third party submitter registenng 1o do business on behall of ancther compary.

Cancel Updaze

STEP 5: 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 Business Services Online 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 |eft navigation panel.
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KAMALIT RANDHAWA ﬁl:,‘q Update Your Employer Information Successful

(o our]
Your employer infarmation has baen updated.

Main Menu [nain nenu)
Manags Account

- \-_"l\':e\'.'hd‘.lr‘\'uwlul dnfp

: Dlsab":.':\(r.ul.m

Manage Services
- 4 Stenac
- Sari
* Vigw Pending Serices
« Epter Actylion Ce

Manage Employer Information

* Rurnie Ernploper efumilicn

STEP 6: Select the Main Menu button to return to the Business Services Online Main Menu.
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LESSON 18: 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 Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

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

Social Secdsity Online Business Services Online

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

og In to Online Services

Online Services Availability

New User? Existing User?
. :”("“:y'F”dit’; 5::"");‘1:7"" & You must create an account to use this Please login in below:
C SELITE A= L website.Once you do, you will be provided a User User ID:
© Sunday: 8AM- 11:30 PM ET ID to log in to our online services. :l
Password: l:l
To create new account you will need to:
Forgot user ID?
« Provide personal information Forgot your password?
+ Provide contact information
« Create your password and security questions User Certification:
Create Log In Account | understand that the Social Security ~
Administration (SSA) will validate the
information | provide against the
informafion in SSA's files 4]
Need to complete a phone/form registration? [ I have read & agree to these terms.

Login

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

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 Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select BSO Welcome link in the
page footer.)

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

out

Manage Account
® i / Edil Accourd Infe
.

* Digable Account
Manage Services

» Vigw { Edit Serices

= Bugues! New Sonces

& =

* Enler Actwvaion Coduls)
Manage Employer Information

* &uddAlodate Emoloyer nfrmation
* Bomivs Emploves Information

[

Main Menu

Welcome, KAMALNT RANDHAWA
Your password sxpires on January 14, 2010

Report Wages To Social Security
Submit, download or process We2s and W.2cs
View submission stslus, scknowledge resubmisson notices or
Frequest resubmission exlensions

Social Secul Number Verification Service
Requist orling SN veriteation, o
Submit files for S3N verification

Form $5A-1694 Request for Business Entity Taxpayer Information

Submt o¢ update & Business Taxpayer infarmation form 10 recaive form 1098 for work relatad ta claimant representation

Internet Representative Payee Accounting {(IRPA]
File & Form 554623, SSA6230, or SEAGZ34 Reprostatativn Payes Repods sloctorically
Subrret and print representalve payee sccounting forms,
Diawnload submited farms for up 16 30 days after sub

sive

Fore n quesstin? Call 1.500.T12. 8700 Monctey hrough
Fridary, 700 am. to 7:00 p.m. Eastern Time to speak wih Empicryer Customer
Service prrsornel, For TOOMTY end 1,88 335.47T8

A gy

Bardgation

STEP 4: 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 Business Services Online Welcome

page.)

Social Security Online

Business Services Online

‘www.socialsecurity.gov
KAMALJIT RANDHAWA

Main Menu
Manage Account

+ View/Edit Account Info

e Change Password
» Disable Account

Manage Services

View/Edit Senices
Request Mew Senices

.
.

+ View Pending Senices
« Enter Activation Codes

Manage Employer Information

« Add/Update Employer Information
» Remove Employer Information

Main Menu | Contact Us | BSO Information | Keyboard Navigation

W Remove Your Employer Information

Employer Identification Number (EIN):

Business or Organization Name:
[TuTORIAL TEST |

Removing this employer information will cause the following
services to be deactivated:

Report Wages to Sacial Security

View File/Wage Report Status, Errors and Error Notices with Name /
SSN Errors

Social Security Number Verification Service (SSNVS)
Form SSA-1694 Request for Business Entity Taxpayer Information

Select "Remove Employer" to remove your employer information
and deactivate access to the services listed above.

Remove Emplover

‘www.socialsecurity.gov

STEP 5: 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 Business Services Online Main Menu page without removing the

employer.)

NOTE

Removing this employer information will cause the listed services to be deactivated.
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HAMALNT RANDHAWA

[ Log Cut ] .
Remove Your Employer Information Successful
Your employer information has been removed and all access to services associated with that employer has been
deactivated.
Main Menu Select "Request Access 1o ESO Senvices” to réquest 20Cess 10 business senices online and add
mewy ernployer information, if regquared
Manage Account i i i
050 Main Menu [quu::c Access o BSO Services

» vigwEds Arcount info
. P i
* Digable Azcoun]
Manage Services
. t Sar
* Beguost New Serdces
* igw Pending Seeac
* Enter Actrealion Codus
Manage Employer Information
* dufdipdile Emgloyar Information

* Rerngve Employe: kifnmiles

STEP 6: Select the Request Access to BSO Services button to request new services for a
different employer. To return to the Business Services Online Main Menu, select the BSO Main
Menu button.



