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Appointed Representative Access to the Electronic Folder

Overview

This guide provides Social Security Administration (SSA) claimants’ appointed representatives
with detailed instructions for viewing and downloading documents, as well as downloading
multimedia files, in their claimant’s electronic folder. It also provides guidance on submitting
evidence in electronic format (e.g., briefs and additional disability-related evidence) using the
upload feature inside the claimant’s electronic file. The goal is to provide cost effective
eGovernment services to appointed representatives that will give them the ability to transact
securely and easily most of their business with SSA electronically.

Appointed Representatives Requirements for Access to the Electronic
Folder

e You must have a User ID, a Rep ID and a self-selected password;
e The claimant’s file must be electronic at the Hearing or Appeals Council level; and

e The link Access Claimant’s Electronic Folder must be displayed on the Electronic
Records Express Home page under the Appointed Representative Services
heading.

Logging into the Appointed Representative Services:

Log into Business Services Online at www.socialsecurity.gov/ar

NOTE: You must open a single browser session to log into the Appointed
Representative Services to access electronic folders. After login, do not open
multiple browser sessions to open electronic folders and review or download
files.

The User ID and password for the Appointed Representative Services cannot be used on other
Social Security Administration website login pages. The login will fail and be considered an
invalid attempt. After a certain number of invalid login attempts, your User ID may be
suspended.
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Appointed Representative Services — Main Menu

The Main Menu page (Figure 1) displays the following application links:
o Electronic Records Express (ERE) - Provides access to eFolder services.

e Automated Scheduling - SSA is currently piloting the Automated Scheduling
Application (ASA). The pilot is limited to invited participants only. Representatives
enrolled with ARS will be notified when the ASA application is available for all
representatives for use.

Select Enter ERE button.

Figure 1

Text Size *  Accessibility Help

ﬁm\ Social Security

The Official Website of the U.5. Social Security Administration

Appointed Representative Services

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

* Communication Utility
* Get Hearing Office Status Report

Enter ERE

Automated Scheduling

Automated Scheduling allows you to:
* Access your profile
+ Enter or Edit your availability
* View a calendar showing the hearings for which you have been scheduled

Enter Automated Scheduling

Registration

Internet Registration for Appointed Representative Services is currently unavailable while we improve the
online registration process. Please complete the paper form SSA-1699 to register for Direct Pay or to
update your information, and fax it to (570) 270-7307.

Log Out

NOTE: The names and other identifying information contained in this document
were created for test scenarios and do not represent actual individuals.
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Instructions for Accessing the Electronic Folder

Electronic Records Express Home Page

e To access the folder, select the Access Claimant’s Electronic Folder (Figure 2)
application link on the Electronic Records Express Home page.

Figure 2

] Electronic Records Express

www.socialsecurity.qov Freguently Asked Questions User Instructions

.. Electronic Records Express Home
X Welcome to Electronic Records Express

KENNETH MOORE ; ] . Bulletin Board
ReplD-PC7438RVBY Appointed Representative Services

Updated 07/07/2011
Log Out 5
¢ Access Claimants Electronic Folder What's Hew?
Get important information about Electronic Records)
< Back to Appointed Representative D Exuress aikili
D (o] Y.

Services Main Menu

Email for more information or call toll free:

* SendResponse for Individual Case 1-866-691-3061
For your security, please log out and close all
Internet windows when you are finished. * Track Status of Submissions

* Communication Utility

® GetHearing Office Status Report

e After selecting the Access Claimant’s Electronic Folder link, you will receive a one-
time password (SMS text message) at the text-enabled cell phone number you
provided.

e Enter the one-time password (Figure 3). Itis a temporary, single-use code that is only
valid for 10 minutes.

NOTE: Delete the text message after it is used. Undeleted text messages may be

repeated in a future text message. _
Figure 3

=

Socal Secuity Orline Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Enter One-Time Password

Online Services Availability Due to the sensitivity of the information within, you must enter a one-time password to continue.
o Monday-Friday: 5 AN - 1 AMET “Indicates Required Information
® Saturday: 5 AM - 11 PW ET
« Sunday: BAW- 11:30 PMET A one-time password has been sent to cell phone number: 4109661234
Please allow up to two minutes for the text message to arrive. The one-time password will be valid for a total of 10 minutes

from the time of your request.

“One Time Password: Didn't receive a text Message?
+ Verify that your cell phone number is correct. If it is not correct, please update your number.
v Is your cell phone receiving service reception? You may need to move to a location where you can get a better
signal.

» Still unable to continue? We can send a new text message.

Cancel | Next > |

www.socialsecurity.qov | I ——
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Read the Acknowledgement for Online Services page (Figure 4) before entering the
claimant’s social security number.

e Scroll to the bottom and enter the claimant’s social security number; and

e Select | agree button.

Figure 4

Electronic Records Express

Electronic Records Express Home User Instructions
CHRISTOPHER THOMP SON s, Acknowledgement for Online Services
EpiL- W . g
eme.dev.test@ssa.gov H"I”Lz omB ::;‘Ilie; gg'ﬁ::]m(?z'foﬁ.l?s

= Back to Appointed Representative
Senvices Main Menu

By entering this United States Government Website, | agree to the following terms and conditions:

« | will not disclose any information or data about a claimant that | access on this website without the claimant's written,
signed consent unless there is a Federal law or regulation authorizing me to disclose this information or data;

« | will not knowingly furnish, or participate in furnishing, false or misleading information to the Social Security
Administration;

« | will not enter this website unless | have installed anti-virus software, anti-spyware software, and personal firewalls on my
computer;

+ | will update my operating system. application software. and security software regularly to maintain the |atest data
protection;

+ | will not store UserIDs and passwords on my computer.

WARNING

+ If you improperly disclose any information or data that you access on this website or fail to take proper measures to
protect that information or data from improper disclosure. and your actions result in an improper disclosure, you may be
suspended for 1-5 years from representing anyone before the Social Security Administration, or you may be disqualified
from representing anyone before the Social Security Administration for an indefinite period of time.

If you improperly disclose any information or data that you access on this website or fail to take proper measures to
protect that information or data from improper disclosure. and your actions result in an improper disclosure. you may be
found guilty of a felony and subject to a fine of not mare than $10.000 or imprisonment of not mare than 5 years, or both.

-

If you knowingly furnish, or participate in furnishing. false or misleading information to the Social Security Administration,
you may be subject to civil and/or criminal prosecution.

-

Use of the Certified Electronic Folder may be monitored, recorded, and audited. We may disclose unauthorized or
improper use to law enforcement personnel investigating or prosecuting a violation of civil or criminal law and to officials of
domestic and foreign agencies.

By providing the Claimant's Social Security Number to access his or her Electronic Folder and
selecting the "l Agree" button, you certify that you have read, understand and agree to the above
statements.

Claimant's Social Security Number:

View Privacy Act Information
View Paperwork Reduction Act
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Access to Electronic Folder Pages

The Access to Electronic Folder page is comprised of a Header Section and up to three tabs:
the Case Documents Tabs, the Exhibit List Tab (Figure 5a) and the Multimedia Files Tab
(Figure 5b). If the case has not been exhibited, the default is the Case Documents tab. If the
case is exhibited, the default is the Exhibit List tab. If there is no audio hearing record, then
the Multimedia File Tab will not be displayed (Figure 5a). The folder displays initially with all the
sections collapsed. Individual documents Names within the sections display after the sections
are expanded (Figure 6).

Figure 5a

Electronic Records Express Aceess to Electronic Folder
i Electronic Records Express Home User Instructions
Claimant: Katherine Ann Becker Claimant SSN: 779-01-0404 Claim Type: T2 Level: Hearing
Last Change: 08/17/2010 Application: 10/16/2008 Alleged Onset: 05/15/2006 Last Insured: 12/31/2020
Case Documents | Exhibit List
Expand All g3 Collapse All 3 Select All Deselect All
[¥] A.Payment Documents/Decisions ltems: 3 Page Count: 0
[x] D.Non-Disability Development Items: 3 Page Count: 0
[¥] F.Medical Records Iltems: 66 Page Count: 0
[ Download Selected to Zip ] [ Download Selected to PDF I [ Upload New File ] [ New Case Search ] [ Log Out] [ Cancel ]
Figure 5b
i ,‘; Electronie Feoords Express Access to Electronde Folder
Claimant: K-.i Antuw Bﬂan-z Claimant 85M: 111-11-1111 Clalm Type: T2 Lewel: Heanng
Last Change: 06272010 Application: 04152008 Aleged Onset: 00272007 Last insured: 127312008

Case Documents | Exhibit List | Multimedia Files

[=  Muttimadia Files Bama: 1
File Name (10) | = Judgeiowner | HearingDate | RecelptDate |
Aty Hearing Recoed [ALUDIOHR) I <udoe Judy Q30T 022010
Ciownioad Setected Multimedia | Uplosd HewFis | Herw Case Sanich Leg0a | Chszal |

Header Information

Claimant (name)

Claimant SSN (social security number)

Claim Type (Indicates T2 for Title 2 or T16 for Title 16)

Level (Hearing or Appeals Council)

Last Change (date the record was last changed or new evidence added)
Last Insured (date)

Alleged Onset (date)

Application date (protective filing date)
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Case Documents Tab

Case Documents tab (Figure 6) provides the ability to view all documents in the case. These
sections are available:

e Section A - Payment Documents/Decisions (Yellow)

e Section B - Jurisdictional Documents and Notices (Red)

e Section D - Non-Disability Development (Orange)

e Section E - Disability Related Development (Blue)

e Section F - Medical Records (Yellow)

Figure 6

M BE ] ecironic Records Express Access to Electronic Folder
“%\I!.‘mw; Electronic Records Express Home User Instruction
Claimant: Katherine Ann Becker Claimant SSN: 779-01-0404 Claim Type: T2 Level: Hearing
Last Change: 08/17/2010 Application: 10/16/2008 Alleged Onset: 05/15/2006 Last Insured: 12/31/2020

Case Documents | Exhibit List
Collapse All_[3

A. Payment Documents/Decisions Items: 3 Page Count: 0

Document Name (ID) m] Decision/Disposition Date | Exhibit | VEFReceived |Pg|
0

Select All Deselect All

Disability Determination Transmittal &)
Disability Determination Transmittal ] 0
Explanation of Determination 5] 0
[+]
Document Name (ID) = Document Date Exhibit YEF Received Pg
Appointment of Representative B 0
Special Instructions 0
[+]
Document Name (ID) [ | Document Date Exhibit YEF Received P

g

Case Development Worksheet ] 0
Case Development Worksheet 0
0

Case Development Worksheet

Document Name (ID) ] Source Date From Date To Exhibit YEF Received [+]
Medications ] 08/09/2009 08/11/2010 0
Disability Report - Adult ] 0
Disability Report - Appeals ] 0
Disability Report - Appeals ] 0

] F.Medical Records Items: 56 Page Count: 0
[ DocumentName(D) | ® _  Sowce | DateFrom | DateTo | Exhibit | VEF Received Pgl
Medical Evidence of Record T 24_71.1f 858440 05/05/2010 0
Medical Evidence of Record 1 27_481if 976688 05/05/2010 0
Medical Evidence of Record ©1 24 84.46f902517 05/05/2010 0
Medical Evidence of Record 1 134_17 tif 4687904 05/05/2010 0
Medical Evidence of Record 1 25 981if 858198 05/05/2010 0
Medical Evidence of Record 1 23 _83.f 841808 05/05/2010 0
Medical Evidence of Record B 0
Medical Evidence of Record B 0
Medical Evidence of Record ] 0
[ Download Selected to Zip ] [ Download Selected to PDF ] [ Upload New File ] [ MNew Case Search ] [ Log Out ] [ Cancel
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Exhibit List Tab

The Exhibit List tab (Figure 7a) provides the ability to view all the exhibited documents. The
sections are the same as those in the Case Documents tab above but all sections have a gray
background. Figure 7a

Electronic Records Express Access to Electronic Folder
Electronic Records Express Home User Instructions
an Joseph Theunissen Claimant SSN: 115-28-0081 Claim Type: T2 Level: Appeals Council
C/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008

Exhibit List
LApanu mn 2 Collapse All 3 Select All Deselect All

A. Payment Documents/Decisions Page Count: 0
] B.Jurisdicti | D ts/Noti ltems: 0 Page Count: 0
[}] D.Non-Disability Development ltems: 1 Page Count: 0
[} E.Disability Related Development ltems: 5 Page Count: 0
[¥] F.Medical Records ltems: 1 Page Count: 0

| Download SelectedtoZip | | Download Selectedto PDF | | Upload NewFile | [ NewCaseSearch | [ LogOut | [ Cancel

Multimedia Files Tab

The Multimedia Files tab (Figure 7b) provides the ability to view all the multimedia files. This
tab only displays when a claimant’s eFolder contains multimedia content. One section displays
(Multimedia Files) with a gray background.

Figure 7b

Electronic Records Express Access to Electronde Folder

Claimant S5M: 111111111
Application; 04152008

Cladm Type: T2 Lewel: Hearng

Claimant: Ky Andiew
ABeged Onset: 092772007 Last Insured: 127312008

= Multimedia Files Barna: 1

File Mame (iD) W/  JudgeOwner |  HeaingDate | FRecoiptDate
Aty Hearing Record/ (AUDIOHR) F ke Judy (kT EEEF L] Oer ] 22010
Cowninad Sewwcted Multimedia | Upload Hew Fils | Mew Caze Saaich L0 | Cascal |
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Display Options

Expand/Collapse All (Figure 8) - Select the Expand All link, all sections are opened and
expanded to show all documents in the file. Select the Collapse All link and all sections are
closed.

Expand/Collapse by Section (Figure 8) — On the far left of each section header is an
arrow. Selecting an arrow causes that section to open or expand and displays the list of
documents in the section. Select the arrow again to collapse the list of documents in each
displayed section.

Figure 8
Electronic Records Express Access to Electronic Folder
s Electronic Records Express Home User Instructions
Claimant: Ryan Joseph Theunissen Claimant SSN: 115-28-0081 Claim Type: T2 Level: Hearing
Last Change: 06/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008

Exhibit List
[} ]

Case Documents
Expand All 3

Collapse All Select All Deselect All

[+] A.Payment Documents/Decisions ltems: 2 Page Count: 0
it eeeen o TE L L Decslon Dale L Recetved [kt P
1A Disability Determination Transmittal Prior to
Hearing
2A  Disability Determination Transmittal ¥ Prior to No 0
Hearing
[+] B.Jurisdicti | D ts/Noti ltems: 0 Page Count: 0
[+] D.Non-Disability Development ltems: 1 Page Count: 0
N e e LB L L DocunentDate L Recetved [ aried P
1D Authorization For SSA To Obtain Account Records From A ¥ Prior to
Financial Institution And Request For Records Hearing
[*] E.Disability Related Development ltems: 5 Page Count: 0
NPT L Souee L DatsFrom [ DteTo L Recetved [_aried P
Disability Report - Field Office Prior to
Hearing
2E Disability Report - Adult &l Prior to No 0
Hearing
3E Disability Report - Field Office ¥ Prior to No 0
Hearing
4E  Disability Report - Appeals [ Prior to No 0
Hearing
5E  Authorization for SSA to Obtain Personal Information [v] 'Source of PI Prior to No 0
Hearing
[ F.Medical Records ltems: 1 Page Count: 0
LN T Sowes L Dats o Dateo | Recetved [t P
1F | Copy of Evidence Request [Vl |Source of ER Prior to
Hearing

[ Download Selected to Zip ] [ Download Selected to PDF I [ Upload New File I [ New Case Search ] [ Log Outl [ Cancel
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Selecting Documents

Select All (Figure 9) - Selecting this link marks all documents for downloading. The
checkmark next to the document indicates a selected document. The documents are now
ready to download.

Select individual documents (Figure 9) — Select an individual document by checking the
box next to the document description.

Fiaure 9
Electronic Records Express Access to Electronic Folder
Electronic Records Express Home User Instructions
Clalmant Ryan Joseph Theunissen Claimant §SN: 115-28-0081 Claim Type: T2 Level: Hearing
Last Change: 06/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008
Case Documents | Exhibit List g
Expand All 3 Collapse All 3 Select All Deselect All
[+] A.PaymentD ltems: 2 Page Count: 0
m-—mﬁm
1A Disability Determination Transmittal Prior to
Hearing
2A  Disability Determination Transmittal F] Prior to No 0
Hearing
[¥] B.Jurisdicti | D ts/Noti ltems: 0 Page Count: 0
[+ D.Non-Disability Development ltems: 1 Page Count: 0
e e LB L L DocumentDsk | Recaved | aked e
1D Authorization For SSA To Obtain Account Records From A = Prior to
Financial Institution And Request For Records Hearing
[*] E.Disability Related Development ltems: 5 Page Count: 0
et Ll sorce L DeteFron L DateTo | Received | aried P9
Disability Report - Field Office Prior to
Hearing
2E  Disability Report - Aduft [ Prior to No 0
Hearing
3E  Disability Report - Field Office (e} Prior to No 0
Hearing
4E  Disability Report - Appeals [ Prior to No 0
Hearing
5E  Authorization for SSA to Obtain Personal Information [v] ‘Source of PI Prior to No 0
Hearing
[*] F.Medical Records ltems: 1 Page Count: 0
L . S N N T T
1F  Copy of Evidence Request [¥ 'Source of ER Prior to
Hearing
l Download Selected to Zip I [ Download Selected to PDF ] l Upload New File I [ New Case Search I l Log Out] l Cancel
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Deselect All (Figure 10) - Selecting this link un-checks all documents at one time.

Deselect individual documents (Figure 10) — “uncheck” the box next to the document
description.

Figure 10
[Electronic Records Express Access t 1 T

Electronic Records Express Home
Clalmant Ryan Joseph Theunissen

User Instructions
aimant SSN: 115-28-0081 Claim Type: T2 Level: Appeals Council
Last Change: 06/27/2010 ication: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008
Case Documents | Exhibit List [ —
Expand All 3 Collapse All 3 Select All Deselect All
[¥] A.Payment Documents/Decisions Iltems: 2 Page Count: 0
e T L L DeciknDate L Received | tarked 7
1A Disability Determination Transmittal Prior to
Hearing
2A  Disability Determination Transmittal | Priorto No 0
Hearing
0]  B.Jurisdicti | D ts/N ofil ltems: 0 Page Count: 0
[*] D.Non-Disability Development ltems: 1 Page Count: 0
T e LD L DocunentDate | Received T tiarked o
1D Authorization For SSA To Obtain Account Records From A Prior to
Einancial Institution And Request For Records Hearing
[¥] E.Disability Related Development ltems: 5 Page Count: 0
[+] F.Medical Records 'Ilems 1 Page Count: 0
ANo. Description B it L DateEon L Date o | Recened | tharked o
1F  Copy of Evidence Request ] |Source of ER Prior to
Hearing
[ Download Selected to Zip ] [ Download Selected to PDF ] [ Upload New File ] [ New Case Search ] [ Log Out I [ Cancel
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Downloading or Uploading Documents while in the
Electronic Folder

Access to the Electronic Folder application provides the ability to download information from the
folder as well as upload new documents to the folder using the following links:

e Download Selected to Zip link (Figures 11 and 12)

e Download Selected to PDF link (Figures 11 and 12)
e Upload New File link (Figures 11 and 12)

Downloading Documents

Documents can be opened immediately or selected for download. The first option is to select a
document link from the Case Documents or Exhibit List tabs (Figure 11). The document is
immediately provided and can be saved or closed.

Figure 11
[Electronic Records Express Access to Electronic Folder
Electronic Records Express Home User Instructions
Clalmant Ryan Joseph Theunissen Claimant SSN: 115-28-0081 Claim Type: T2 Level: Appeals Council
Last Change: 06/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008
Case Documents | Exhibit List
Expand All 3 Collapse All 3 Select All Deselect All
[¥] A.Payment Documents/Decisions Iltems: 2 Page Count: 0
it e ten TR DeckonDate L Recated [ trkad P
1A Disability Determination Transmittal Prior to
Hearing
2A  Disability Determination Transmittal = Prior to No 0
Hearing
]  B.Jurisdictional Documents/Notices ltems: 0 Page Count: 0
D. Non-Disability Development Iltems: 1 Page Count: 0
T e LB L Docinenkoake | Receves | parked
Authorization For SSA To Obtain Account Records From A I Prior to
Einancial Institution And Request For Records Hearing
E. Disability Related Development ltems: 5 Page Count: 0
[¥] F.Medical Records 'Ilems 1 Page Count: 0
ANo. Description B i L Do L DT | Recetved [ warked P
1F  Copy of Evidence Request "] Source of ER Prior to
Hearing
l Download Selected to Zip ] { Download Selected to PDF J { Upload New File J { New Case Search J I Log Out I I Cancel

Download Documents to Zip or PDF

¢ You can choose to download documents to either a Zip or PDF file.

First, select the document(s) you want to download by using the selection methods
noted above.

e Then choose either Download Selected to Zip or Download Selected to PDF (Figure
12).

NOTES:

o |If asingle document size is more than 400 pages, Download Selected as Zip
should be used.
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¢ PDF download requests may be converted to a Zip download if any requested
documents are corrupted. The Zip download allows all uncorrupted documents to
be opened. The email notification for the download will indicate that a Zip
download was provided even though a PDF was requested.

Figure 12
PSS - - conic Records Express Access to Electronic Folder
%, Illilh Electronic Records Express Home User Instructions
Clalmant: Ryan Joseph Theunissen Claimant SSN: 115-28-0081 Claim Type: T2 Level: Hearing
Last Change: 06/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008
Case Documents | Exhibit List
Expand All 3 Collapse All 3 Select All Deselect All
] A.Payment Documents/Decisions ltems: 2 Page Count: 0
N e L L DecisenDate L Receted [ ared P
1A Disability Determination Transmittal Prior to
Hearing
2A  Disability Determination Transmittal @] Prior to No 0
Hearing
[+ B.Jurisdicti | D ts/Noti ltems: 0 Page Count: 0
[*] D.Non-Disability Development ltems: 1 Page Count: 0
N e e LB L L DocunentDate L Recetved [ iaried P
1D Authorization For SSA To Obtain Account Records From A = Prior to
Financial Institution And Request For Records Hearing
[+] E.Disability Related Development ltems: 5 Page Count: 0
I S - S Y T T T
Disability Report - Field Office Prior to
Hearing
2E  Disability Report - Adult ¥ Prior to No 0
Hearing
3E  Disability Report - Field Office ¥ Prior to No 0
Hearing
4E  Disability Report - Appeals | Priorto No 0
Hearing
5E  Authorization for SSA to Obtain Personal Information [¥] Source of PI Prior to No 0
Hearing
] F.Medical Records ltems: 1 Page Count: 0
N it Sowce L DateFron L DateTo | Recshved [ laried P
1F  Copy of Evidence Request [v] Source of ER Prior to
Hearing
[ Download Selected to Zip ] [ Download Selected to PDF ] [ Upload New File ] [ New Case Search ] [ Log Out ] l Cancel
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Downloading Multimedia File(s) while in the Electronic Folder

Access to the Electronic Folder application provides the ability to download multimedia file(s)
from the folder using the following process:

Download Selected Multimedia

o Select the file(s) you want to download by checking the box next to the File Name.
e Then choose Download Selected Multimedia (Figure 12a).

Figure 12a
; T Electronie Reoords Express Access to Electronde Folder
Claimant: Kyk Andiew Bedows Claimant 5M: 111-11-1111 Clafm Type: T2 Lewel: Heanng
Last Change: (6272010 Application; 041157008 Alleged Onset: 09272007 Last Insured; 122312008
Case Documents | Exhibit List | Multimedia Files
[ Muttimedia Files Rarna: 1
| FleMame D & JudgeOwner |  HewingDate | ReceiptDate |
Augdey Heearing Recoed [AUDIOHR) g Judy Q072010 S 22010
Crownioad Seected Multimedia | Upbosd Hew s | Nerw Gase Seaich Legou | Cancal |

o After you have invoked the download, you will see this page (Figure 13). Select the
Close button.
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Figure 13

Electronic Records Express

Apk Ly,

7z~ Files Download

: !Z‘i ) :_
"'I-l_. i |.1,! Il!i-_hf 3

The files you have selected are being processed.

You will receive an email when they are available.

Pickup Files

e Within approximately 48 hours, the files are available for pickup. An e-mail will be sent
to you when the files requested are ready to pick up.

0 The email message displayed below (Figure 14a) is sent when “Download
Selected to Zip” or “Download Selected in to PDF” is selected from the Case
Documents tab or the Exhibit List tab.

0 The email message displayed on the next page (Figure 14b) is sent when
“Download Selected Multimedia® is selected from the Multimedia Files tab.

e The link in the email will take you to the login page.
o Follow the instructions on the page to login then enter the one time password that is
generated to your cell phone.

Figure 14a
[ From.. | |55 Notice [va] |
[ po I |ERE User |
(e J| |
Subiject: ||\"0ur requested e-Folder files are ready For pickup at 06/23/2005 11:50:58,025 AM |

Dear User.
Your requested e—folder files are ready for pickup.

Click on the link below to be directed to the e-Folder Pickup File page.
These file= will be available for initial download for 7 days from 06-23-2008 11:50:58 AH
These files will remain available for 24 hours after they are downloaded.

https: ssecureval .==a.gov/appsY9-EREMEREF- Pl start.do
{if wou can't click on the link above., copy and paste the URL into yvour browser)

Thank you for using Electronic Records Ezxpress.
Electronic Records Express

554 - Baltimore, MD

EETechSupport@ssa . gov

This i= a system—generated email. Please do not respond to this mnessage.
If you have guestions., please send email to EETechSupport@ssa.gov.

150f 35




Figure 14b

From = | EESystem@ssa.gov
To.. ERE User
Cc.

Subject: Your requested e-Folder files are ready for pickup at 05/20/2012 11:50:58:025 AM [DO NOT REPLY]

This is a system-generated email. Please do not respond to this message.

If you have questions, please send an email to EETechSupport(@ssa.gov.

Dear User,
Your requested e-folder files are ready for pickup.

Click on the link below to be directed to the e-Folder Pickup File page.

These files will be available for initial download for 7 days from <datetime>

These files will remain available for 24 hours after they are downloaded.

<https:/secure.ssa.gov/apps9 EREMEREF/PU/start.do>

(If you have trouble clicking on the link above, copy and paste the URL between the brackets into your browser.)

Reminder — If you have multiple ERE User IDs only one of them is associated with this notification. Clicking on the link above and logging on to ERE using the incorrect ERE User ID will
cause a system error

Please note that playback of ForTheRecord (FTR) audio files is not supported on Apple operating systems. For more information, visit ForTheRecord.com.

Thank you for using Electronic Records Express.

Electronic Records Express
SSA — Baltimore, MD
EETechSupport@ssa gov

e This notice (Figure 14c) will be sent when an unsuccessful attempt to download a
multimedia file occurs.

Figure 14c

From - | EESystem@ssa.gov
To... ERE User
Ce.

Subject: Unsuccessful download of multimedia files [DO NOT REPLY]

This is a system-generated email. Please do not respond to this message.
Dear User,

On 05/20/2012 11:50:58.025 AM there was an unsuccessful attempt to download a multimedia file. The requested multimedia file has been quarantined while we investigate the error. Please
note the remainder of the claimant’s e-folder is still available for viewing. The error is currently under investigation and we anticipate a resolution within 72 hours.

Thank you for using Electronic Records Express.

Electronic Records Express
SSA — Baltimore, MD
EETechSupport@ssa.gov
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e To retrieve documents for download, select the folder name (Figure 15).

Figure 15
Social Security Online Electronic Records Express
ywwr.socialsecurity.qov Electronic Records Express Home
John Public 2 Pickup Files
ReplD-ZZZZIIT777 S
eme demo test@ssa gov %, ‘I\Ilm\ &
Log Out I '

= Back to Appointed Representative
Senvices Main Menu

Files will be retained for 7 days from the date of receipt. All files older
than 7 days are automatically deleted regardless of whether they have
been downloaded.

Select the Social Secunty Number associated with the Claimant's folder you wish to
download. You will have 24 hours to complete the download process before
the file will be deleted

Instructions are available in the User Instructions section which detail how to
download and view your files

XXX-XX-6106 ZIPITitf 06/17/2008 10:00 AM
KK XX 4606 FDF 06/11/2008 10:20 AM
XXX-XX-6101 Sn'l'lh ZIP/Multimedia  06/17/2008 11:00 AM

Cancel |

Helpful hint when opening a Zip file:

=

Save the Zip file you requested from the Pickup Files (Figure 15) page.
2. Go to the location where you saved the Zip file and open it by double-clicking.

NOTE: If you have difficulty opening the file you may not have associated Zip
software to open the files. Some operating systems, such as Mac OS X, Windows
XP and Vista, come with Zip capability. Other systems may have add-on software.
If you have difficulty opening the Zip file, you may need to add Zip software to
your system, or you may re-download the file to PDF.

3. Extract all the files/folders in the Zip file package into one folder to the desired location

4. Go to the location where you extracted the files.

5. To view the documents, select the index.html file which will open to the Case
Documents Index or Exhibit List Index page.

6. To play a multimedia file, see instructions below.

Helpful hints when using the PDF download:

1. Save the document(s) first before opening.
2. Adobe 8 or higher may be useful if manipulating documents.

Helpful hints when opening and playing a Multimedia file:

1. Extracting Zip File Contents:
1. Save the Multimedia file you requested from the Pickup Files (Figure 15) page.
2. Go to “Helpful hint when opening a Zip file” above and follow instructions from step 2
to 4 to extract (unzip) the file.
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2. Setup “TheRecord Player” Search Folders:

Once you extracted the Zip file, follow instructions below to specify locations on your
computer for “TheRecord Player” to search for audio.

1.

2.

8.
9.

10.
11.

12.
13.

Click Start, point to All Programs, then ForTheRecord and click TheRecord
Player.

When TheRecord Player License Agreement appears, select “Don’t show this
screen again” checkbox on the bottom left, and then click “I Agree” button.

From TheRecord Player, click Open icon (first icon on the bottom).

From the Open dialog box, click Manage Search Folders icon (second icon in the
top left).

From the Manage Search Folders dialog box, click Add Search Folder (first icon
on the right).

In the New Search Folder dialog box, click Browse.

In the Browse For Folder dialog box, go to the folder that contains the audio file,
and then select the audio file (which contains .trm file extension) you wish to add and
click OK.

Click Next.

In the Search Folder Name dialog box, enter a user friendly name (ex. Archive
Recordings).

Click Next.

In the Search Priority dialog box, set the priority by clicking Priority Up and Priority
Down.

Click Finish.

If a Manage Search Folder dialog box appears, click Close.

Note: Having multiple search folders can be helpful when attempting to download and
play previously downloaded audio. Adding the same audio file, that has been previously
downloaded to the same folder, could potentially compromise audio quality.

Playing Audio Files:

Once you extracted the Zip file and setup the Search Folders, follow instructions below
to play the audio file:

1.
2.
3
4.

5.

Click Start, point to All Programs, ForTheRecord and click TheRecord Player.
From TheRecord Player, click Open icon (first icon on the bottom).

From the Open dialog box, expand the desired Search Folder, date folder and label
folder by clicking the plus sign.

Once the multimedia file is revealed (where media type contains .trm file), select it
and click Open button.

Click Play on “TheRecord Player”.

For more information, please visit FTR “TheRecord Player”.

18 of 35



http://www.fortherecord.com/

Uploading Documents

Once inside the electronic file, upload new documents by selecting the Upload New File
(Figure 16) button.

Figure 16
Electronic Records Express Aceess to Electronic Folder
Electronic Records Expri
Claimant: Ryan Joseph Theunissen Claimant SSN: 115-28-0081 Claim Type: T2 Level: Hearing
Last Change: 06/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008
Case Documents | Exhibit List
Expand All 3 Collapse All 3 Deselect All
[*] A.Payment Documents/Decisions Items: 2 Page Count: 0
LN et T L L Deckion et Receved | arked
1A Disability Determination Transmittal Priorto
Hearing
2A  |Disability Determination Transmittal ] Priorto No 0
Hearing
[¥] B.Jurisdictional D ts/Notices Items: 0 Page Count: 0
[¥] D.Non-Disability Development Items: 1 Page Count: 0
it e e LBL L DocunentDate | Recaved | arked
1D Authorization For SSA To Obtain Account Records From A Il Priorto
Financial Institution And Request For Records Hearing
[¥] E.Disability Related Development Items: 5 Page Count: 0
I - T S T
Disability Report - Field Office Priorto
Hearing
2E  |Disability Report - Aduit [ Priorto No 0
Hearing
3E |Disability Report - Field Office ¥ Prior to No 0
Hearing
4E  |Disability Report - Appeals ] Priorto No 0
Hearing
5E  Authorization for SSA to Obtain Personal Information [v] 'Source of Pl Priorto No 0
Hearing
[¥] F.Medical Records Items: 1 Page Count: 0
I S - S 7Y O T T
1F  |Copy of Evidence Request [¥] Source of ER Prior to
Hearing

[ Download Selected to Zip ] [ Download Selected to PDF I l Upload New File ] l New Case Search ] [ LugOuT.] [ Cancel
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e The Upload New File button transfers you to the Send Response for Individual Case page
(Figure 17).

Send Response for Individual Case
Figure 17

Social Security Online "Elecu‘onic Records Express

wWww.socialsecurity.gov Elecironic Records ress Home User Instructions

CAROLKIME 2, Send Response for Individual Case
HolD 2B REHIRD S HW pestination and Request Information (Step 1 of 3)
i@s.com 5 il

Log Out .

< Back to Appointed
Representative Services Main

henu
Enter the following information RQID (Request |
from the request letter or ID):
barcode:
Site code: T21
State: Maryland

Destination: MWD - Baltimore ODAR [T21]
Claimant SSN: X303 041201

RF (Routing D

Field):
DR: S
[ Cancel ]

e From the barcode provided by ODAR, (Figure 18) enter the Request ID information.

e Be sure to enter the Request ID (RQID) beginning with the first non-zero number.
For example, if the request letter shows RQID as 000000013385, enter 13385.

e After entering the RQID, select Continue.

Figure 18

ittt

RO!D 0o00OO0OC0000C0O000013385 SITE: T23 DR-F
DOCTYPE: 0001 RF: D CS: 5b&3
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Attach and Upload Files

Figure 19

S St i Electronic Records Express
WWW,SOCialSecurity.goy

259 Home
E‘;;“%SSS;’#E S Send Response for Individual Case
2 H AT ¢ e
Bill Appersand@ssa gov e Attach and Upload Files (Step 2 of 3)
[ LogOut |
=< Back to Appointed Representative
Senices Main Menu

Destination and request summary:

User Instructions

Destination: MD - Baltimore ODAR [T21] S8N: 078-06-1201
RQID: 13385 RF: D

DR: F CS:

[ EditSummary |

1 = A macomum of § files can be added and al fles must total less than S0KE.
Aftach and uPIDad files to this résponse: Fiie types accepied: Jwpd, doc, .docx, jog, bmp, mal Do, rtf, xis, dsx pdf, OIf,
Plaase do not upload password-protected files because they cannot be processed.

File 1. | Browse..

Document Type: [ Select Dacument Type |

Document Date:  mmyddfyyyy

Notes: Clear File 1

120 chprectees)

| Add Another File

[ Cancel | Prior Page | [ Submit |

e Attach your file by selecting the Browse button and locating the document.

NOTES:

o File types accepted are: .wpd, .doc, .docx, .jpg, .bmp, .mdi, .txt, .rtf, .xls, .xIsx,
pdf, .tiff, and .tif.

o Please refer to the section entitled “Reminders and Helpful Tips” on page 25 for
more information on acceptable file names.

e ONLY upload non-password protected documents.

e Do not upload documents containing macros (i.e., a set of instructions or scripts that

automates tasks). They may cause system problems, which will require you to
resubmit your documents without macros.

e You can send up to eight files for one claimant using ERE. To add additional files,
select the Add Another File button and repeat the previous steps.

¢ When finished, select the Submit button. You will receive a tracking number when your
documents are sent.

NOTE: If you select Prior Page, you will return to the previous page and all information
previously entered will be lost.
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If an invalid document was attached an alert message (Figure 20) similar to the message shown
below is displayed. Select OK to re-enter the correct information.

Fiaure 20
Microsoft Internet Explorer le

Please onlv upload files that end in bypes: wpd, jpg, doc, docx, brp, mdi, Bxt, etf, xls, «lsx, pdf, LifF, EiF.
Also use only the Following charackers in the file name: 0-9 a-z 4-2 _ . - and space.

"'_., File #1 is not a carrect bype of its name has invalid characters.

Figure 21

Electronic Records Express

El c Records Express Home User Instructions

. Send Response for Individual Case

FEpDI D AN Tracking Information (Step 3 of 3)

Bill. Appersand@ssa.gov

= Back to Appointed Representative
Senvices Main Menu

Thank you for your submission.

Please retain your tracking number in case there are errors or problems that prevent us from
processing your submission.

Response Information: Tracking Number: 13147F438AB83C38
Date and Timestamp: 07/20/2011 at10:30 AM EDT
Destination: MD - Baltimore ODAR [T21] SSN. 779010404
RQID: 222222222 RF: D or blank
DR: S CS:
Document Type File Size
Testdoc Medical Evidence of Record (MER) 26.0 KB
Total file size: 26.0 KB
ERE Print Submit Additional Files ERE Home Return to the eFolder

This Tracking Information page (Figure 21) acknowledges that SSA has received the
uploaded document(s). This page indicates the specific flename and document type of each
uploaded file.

The Tracking Information page only acknowledges that the transmission has been sent. A
notification will be sent by email if there are any errors or problems that prevent SSA from
processing the submission.

NOTE:
e You cannot “bookmark” this page.

e You cannot retrieve tracking information after exiting the page so you need to
print or save this vital information.
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Uploaded Document is Not in eFolder

Documents are added to the eFolder Case Documents tab automatically. Once added to the
Case Documents section, the Hearing or Appeals Council Office must take a manual action to
copy a document from the Case Documents tab into the Exhibit List tab.

Steps to verify document has been added to eFolder

1. Check the Case Documents tab (Figure 21) to see if the document has been added.
Figure 21

Claimant: Kathesine Ann Backer Claimant SSM: 779.01.0404 Claim Type: T2 Level: Hearing
Last Change: 08/17/2010 Application: 10/162008 Alleged Onset: 05152006 Last Insured: 12/21/2020
 Case Documents | Exhibit List
p Il Salect Al Das
= A Plymmlnncmmﬂqcllhm Page Count: 0
—mm
Disability Determination Transmitlal
Disability Determination Transmittal 0
Explanation of Determination o
=]
Document Mame (ID) - Decument Date Exhibit ¥ EF Recelved
Appointment of Representative [}
Special Instructions L
Document Name (ID) Decument Date Exhibit ¥ EF Received
Case Development Workshee! o
Case Developmient Workshieet L
Case Development Worksheet L]
Document Name (10) Date From o Exhibit ¥ EF Received
Medicabons 0B092009 081172010 o
[hsaabilily Repart - Adut [0}
Disability Repon - Appeils o
Diisaability Repor - Appeals o
[ F.Medical Records Page Count: 0
S TS T O T T T
Medical Ewdence of Record 24_T100 858440 05052010 o
23 3100834118 05052010 o
Medical Enderce of Record 25_Bo.uf BE5132 05052010 [}
Medical Evidere of Record 23_96.1if TE3208 05052010 [}
Medical Evidence of Record 154_27 1if 5478443 05052010 [}
Medical Evidence of Record 152_261if 5339729 05052010 [}
Medical Evidence of Record 24_06.if B20604 05052010 [}
Medical Evidence of Record 150_26 1if 5191090 0E052010 [}
Medical Evidence of Record 140_20tif 4801488 05052010 [}
Medical Evidence of Record 132_16.1if 4465850 05052010 [}
Medical Evidence of Record 23_5T4if TETOST 05052010 [}
24_32 0f 862538 05052010 o
24_97T N ETBATE 05052010 o
25_46 1f BBBGE4 05052010 o
144_22 tif S034336 05052010 o
Medical Ewdance af 24_45n0 B3TST2 05052010 o
Medical Ewdence af 27 3500 963380 05052010 o
Medical Ewdence of Record 26_60 i 892444 05052010 o
Medical Evidere of Record 24_56.1if 620450 05052010 [}
Medical Evidence of Record 27_09.1if 948363 05052010 L]
Medical Evidence of Record 27_61.1if BE2098 05052010 [}
Medical Evidence of Record 25_20.0if B51729 05052010 [}
Medical Evidence of Record 148_24 1if 5020598 0E052010 [}
Medical Evidence of Record 26_B6.1if 012302 0E052010 [}
Medical Evidence of Record 26_T34if 019200 05052010 [}
Medical Evidence of Record 23_184if TO3372 05052010 [}
25_334if 860448 05052010 [}
162_31.1f 5659513 05052010 o
26_34 f 5R4786 05052010 o
23_441f BOTSIG 05052010 o
130_151f 4428627 05052010 o
26_47 00901853 05052010 o
Medical Evdence 26_DB hf BHETH0 05052010 o
Medical Enderce of Record 25_07.uf BE36Te 05052010 [}
Medical Evidere of Record 25_T20if 916584 05052010 [}
Medical Evidence of Record 158_29.1if 5427398 05052010 [}
Medical Evidence of Record 142_21.1if 5049415 05052010 [}
Medical Evidence of Record 160_30.1if 5726002 05052010 [}
Medical Evidence of Record 146_231if 5112470 0E052010 [}
Medical Evidence of Record 24_10.4if 810008 05052010 [}
Medical Evidence of Record 138_10.tif 4877814 05052010 [}
Medical Evidence of Record 25_501if 852814 05052010 [}
23_T0 nf 806408 05052010 o
156_26 1if 5401942 05052010 o
26_211f 926140 05052010 o
2T_2201991724 05052010 o
Medical Ewdance af 26_99 00 927100 05052010 o
Medical Ewdence af 136_1B0f 4678210 05052010 o
Medical Ewdence ol Rec 27_4Buf 9Teeas 05052010 o
Medical Evidere of Record 24_B40if 902517 05052010 [}
Medical Evidence of Record 134_17 1if 4687904 05052010
Medical Evidence of Record 25_9B.1if 58198 05052010 [}
Medical Evidence of Record 23_B3.Aif 541008 05052010 [}
Medical Evidence of Record o
Medical Evidence of Record o
Medical Evidence of Recard o
] | poE] | ] [logOu| [ Cancel ]
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2. The user that uploaded the document can check on the status of documents he or she
submitted using the Upload New File or Send Response for Individual Case function
by selecting the Track Status of Submissions link on the Electronic Records
Express Home page (Figure 22). (More information on using this function is available in
the User Instructions for Track Status of Submissions.)

Figure 22

S Electronic Records Express

www.socialsecurity.gov Frequently Asked Questions User Instructions
-, Electronic Records Express Home
Mj Welcome to Electronic Records Express

KENNETH MOORE Bulletin Board

- Appointed Representative Services
prID(.)F’CTMBRVBQ PP P Updated 07/07/2011
-ug ut i
¢ Access Claimants Flectronic Folder What's New?
Get important information about Electronic Records)
;Sﬂiﬁ;oh’:;ﬁ%ﬁis RLEDES I AT o Pickup Files Express availability.
Email for more information or call toll free:
* Send Response for Individual Case 1-866-691-3061

For your security, please log out and close all
Internet windows when you are finished. Track Status of Submissions
.

Communication Utility

® GetHearing Office Status Report

If the document is not added within 48 hours, the document should be resubmitted. Verify that
the RQID submitted is the exact duplicate of the RQID displayed in the barcode.

Reminders and Helpful Tips:

e Naming Your Electronic Claimant Records
The ERE website will accept electronic filenames that contain the following characters:

Numbers

Letters (uppercase and lowercase)
Backslashes “\”

Underscores “_”

Hyphens or Dashes “-”

AN N NN

The following characters will make your electronic file name invalid:

% Punctuation Marks (commas, semicolons, parentheses, etc.)
% Symbols (*, %, <, >, |, etc.)

IMPORTANT NOTE: ONLY upload non-password protected documents.

e Thewrong RQID was used while submitting a document. The document goes to a
gueue that requires manual intervention by Social Security Administration staff. If the
document is not added to the electronic folder within 48 hours, resubmit the document
using the correct RQID.

e The wrong document was submitted. Immediately contact the office that is working on
the file. Social Security Administration staff will remove the incorrect document.
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e Receive SSA Communications about ERE outages. SSA'’s Office of Systems uses the
Bulletin Board section of the ERE website to alert registered users of new information,
such as any scheduled maintenance or new functionality. You can also be notified by
email prior to any scheduled maintenance by selecting the red envelope link, Get
important information about Electronic Records Express availability (Figure 23).
Select the link and follow the instructions.

Figure 23

el R Electronic Records Express

www.socialsecurity.gov Ereguently Asked Questions User Instructions

. Electronic Records Express Home
¥ Welcome to Electronic Records Express
c"‘w. -

KENNETH MOORE Bulletin Board
ReplD-PC7438RVBY Appointed Representative Services

Updated 07/07/2011
Log Out 5
* Access Claimants Electronic Folder What's Hew?
Get important information about Electronic Records|
= Ba_ck to Ag_gotnted Representative 5 Pickup Files Express availability.
Services Main Menu

Email for more information or call toll free:
* SendResponse for Individual Case 1-866-691-3061

For your security, please log out and close all
Internet windows when you are finished. *  Track Status of Submissions

¢ Communication Utility

® GetHearing Office Status Report
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New Case Search

To search for a new case, select the New Case Search button (Figure 24).

Fiaure 24

Electronic Records Express

User Instructions

Claimant: Ryan Joseph Theunissen Claimant SSN: 115-28-0081 Claim Type: T2 Level: Appeals Council

Last Change: 06/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008
Expand All 3 Collapse All 3 Select All Deselect All
[}] A. Payment Documents/Decisions Iltems: 2 Page Count: 0
[}  B. Jurisdicti 1 D ts/Noti Items: 0 Page Count: 0
[  D.Non-Disability Development ltems: 1 Page Count: 0
[F] E. Disability Related Development ltems: 5 Page Count: 0
[}] F.Medical Records Items: 1 Page Count: 0

[ Download Selected to Zip ] [ Download Selected to PDF I [ Upload Mew File ] [ New Case Search I [ Log Out] [ Cancel ]

This will bring you back to the Acknowledgement for Online Services (Figure 25) page and
you may enter a client’s Social Security number.

Figure 25

e Electronic Records Express
www.socialsecurity.qov Electronic Records Express Home User Instructions
JOHN DOE g, m 2
ReplD-WFHIWNRSCS e Acknowledgement for Online Services
eme.dev.test@ssa.gov %, .II\!\_:

_LogOut | OMB Number: 0960-0767

< i [ v Expires: 10/31/2012
Semvices Main Menu
By entering this United States Government Website, | agree to the following terms and conditions:

« | will not disclose any information or data about a claimant that | access on this website without the claimant’s written, signed
consent unless there is a Federal law or regulation authorizing me to disclose this information or data;

1 will not knowingly fumish, or participate in fumishing, false or misleading information to the Social Security Administration;

.

I will not enter this website unless | have installed anti-virus software, anti-spyware software, and personal firewalls on my
computer,

1 will update my operating system, application software, and security software regularly to maintain the latest data protection;

| will not store User-IDs and passwords on my computer

WARNING

« If you improperly disclose any information or data that you access on this website or fail to take proper measures to protect that
information or data from improper disclosure, and your actions result in an improper disclosure, you may be suspended for 1-5
years from representing anyone before the Social Security Administration, or you may be disqualified from representing anyone
before the Social Security Administration for an indefinite period of time.

If you improperly disclose any information or data that you access on this website or fail to take proper measures to protect that
information or data from improper disclosure, and your actions result in an improper disclosure, you may be found guilty of a
felony and subject to a fine of not more than $10,000 or imprisonment of not more than 5 years, or both

.

If you knowingly furnish, or participate in furnishing, false or misleading information to the Social Security Administration, you
may be subject to civil and/or criminal prosecution

Use of the Certified Electronic Folder may be monitored, recorded, and audited. We may disclose unauthorized or improper use
to law enforcement personnel investigating or prosecuting a violation of civil or criminal law and to officials of domestic and
foreign agencies

By providing the Claimant’'s Social Security Number to access his or her Electronic Folder and
selecting the "l Agree” button, you certify that you have read, understand and agree to the above
statements.

Claimant's Social Security Number:

View Privacy Act Informati
View Paperwork Reduction Act

Cancel | Agree
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Return to Electronic Records Express Home Page

To return to the Electronic Records Express Home page select the Cancel button (Figure 26)
or use the Electronic Records Express Home link in the header section.

Figure 26

nonda Trvmnca Accegs to Electronic Folder

o Electronic Records Express Home User Instructions
BB o Claimant SSN: 779-01-0404 Claim Type: T2 Level: Hearing
Last Change: 08/17/2010 Application: 10/16/2008 Alleged Onset: 05/15/2006 Last Insured: 12/31/2020
Case Documents | Exhibit List
Expand All 3 Collapse All ¥ Select All Deselect All
[¥] A.Payment Documents/Decisions ltems: 3 Page Count: 0
[¥] F.Medical Records ltems: 56 Page Count: 0
[ Download Selected to Zip I l Download Selected to PDF ] [ Upload New File I [ New Case Search ] l chOm] l Cancel I -
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Unable to Access an Electronic Folder

Overview

There may be occasions when you request access to an Electronic Folder and the request
cannot be processed. If your request cannot be processed, you will be presented with the
Access Denied page (Figures 27 and 28) or Unable to Process Your Request (Figure 29).

Access Denied
Fiqure 27

Social Security Onlie Electronic Records Express

WWww.socialsecurity.gov ress Home User Instructions
VIVIENNE HIRSHEY «, Access Denied

ReplD:EZBXYIRBSM M
Dhaval K. Shah@ssa. gov = il =
gy R
Log Qut -

< Back to Appointed
Representative Senvices Wain
enu

Qur system cannot accept the Social Security Number you entered: 078074606 -
If you typed the wrong number, you will need to correct it before continuing. - If you have
entered the correct Social Security Number, contact the Social Security Office warking
on this case to determine why you cannot access it from the website.

Your ability to use the Access Claimant's Electronic Folder service will be
&suspended after 10 unsuccessful attempts within a 24 hour period.

[ Return to Acknowledgement Screen ]

This message may be received for a number of reasons:

¢ You may have entered the wrong social security number. Double check the number
before you request access a second time.

e The case may not be at the Hearing or Appeals Council Level (you can only view cases
at the Hearing or Appeals Council Level).

e The case may have closed at the Hearing or Appeals Council Level. Access is only
available for a limited time (90 days) after a decision is issued.

e You may not be shown as the appointed representative for that person.

If you have entered the correct social security number, please contact the Social Security office
working on this case to determine why you cannot access it from the website.
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Ability to Access Claimant’s Electronic Folder Service Suspended
Fiaure 28

T — Elecironic Records Express

www.socialsecurity.gov Electronic Records ress Home User Instructions
VIVIENNE HIRSHEY Access Denied
il =

Your ability to use the Access Claimant's Electronic Folder service
has been suspendead.

Please contact the Social Security Administration at 1-866-691-2061
to reactivate wour access to this service.

You will receive the page above (Figure 28) if you attempted to view 10 social security numbers
that were denied access within a 24-hour period. Once you receive this message, if you wish to
continue accessing social security numbers, you must call 1-866-691-3061 and ask to be
reactivated.

Unable to Process Your Request

Fiaure 29

o) ety Ol Electronic Records Express

WWw.socialsecurity.gov Electronic Records ress Home User Instructions
CAROL KIME L
ReplD ZBR7HYRDOS Py Unable to Process Your Request
j@s.com % = We are sorry for the inconvenience, but the information you
: are attempting to obtain is not available through this process.

= Back to Appointed
Fepresentative Services
Main Menu

Flease contact the local Social Security office to obtain the
infarmation.

[ MNew Case Search ] [ Cancel ]

You may receive this page for the following reasons:
The case may not be electronic,
¢ The case may have closed at the Hearing or Appeals Council Level. Access is only
available for a limited time (90 days) after a decision is issued.
e The case may have been remanded, or
o There are multiple cases pending or closed within the past 90 days at SSA and the
system cannot determine which one to display.

You must contact the Social Security office handling the case for additional help.
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Logout

To end your session and logout of Appointed Representative Services, select the Logout
button. This button is located on the upper left side of most pages (Figure 30). On the Case
Documents or Exhibit List page, this button is located at the bottom of the page (Figure 31).

Figure 30

onic Records Express

Freguently Asked Questions User Instructions
Electronic Records Express Home
i = Welcome to Electronic Recerds Express

KENNETH MOORE

Bulletin Board
Appointed Representative Services ulletin Doar:

435““’59 Updated 07/07/2011
Log Out 5
* Access Claimants Electronic Folder What's Hew?
. Get important information about Electronic Records|
<
Ba_‘:k to Ay 4 oint o Pickup Files Express availability.
Services Main Menu i )
Email for more information or call toll free:
= Send Response for Individual Case 1.866-691-3061
For your security, please log out and close all
Internet windows when you are finished. * Track Status of Submissions

* Communication Utility

® GetHearing Office Status Report

Figure 31

Claimant: Ryan Joseph Theunlssen Claimant SSN: 115-28-0081 Claim Type: T2 Level: Hearing
Last Change: 06/27/2010 Application: 04/15/2008 Alleged Onset: 09/27/2007 Last Insured: 12/31/2008

Case Documents | Exhibit List

Expand All 3 Collapse All 3 Select All Deselect All

[*] A.Payment Documents/Decisions ltems: 2 Page Count: 0
ane L eeeen B L L Decsionoae L Recened Teriad P
1A Disability Determination Transmittal Prior to
Hearing
2A  Disability Determination Transmittal ¥ Prior to No 0
Hearing
[+ B.Jurisdictional Documents/Notices ltems: 0 Page Count: 0
] D.Non-Disability Development Items: 1 Page Count: 0
e e e LB L Document et Receved T Marked Py
1D Authorization For SSA To Obtain Account Records From A ¥ Prior to
Financial Institution And Request For Records Hearing
[¥] E.Disability Related Development ltems: 5 Page Count: 0
I . 1 S Y B e R
Disability Report - Field Office Prior to
Hearing
2E Disability Report - Adult [l Prior to No 0
Hearing
3E | Disability Report - Field Office [l Prior to No 0
Hearing
4E  Disability Report - Appeals ¥ Prior to No 0
Hearing
S5E  Authorization for SSA to Obtain Personal Information [¥] |Source of PI Prior to No 0
Hearing
[*] F.Medical Records ltems: 1 Page Count: 0
N ezt Souree L Dateron L Date o Recated [Marked P
1F  Copy of Evidence Request [¥] 'Source of ER Prior to
Hearing

[ Download Selected to Zip ] [ Download Selected to PDF ] [ Upload New File ] [ New Case Search ] Log Out Cancel
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Access Keys

This application contains access keys to improve navigation and provide information.
You will find a list of these keys in the table below:

Button Access Key
Cancel

Download Selected to PDF
Download Selected to Zip
ERE Print

ERE Home

| Agree

Log Out

New Case Search

Upload New File

C|lnw|—|T SO N[O |S

Other keyboard commands, hotkeys or access keys will vary based upon the
browser and the version of the browser that you are using. A list of these
commands can be found in the Help section of your browser. The Help feature can
be located on the Menu bar of your browser. Any assistive devices that you may be
using will also have a list of these shortcut keys in their Help section.

Note:
1. To use these keys on Windows-based browsers select the Alt button on your
keyboard and the access key simultaneously. On the Mac, use the Ctrl key.
2. Internet Explorer Browser Users Only: In order to trigger the Browse
button on the Electronic Records Express Submission pages you will need to
use the space bar if you are using keyboard access.
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Acceptable File Type

Barcode

.bmp

.doc or .docx

Download

ERE

Glossary

Types of files that are compatible with a given computer
program or website. The ERE website currently supports the
following type of files:

wpd, .doc, .docx, .jpg, .bmp, .mdi, .txt, .rtf, .xIs, .xIsx,
pdf, .tiff, and .tif.

Data is coded in a series of bars and spaces of varying width.
This symbol can be read with hand held moving beam
scanners by sweeping a horizontal beam down the symbol.
To date, industry has utilized a “3 of 9” barcode with varying
width vertical bars. Technology is now shifting to a more
stable and versatile barcode (2-Dimensional or 2-D), where a
checkerboard pattern varies in both width and height.

A 2-D barcode determines the ultimate destination (paper
folder and/or electronic folder) for the evidence submitted
(uploaded). The 2-D barcode acts as a portable database to
store the following information: Social Security Number,
request ID number, site number (Disability Determination
Service or ODAR), and document type (e.g., Medical
Evidence of Record, Activities of Daily Living). The request ID
number (also known as the turnaround document number or
contract number) is SSA’'s/ODAR’s unigque transaction
tracking number, and when received, can be used to
generate a tickle in the case processing system. If a
Representative fails to submit the bar-coded information, the
document must be manually indexed at the ODAR.

The filename extension for a bitmap file. Bitmap is a common
graphic format used by computers. A graphic or picture is
made up of a number of individual dots (bits) to form an
image. A bitmap is essentially a map of bits (hence the
name). Bitmap files can get very large and if storage space is
a factor then it is best to convert the image into a more
compressed format such as .jpg.

The filename extension for a Microsoft Word document file.
“.Docx” is the extension of files created in Microsoft Word
2007 or higher.

The process of transferring a file from a remote computer,
server, or webpage to your own computer. Download is the
opposite of upload.

Electronic Records Express. SSA’s secure website used

primarily for uploading (sending) electronic medical and other
evidence considered in determining disability eligibility.
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e-folder

Extract

Jpg

MER

.pdf

Secure Website

rtf

tif or tiff

The electronic disability folder (e-folder or EF) is SSA's
electronic disability repository of data that is accessible by all
components involved in the processing of disability claims.
Data housed in the e-folder comes from many different SSA
and ODAR systems as well as from external sources (e.qg.,
medical Representatives). The e-folder is not a case
processing system. The e-folder allows components to share
disability case information without having to move a paper
folder between components.

To obtain selected information from a source; an excerpt of a
record.

Jjpg or .jpeg (pronounced “jay-peg”) is a standardized image
compression format named after its developers (the Joint
Photographic Experts Group) that can compress images to
very small file sizes, commonly used on the Internet due to
faster image transfer rates. JPEG images can contain
thousands of colors that make the format ideal for
compressing images such as photographs. The JPEG format
can compress images up to around 10% of their original file
size without losing too much quality (depending on the image
used) although the image will lose its sharpness. JPEG files
use both the .jpg and .jpeg file extensions and can be created
in most popular graphics applications.

Medical evidence of record (MER) is collected from sources
identified by the claimant.

The filename extension for a Portable Document Format
(PDF) file. PDF is a universal file format developed by
Adobe® that preserves all the fonts, formatting, graphics, and
color of any source document, regardless of the application
and platform used to create it. PDF is a reliable format for
electronic document exchange. To view PDF files you need
Adobe Reader® that you can download free at
http://www.adobe.com/products/acrobat/readstep2.html.

A website that uses encryption and access controls so that
personal information sent via the website is not susceptible to
interception, loss, or alteration.

“Rich Text Format” is a text format developed by Microsoft.

TIF or TIFF is short for “Tagged Image File Format” and
refers to a type of image format developed by Aldus and
Microsoft that is commonly used within computing. It was
designed primarily for faster data interchange. TIFF files are
basically Bitmap images; they are not restricted in resolution
and can be black and white, grey scale or full color. Most (if
not all) image editing software can support the TIFF format
and TIFF files typically have the .tif or .tiff file extension.
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http://www.adobe.com/products/acrobat/readstep2.html

Ixt

Upload

.wpd

Xls or .xIsx

.zip

The filename extension for a text file.

The process of transferring a file from a personal computer to
a server. This process makes the file available to others.
Upload is the opposite of download.

The filename extension for a Word Perfect Document.

The filename extension for a Microsoft Excel file. Microsoft
Excel 2007 or later use the extension of “.xIsx.”

A zipped file is a file that has been compressed making it a
smaller file. Compressed files travel faster, therefore taking
less time to download to your hard drive or upload to another
computer. To return the file to its original size,
decompression software is used so that you can view the file.
Compression/decompression software is common and may
be downloaded from the Internet if it is not already available
on your computer.
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