Electronic Records Express (ERE)
User Guide for

Access Claimant’s Electronic Folder/
Pickup Files

S
o EC%
Qo \)s
”//ﬁ sﬁ

%, &

Is*m?*

October 2015



Table of Contents

ARS OVEIVIBW ...ttt e e e e e e e e e et e e e e e e e e e e eae s e e e e e e eeeeensnnnnnn s 2
Requirements for Access to the Electronic Folder ...........cccccceeeiiiiiiiiiieiicieeeeee, 2
Logging into Appointed Representative SErvICES..........couvvvvvviiiiiiiiiiiiiiiiiiiieeeeeeeee 2
Appointed Representative Services Main MENU..........cccoveeeeiviiiiiiiiiiiie e, 3
ERE HOME PAQE ...t e 3
ERE: EIeCtroniC FOIAEN ........coviiiiiiiiiiiiieeeeeeeeeeeee e 5
CasSe DOCUMENTS TaD......iiiiiiiiiiiiiiiiie e e et e e e e e e e e eeaann e e e e e e eeeeenes 5
EXNIDIT LISt TaD...coiiiiiiiiii 6
MURtIMEdIia FIlES TaD ...cceeeiiiiie e 6
(D170 F= V2@ o] 1o 1 1 7
SelECtiNG DOCUMENLES .....euiiiiiiiiiiiitiitiieieieeeiee bbb enneesnnee 7
Downloading DOCUMENLS ......cceeiiieeeeece et e e e e 8
PICKUP FIIES ..ot 8
VIEWING ZIP FIlES .eeiiii ettt e e et e e e e e e eeenees 10
VIEWING PDF FlES ... 11
Viewing Multimedia FileS...........iiii e e e eaaens 11
e I O 1 ST B od 1 o 1 12
OGG VOrbiS INSIFUCHIONS .....uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiriibbab bbb eebsasneannnsneennsnnnnnnes 16
Uploading DOCUMENTS .....ccoiiiiiiiiiiiiiiiiieeeeee ettt 16
Track Status Of SUDMISSIONS ......ccooiiiiiieiee e 17
Gt STALUS REPOITS ...ttt e 17
(@0 ] g1 e= 1ot A @15 7N o @ 1o 18
Manage Your Email NOtIfiCatioNS ...........ccovvviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee 18
Unable to Access an Electronic FOlder.............covvviviiiiiiiiiiiiiiiiiiiiieeeeieeeeeee 19
EFolder Service SUSPENTEd...........oouviiiiiiiiiiiiiiiiiiiiiicieeeeeeeeeeeeeeeeeee e 20
Unable to Process YOUr REQUEST .........coiiiiiiiiieicie e 20
TIMING QUL 20
YNV o] [0 [T o T U =T gl =l (0] £ ST 20
ERE Electronic File Format OptioNS..........ccoiviiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeee e 20
Logging OUt Of ERE .......oviiiii e e 20

GIOSSAIY ..ttt 21



ARS Overview

This guide provides Social Security Administration (SSA) claimants’ appointed representatives with detailed
instructions for viewing and downloading documents 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.

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 (ERE) home page under the Electronic Folder Functions section.

Logging into 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 SSA
website login pages. The login will fail and be considered an invalid attempt. After a certain number
of invalid login attempts, your User ID will be suspended.

Social Security Online Business Services Online

www.socialsecurity.gov BS0 Welcome | BSO Information | Keyboard Navigation

« Log In to Online Services

Online Services Availability For your security, please log out of the application and close all Internet windows when you are finished.
 Monday-Friday: 5 AM - 1 AW ET New User? Existing User?
& Saturday: 5 AM-11PMET . A -
o Sunday: 8 AM - 11:30 Pl ET You must create an account to use this Please log in below:
website. Once you do, you will be provided a User User ID:

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
. Creat_e your password and security User Certification:
Questions | understand that the Social Security e
Create Log In Account Administration (SSA) will validate the i

information | provide against the
information in SSA's files e

7] I have read & agree to these terms.
Did you register with SSA by phone or paper

form and need to create a password?



http://www.socialsecurity.gov/ar
http://after/

Appointed Representative Services Main Menu

The ARS main menu displays information about ERE authorized services, Appointed Representative
registration, and account management.
eSelect Enter ERE

/ﬁl”\\ Social Security

The Official Website of the U S. Social Security Administration

Appointed Representative Services

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

« Contact ODAR Office
- Get Status Reports

[ Enterere | h

Registration

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

Log Out

ERE Home Page

e To access the folder, select the Access Claimant’s Electronic Folder link in the Electronic
Folder Functions section.

flml’"\ Social Security

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

OMB No. 0960-0618

Electronic Records Express (ERE) o TS T A
System Notices (3) - Updated: 07/11/2012 What's New? - Updated: 03/15/2015 Help & Support
Sign Up for Email/Text ERE System Notifications Elment
EETechSupport@SSA.gov

Call Us (toll free)

Electronic Folder Functions Hel Messaging Functions Hel
° P aing o P 1-866-691-3061
= Access Claimant's Electronic Folder Contact ODAR Office
= Pick Up Files

@ User Resources
* Get Status Reports

Evidence Functions @ Help Account Functions @ Help FFor your security, please log out
and close all Internet windows
= Send Individual Response « Manage Your Email Notifications when you are finished.

» Track Status of Submissions

Return to Appointed Representative Services




e You will receive a one-time password (SMS text message) on the text-enabled cell phone number
you provided during registration.
e Enter the one-time password.

NOTE: Delete the text message after it is used. The one-time password is temporary and is valid for
only 10 minutes. Undeleted text messages may be repeated in a future text message.

Social Security Online Business Services Online

.socialsecurity.gov & BSO Welcome | & BSO Information | B¢ Keyboard Navigation

/ffm\ Enter One-Time Password
SR

Online Services Availability Due to the sensitivity of the information within, you must enter a one-time password to continue.

« Monday-Friday: 5 AM - 1 *Indicates Required Information

AM ET
« Saturday: 5 AM - 11 PM A one-time password has been sent to cell phone number: 4105047440
ET Please allow up to two minutes for the text message to arrive. The one-time

- Sunday: 8 AM - 11:30 PM password will be valid for a total of 10 minutes from the time of your request.

ET

Mandatory Field *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.

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 >

e Read the Acknowledgement for Online Services agreement before entering the Claimant’s
Social Security Number (SSN). Select the | Agree button.

ERE: Electronic Folder Agreement

Acknowledgement for Online Services @ User Resources

By entering this United States Government Website, | agree to the following terms and conditions: Your privacy is important
= | will not disclose any information or data about a claimant that | access on this website without the For details about our use of your
claimant's written, signed consent unless there is a Federal law or regulation authorizing me to information, we encourage you
disclose this information or data; to read our Privacy Act
= | will not knowingly furnish, or participate in furnishing, false or misleading information to the Social Staterment

Security Administration: T
- 1 '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 securty 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

- Ifyou 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 ciminal law and the officials of domestic and foreign agencies

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

Claimant's Social Security Number (SSN):

)




ERE: Electronic Folder

The ERE: Electronic Folder screen contains a header and three tabs: Case Documents, Exhibit
List, and Multimedia Files. The folder initially displays with all the documents hidden.

Case Documents Tab

Case Documents tab provides the ability to view all documents in these sections of the eFolder:
e Section A - Payment Documents/Decisions (Yellow)

Section B - Jurisdictional Documents and Notices (Red)

Section D - Non-Disability Development (Orange)

Section E - Disability Related Development (Blue)

Section F - Medical Records (Yellow)

f@l‘"\\\ Social Security

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

ERE: Electronic Folder

Claimant: Mirandy Dawn Claimant SSN: 531216106 Last Change: 12/02/2014 @ User Resources
Donley Last Insured: 06/30/2008 Alleged Onset: 06/01/2001
Level: Appeals Council Claim Type: T2

Application: 01/10/2013

Case Documents (65) Exhibit List (41) Multimedia Files (2)

Show All Hide All Select All Deselect All
A. Payment Documents/Decisions Items: 4 Page Count: 15

l B B. Jurisdictional Documents/Notices Items: 16 Page Count: 73 J
D. Non-Disability Development Items: 5 Page Count: 15

| B E. Disability Related Development Items: 22 Page Count: 84 I
F. Medical Records Iltems: 18 Page Count: 241

\( Download Selected to ZIP } |( Download Selected to PDF J |, Upload New File J |, New Case Search J




Exhibit List Tab

The Exhibit List tab 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.

/T“IT"”"’\\ Social Security

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

ERE: Electronic Folder

Claimant. Mirandy Dawn Claimant SSN: 531216106 Last Change: 12/02/2014 @ User Resources
Donley Last Insured: 06/30/2008 Alleged Onset: 06/01/2001
Level: Appeals Council Claim Type: T2

Application: 01/10/2013

Case Documents (65) Exhibit List (41) Multimedia Files (2)

Show All Hide All Select All Deselect All
A. Payment Documents/Decisions ltems: 4 Page Count. 15
B. Jurisdictional Documents/Notices ltems: 12 Page Count: 51
D. Non-Disability Development ltems: 5 Page Count: 15
B E. Disability Related Development ltems: 14 Page Count: 61
B3 F. Medical Records ltems: 6 Page Count: 222

| Download Selectedto ZIP | | Download Selected to PDF | | Upload New File | | New Case Search |

Multimedia Files Tab

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

ERE: Electronic Folder

Claimant: Kyle Andrew Claimant SSN: 111111111 Last @ User Resources
Bellows Last Insured: 12/31/2008 Change: 12/06/2013

Level: H Claim Type: T2 Alleged

Application:  0415/2008 Onsel: 09/27/2007

Case Documents (10) Exhibit List (4 Multimedia Files (2)

| B | File Name (ID) Judge/Owner Hearing Date Receipt Date -
[T | Audio Hearing Record 1 Judge Judy 06/14/2012
1 Audio Hearing Record 2 Judge Judy 06M5/2012

[ Download Selected Multimedia | L Upload New File | [_ New Case Search |




Display Options

Show All/ Hide All - Select the Show All button to view all documents in the file. Select the Hide All
button to close all sections.

Show/ Hide by Section— To the left of each section name is a blue square. Selecting the plus sign
causes that section to open and display the documents in the section. Selecting the minus sign
causes that section to close.

Case Documents (10) || Exhibit List (4) | Multimedia Files (2)
Show All| |Hide All| BSelect All| |Deselect All

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

B. Jurisdictional Documents / Notices Items: O Page Count: 0

= Flopment Items: O Page Count: O
|, & |Dsscrption Document Date Recsived  [Markea  Pg

Mo records found

E. Disability Related Development Items: 3 Page Count: 13

F. Medical Records Items: 1 Page Count: 3

[ Download Selected to ZIP \| L Download Selected to PDF \| L Upload New File \| L New Case Search \|

Selecting Documents

Select All/ Deselect All - Selecting these buttons mark or unmark all documents. The checkmark
next to the document indicates a selected document.

Select/ Deselect individual documents — Select/ deselect individual documents by checking/
unchecking the box next to the document description.

Case Documents (10) || Exhibit List (4) | Multimedia Files (2)

Show All| |Hide AII Select All| | Deselect All ]
 {

A. Payment Documents / Decisions Items: O Page Count: O
B. Jurisdictional Documents / Notices ltems: 0 Page Count: O
D. Non-Disability Development Items: O Page Count: O

& E. Disability Related Development ltems: 3 Page Count: 13

Descripion ————— —sowce _|Daterrom  |DateTo |Recewea Marked |pg |

port - Appeals @ 04/21/2008 N 8
Disability Report - Field Office @ 04/21/2008 N 4
4E Report of Contact @ 06/04/2008 N 1

B F. Medical Records Items: 1 Page Count: 3

R e S T T O N T N .
[EIElS Medical Evidence of Record @ 05/05/2010 N

[ Download Selected to ZIP | [ Download Selected to PDF | [ Upload New File | [ New Case Search |




Downloading Documents

You can open documents immediately or select them for download. You can choose to download
documents to either a ZIP or PDF file. You can also download multimedia files.

Case Documents (10) | Exhibit List (4)

[Show Al [Hide All| [Select All| [Deselect All|

A. Payment Documents / Decisions
B. Jurisdictional Documents / Motices
D. Non-Disability Development

B8 E Disability Related Development
@ |# ~ | Descnpuon

2E Disability Report - Appeals @
3E  Disability Report - Field Office @
AE Report of Contact @

B F. Medical Records

1F Medical Evidence of Record e

Multimedia Files (2)

Sourse ey

T % ~ Descrpton | source )|

Items: O Page Count: O
ltems: O Page Count: O
Items: O Page Count: O
Iltems: 3 Page Count: 13

Nata Tn Racaived Raricad P

Message from webpage {i_&J

The files you have selected are being processed.
! ., You will receive an email when they are available.

[L Download Selected to ZIP | [ Download Selected to PDF | l u

Pickup Files
Within approximately 48 hours after downloading, the files are available for pickup.
An email message will be sent to you when the requested files are ready or if the download was

unsuccessful.

The link in the email will take you to the ERE login.
Follow login instructions then enter the one - time password (OTP) that generates to your text-

enabled cell phone.

S50 Notice [¥A]

|'our requested e-Folder files are ready for pickup at 06/23{2008 11:50:58.0

Subiject:

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

Click on the link below to be directed to the e-Folder E
These files will be available for initial download for 7
These files will remain available for 24 hours after the

https: /rsecureval  =sa. gov appsY /EREMEREF Pl =start . do
(if you can't click on the link above. copy and paste th

Thank vou for using Electronic Records Express.

Electronic Records Express
SE4 — Baltimore, MD
EETechSupport@=sa. gov

Thi=s i= a system—generated email. Please do not respond

If vou have questions. please =zend email to EETechSuppor

From =~ EESystem@ssa.gov
— To... ERE User
Send
Ce...
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 svstem-generated email Please do not respond to this message.

If wou have questions, please send an email to EETechSupportiissa.gov.

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

Click on the link below to be directed to the e-Folder Pickup File page.
These files will be awvailable for initial download for 7 davs from <datetime>
These files will remain awvailable for 24 hours after they are downloaded.

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

(If wou have trouble clicking on the link above, copy and paste the URL between the brackets into v

Reminder — If vou have multiple ERE User IDs onlv one of them is associated with this notificatig
cause a system ermror

m 1, lesdonale o€ ToaTl T A TTD Hin E1oo 4 A sanl




e Pickup Files: On the ERE home page, select Pick Up Files link in the Electronic Folder
Functions section.

Electronic Records Express (ERE)

System Notices(4) - Updated: 12/12/12 Whats New? - Updated: 07/01/2013 Help & Support
Sign Up for EmailText ERE System Notifications Emalt
ante Y EETechSupport@SSA.gov
Electronic Folder Functions @ Help Messaging Functions @ Help 1012563:]”322?
« Acce almants Electronic Folder + Contact ODAR Office
+ Pick Up Files
+ GEl SMalls Reports

© User Resources

Evidence Functions @ Help Account Functions @ Hslp
+ 3end Individual Response + Manage Your Email Notifications For your security, please log out
+ Track Status of Submissions and close all Internet windows

when you are finished.

Return to Appointed Representative Services

e Enter the one - time password (OTP) that generates to your text-enabled cell phone.

Social Securty Online Business Services Online

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

ﬂlfm’;l\ Enter One-Time Password

Online Services Availability Due to the sensitivity of the information within, you must enter a one-time password to continue.

+ Monday-Friday: 5 AM - 1 AMET “Indicates Required Information
» Saiurday. 5AM-11PMET
o Sunday:8 AM - 11:30 PMET A one-time password has been sent to cell phone nhumber: 4433481871
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?
v Verify that your cell phone number is correct. If it is not correct, please update your number.

v Is your cell phone receiving service recepfion? You may need to move to a location where you
can get a better signal.

v Stillunable to continue? We can send a new text message.

Cancel ] ’ Next >




e Select the claimant’s SSN (Last 4) link to download the file you requested.
e A message box will display; Save the document to a desired location on your computer.

/f’[f[“\"*-l\\\ Social Security

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

ERE: Pickup Files

Downloading Your Files © Detailed Instructions
+ Select the claimant's SSN to download the file
*+ The Status will change to Download Started.

Files Will Automatically Be Deleted

- 7 days after they are sent to you for pickup, even if you have not downloaded them.
» 24 hours after you begin the download process.

SSN Last File Type Date & Time (ET) File Deletion Date
(Last 4) Name Requested & Time (ET)

6106 Donley Multimedia - 01/07/2015 15:25 Ready for 01/14/2015 15:25
(OGG Format) Download
6106 Donley PDF 01/09/2015 09:15 Ready for 01/16/2015 09:15

Download

6106 Donley
Do you want to open or save 6464_14ACFOB3A32D94A0N.pdf from secureval.ssa.gov?

QOpen Save | T Cancel

Viewing ZIP Files

» Go to the location where you saved the ZIP file and double click on the file to open it.
e On the WinZip toolbar, select Extract.

=0 WinZip - Test 011415zip
File Actions View Jobs Options Help

- k el
D 4 R

New Open Favorites Add

2 B 9 U @ B

Mail Encrypt View CheckOut ~ Wizard  View Style

Address

Folders x |
LI [Test 011415.zip]
I documents { { i
I help ' ' ' '
I images

I styles

/=)
\_;/|

documents help images styles README txt index.html

10



e Save all the files/folders in the ZIP file package to the desired location on your computer.

Extract to: KM\ hd N £=h
! : BE=—4 (K:) 546691 (\BANS119AB1 Data\Users) =
E5l AcsData
Desktop Appt Rep
+ | » Archive =
Camtasia Studio
546691 o b Desktop
EaE My Documents
’ L eforms
- +- |, Favorites
Computer 5. IBM
tl'l'- + Icons —
-
MNetwaork Files
stwer ~| Open Explorer window
Selected files/Tolders . L . —
Overwrite existing files Cancel
@ All files/Tfolders in current folder
. B B Skip older files
All files/folders in archive — ]
Help
Files in Archive:

« To view the documents, go to the location where you extracted the files and select the
index.html file.

Viewing PDF Files

e Go to the location where you saved the PDF file and double click on the file to open it.

Viewing Multimedia Files

ODAR has two types of audio files: ForTheRecord (FTR) files that require “TheRecord Player” audio
player and Jefferson Audio Video Systems (JAVS) files that can be played on multiple platforms or
using the JAVS player. If you do not have these players, you may download either of them free of
cost following the instructions outlined below.

SSA File Formats

SSA supports the following audio file formats:
e TRM - ForTheRecord file format (FTR audio)
e OGG - OGG Vorhbis file format (JAVS audio)

Determining the File Format Downloaded and Player Needed

Go to Pickup Files and download the folder to your computer.

Extract the contents to a location on your computer.

Click on the folder labeled Audio and view content.

Determine the type of player needed for audio:

1. If a folder labeled Media displays, refer to the OGG Vorbis Instructions.
2. If no Media folder displays, refer to the FTR Instructions.

Hwh P

11



Multimedia Index

In order to play the FTR digital recordings, you must have the ForTheRecord "TheRecord Player"
audio player installed on your computer. If you do not have TheRecord Player, you may download it
free of cost.

OGG audio files can be played on multiple operating platforms (Windows, MAC OS, Unix/Linux). FTR
audio files are not supported on Apple operating systems.

Please go to the ForTheRecord website to ensure that you have the minimum system requirements
for downloading "TheRecord Player."

FTR Instructions

Download the FTR Player:

Go to the For The Record website: www.fortherecord.com

Verify that minimum system requirements are satisfied

Click on Products

Select The Player

Click on Download FTRPlayer

Click to run the setup

Follow the prompts and standard instructions to complete the installation.

NogakrwbhpE

For more information on the FTR Player setup, please visit www.fortherecord.com.

Configuring FTR Player: Search Folders

NOTE: The FTR Player requires setting up the Search Folder path prior to playing the audio.

1. Click Start (the Windows icon in the left hand corner of your desktop); select All Programs,
then ForTheRecord and TheRecord Player.

Lind IR e e

EPACIient
FormFlow 2.3.5 Filler Help and Support

ForTheRecord
4 TheRecord Player
User's Guides

4 Back

‘ Search programs and files jeo | | (2

2. When TheRecord Player License Agreement appears, select the "Don't show this screen
again" checkbox on the bottom left. Read the agreement then click the "I Agree" button.

12


http://community.fortherecord.com/index.php?/page/playerdownload
http://www.fortherecord.com/
file:///C:/Users/546691/AppData/Local/546691/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Downloads/29786_149CE01E5E58B8D9N/help/www.fortherecord.com
file:///C:/Users/546691/AppData/Local/546691/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Downloads/29786_149CE01E5E58B8D9N/help/www.fortherecord.com

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

r =S . e

TheRecord
Player™

Click Open to load content...

ForTheRecord"

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

=

Open .

e

=)
i ’ Manage Search Folders

-3 CD Drive
#-3 Local Drive
[+ Tapes

Date
Wednesday. June 13,2012
Friday, May 04, 2012

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

%4 Manage Search Folders @ ﬁ&l

Current search folders

Foldername Path

MNew Search Folder  KAODDAR\ERE R.14 0\ audio\A100...

Archive D:\FTR Recordings) 4]
CD Drive E}\

Local Dirive DDRAP Recordingsy, |
Tapes K\My Videos\

6. Inthe New Search Folder dialog box, click Browse.

™) New Search Folder lMl

Enter the path or click Browse to find the folder that contains
recordings to be played by TheRecord Player.

Path:

13



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

Browse For Folder @

Select the folder or drive you wish to add.

4 | ERERI140 &
4 | audio
| Al001001A12F04A94607D65596
. help

m

| images
> | styles

| documents

| bale
< | n | »

[ Make Mew Folder ] [ oK ] [ Cancel I

8. Click Next.

9. Inthe Search Folder Name dialog box, enter a user-friendly name (ex. Archive
Recordings).

10. Click Next.

Ifi Search Folder Name m

Please specify a user fiendly description which is displayed as
the name of the search folder.

MName:
Claimant Smith

ook | (o ][ Cowe

14



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

Priority Down buttons.

12. Click Finish.

[*) Search Priority { ? i:hJ

Click the up or down buttons to set the search priority.

Mote: CD/DVD drives are always at the top of the list and cannot
be changed.

Claimant Smith
MNew Search Folder
Archive

CD Drive E]
Local Drive

Tapes

[ < Back ][ Finish ][ Cancel

13. 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 was previously downloaded to the same folder,
could potentially compromise audio quality.

Extracting ZIP File Contents

abrwnNE

Extract all files in this ZIP File package and verify that "Use folder names" is selected.
Save the file in your desired location.

Go to the location where you saved the file.

Locate and open the Audio folder.

Locate and move the Audio file (the file has a trm file extension) to the search folder
specified using the Configuring FTR Player - Search Folders instructions above.

Playing the Audio Files with the FTR Player

Once you extract the ZIP file and setup the Search folders, follow the instructions below to play the
audio file:

1.

Click Start (the Windows icon in the left hand corner of your desktop); select All
Programs, then ForTheRecord and TheRecord Player.

2. From TheRecord Player click the Open icon (first icon on the bottom).
3.

From the Open dialog box, locate the multimedia file by clicking the plus sign beside the
desired Search Folder; then click the plus sign beside the desired date.

15



4. Once the multimedia file is revealed (where media type contains .trm file), select it and click
Open button.
5. Click Begin Playback on TheRecord Player.

For more information on the FTR Player setup, please visit www.fortherecord.com

OGG Vorbis Instructions

Once you extract the ZIP file to a desired location on your computer, follow the instructions below to
play the audio file:

Open the Media folder and open each .ogg file individually. If audio does not play, follow the
instructions below to download an OGG Vorbis compatible Player/Codec, and try opening the .ogg
files again.
1. Go to the www.vorbis.com website.
2. Select the platform for your operating system.
3. Follow instructions under the Playback section for download and install options for playback
of ogg vorbis files.

Uploading Documents
Once inside the electronic folder, upload new documents by selecting the Upload New File button.

Case Documents (10) | Exhibit List (4) || Multimedia Files (2)
[Show All| [Hide Al| [Select All| [Deselect All|
A. Payment Documents / Decisions Items: 0 Page Count: 0
B. Jurisdictional Documents / Notices ltems: 0 Page Count: 0
D. Non-Disability Development Items: 1 Page Count: 1
E. Disability Related Development Items: & Page Count: 32
F. Medical Records ltems: 2 Page Count: 14
( Download SelectedtoZIP | [ Download Selected to PDF |[| Upload New File | ( |New Case Search |

e The Upload New File button transfers you to the Send Individual Response screen.
e Follow the Send Individual Response User Guide in the User Resources.
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Track Status of Submissions

This feature allows you to view the status of your submissions. You can select from multiple search
criteria. However, ERE can only supply information about submissions within the past 180 days.

Follow the Track Status of Submissions User Guide in the User Resources.
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Sign Up for Email'Text ERE System Notifications

Electronic Folder Functions @ Help
- Access Claimants Electronic Folder
+ Pick Up Files
« Get Status Reports

Evidence Functions @ Help

[ T e ]

- Track Status of Submissions

Electronic Records Express (ERE)

Whats New? - Updated: 07/01/2013

Messaging Functions @ Help

- Contact ODAR Office

Account Functions @ Help

- Manage Your Email Notifications

Return to Appointed Representative Services

Help & Support

Email:
EETechSupport@SSA.gov

Call Us (toll free):
1-866-691-3061

@ User Resources

For your security, please log out
and close all Internet windows
when you are finished

Get Status Reports

This feature allows you to view information on cases pending at the Hearing Office and Appeals

Council. You can select from multiple search criteria.

Follow the Get Status Reports User Guide in the User Resources.
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The Official Website of the U.S. Social Security Administration

System Notices(4) - Updated: 12/12/12

Sign Up for EmailText ERE System Notifications
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- Access Claimants Electronic Folder
sCicl LD Elles
[ + Get Status Reports ]

Evidence Functions @ Help
+ Send Individual Response
+ Track Status of Submissions

Electronic Records Express (ERE)

Whats New? - Updated: 07/01/2013

Messaging Functions @ Help
- Contact ODAR Office

Account Functions @ Help
« Manage Your Email Notifications

Return to Appointed Representative Services

Help & Support

Email:
EETechSupport@SSA.gov

Call Us (toll free):
1-866-691-3061

@ User Resources

For your security, please log out
and close all Internet windows
when you are finished.
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Contact ODAR Office

This feature allows you to send a secure, one-way communication to a specific Hearing Office.
Communications using this feature should be non-case related, such as change of address for a
representative or a representative’s schedule.

Follow the Contact ODAR Office User Guide in the User Resources.

ﬁm\ Social Security

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

Electronic Records Express (ERE)

System Notices(4) - Updated: 12/12/12 Whats New? - Updated: 07/01/2013 Help & Support

Email:

Sign Up for EmailiText ERE System Notifications
gn Up ! Y EETechSupport@SSA gov

Call Us (toll free)

Electronic Folder Functions @ Help Messaging Functions @ Help 1-866-891-3061
» Access Claimants Electronic Folder [ Contact ODAR Office l R
+ Pick Up Files

+ Get Status Reports

@ User Resources

Evidence Functions @ Help Account Functions @ Help
» Send Individual Response - Manage Your Email Notifications For your security, please log out
- Track Status of Submissions and close all Internet windows

when you are finished.

Return to Appointed Representative Services

Manage Your Email Notifications

This feature allows you to turn off your automatic email notifications when files are ready for pickup.
By default, ERE automatically turns on your email notifications. If you choose to turn off your email
notifications, you can return to this feature to turn them back on.

ﬁ;\\{'ﬁ\’z
%, il &

Social Security

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

Electronic Records Express (ERE)

System Notices(4) - Updated: 12/12/12 Whats New? - Updated: 07/01/2013 Help & Support
: } ) : Email:
Sign Up for EmailText ERE System Notifications EETechSupport@SSA gov
Electronic Folder Functions @ Help Messaging Functions @ Help f?lsgigflggzi):
- Access Claimants Elecronic Folder + Contact ODAR Office
- Pick Up Files

« Get Status Reports © User Resources

Evidence Functions @ Help A i
+ Send Individual Response + Manage Your Email Notifications For your security, please log out

- Track Status of Submissions and close all Internet windows
when you are finished

Return to Appointed Representative Services
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Choose your option and select Submit.

fm\ Social Security

The Official Website of the LS. Social Security Administration

ERE: Manage Your Email Notifications

a . . ‘
Email Notifications @ User Resources
ERE automatically sends email notifications indicating that you have new requests.

Manage Email Notifications:
Update notifications for "New Electronic Requests” sent to me at

@ On
© Off (You will continue to receive emails about erors and system notifications)

0 Update your email address

3 o

You will get an email message confirming that your email notifications have been successfully turned
off/on.

/f*@‘\\ Social Security

|\\-' Official Website of the U.5. Social Security Administration

ERE: Manage Your Email Notifications

@ You successfully turned OFF email notifications. @ User Resources

Unable to Access an Electronic Folder

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 an Access Denied
message or an Unable to Process Your Request message.

NOTE: Please capture and save a screen shot of the error message in a Word document. This will
assist us with troubleshooting any issues you may bring to our attention.

These messages may be received for a number of reasons:

e You may have entered the wrong claimant SSN. 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).
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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 listed as the appointed representative for that claimant.

EFolder Service Suspended

You will receive this message if you attempted to view 10 claimant SSNs that were denied access
within a 24-hour period. Once you receive this message, if you wish to continue accessing eFolders,
you must call 1-866-691-3061 and ask to be reactivated.

Unable to Process Your Request

You may receive this message because:
e The case may not be electronic,
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 The case may have been remanded, or
e 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.

NOTE: Please capture and save a screen shot of the error message in a Word document. This will
assist us with troubleshooting any issues you may bring to our attention.

Timing Out
The website will time out after 30 minutes of inactivity. After 2 hours, the website will log you out and
you must re-enter your User ID and Password to continue.

Avoiding User Errors
Errors can occur for many reasons. The following list briefly explains some common ERE website
user errors:
e Bookmarking the Confirmation page — Never bookmark pages within the ERE website. The
only bookmark you should use for the ERE website is the home page at http://eme.ssa.gov.
e Once you have submitted documents by selecting the Submit button, you should NOT use the
Back button or close your Internet browser file until you receive the Confirmation page.

ERE Electronic File Format Options

The ERE website currently supports the following file formats: .wpd, .doc, .txt, .xIsx, .mdi, .pdf, .xIs,
Jpg, .docx, .bmp, .tiff, .tif, .rtf

Logging Out of ERE

To end your session, select the Sign Out button. This button is located on the upper left of most
pages. For some screens, you may have to return to ERE Home to log out.

Susan Kim | Sign Out TextSize v | Accessiblity Hel

# Social Security

"’.‘,.’ ”” “\\: Official Website of the U.5. Secial Security Administration
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Glossary

Acceptable File Type

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.

Barcode

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 (SSN), RQID (request ID) number, site number (DDS or ODAR),
and document type (e.g., Medical Evidence of Record, Activities of Daily Living). The RQID is
SSA’s/ODAR’s unique 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.

.bmp

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.

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

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

ERE - Electronic Records Express
SSA’s secure website used primarily for uploading (sending) electronic medical and other evidence
considered in determining disability eligibility.

e-folder

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.g.,
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.

Extract

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

Jpg

Jpg 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

21



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.

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

pdf

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.

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

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

tif or .tiff

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.

Axt
The filename extension for a text file.

Upload
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.

wpd
The filename extension for a Word Perfect Document.

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

.Zip

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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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/Link Access Key
User Resources u

Other keyboard commands, hotkeys or access keys will vary based upon 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 or by using the F1
function key on the keyboard. Any assistive devices that you may be using will also have a list of
these shortcut keys in their Help section.

Note: To use these keys select the “Alt” or “Ctrl” button on your keyboard and the access key
simultaneously.
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