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1.0General Information

The purpose of the Consent Based SSN Verification System (CBSV) is to allow private

businesseand government entiti¢e verify that the name and SSN obtained from a

customer matchesordss not match the data in SSAOG6s recor
against SSAO0s Master File of SocialumBe,curity
name, date of birth and genderde (if available). The system has name and date of birth

toleran@s. CBSV is one of the services offered by the Social Security Administration on its

Business Services Online (BS®eb Pagewww.socialsecurity.gov/bso

~

NOTE: CBSV is designed to provide youwithocanly Ay es 06 or fAnoodo vegrificat
the SSN verified with SSAO06s records. CBSV doe
interface with the Department of Homeland Security (DHS) verification system, and it Will

notat i sf y-9eddisemets. |

With CBSV, you mayerify:

1 One name and SSN at a time using the CBSV Web Service, and receive immediate
results. (See Section 3)

1 Upto 10 names and SSNs at a time, online, and receive immediate results. There is
no limit to the number of times the CBY erification Web Pagenay be used within
a session or within a day. (See Section 4)

1 Up to 5,000 names and SSNs per batch, overnight, with results usually available
within one to two business days. (See Section 5)

More detailed information about CBSV mhg foundat http://www socialsecurity.golcbsv/
including a sample User Agreement and User Guide.

1.1 Information for Company/Individuals Obtaining Access to
CBSV

1 SSA will verify SSNssolelyfor the purpose(s) spédigd on the individual consent
forms associated with the verification requests. Your company may use the verified
SSN only for the purposes specified by the individual signing the consent form (Form
SSA89, Authorization for SSA to Release SSN Verificalidixceeding the scope of
the consent could violate state or Federal law and subject the requesting party to legal
consequences.

1 SSA will provide SSN verification information only about individuals from whom
your company has obtained valid consent fornsr(FSSA89 [See AppendiR.

1 Notify SSA if your employee leaves your company or if you choose to revoke any or
al | of your employees6 authorization to us

1 Your companymustprotect the confidentiality of consent forms (and the information
contained othem) and protect the associated record of SSN verification.

&L 55(‘0@
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1 SSA reserves the right to unilaterally suspend access to CBSV services if SSA
concludes that your company has failed to properly obtain consent or otherwise failed
to follow the terms of the agements associated with this service.

IMPORTANT : Your Canpanymust be in physical possessiof the signed consendrins
(Fom SSA-89) prior to requesting SSN verifications through the CBSV service.

1.2 Consent Form (SSA-89)

As a condition for using theBSV service, th&kequesting Partgompany is required to
securedrom each Number Holdexr signed Consent Form (Form S88) which authorizes
them to perform the CBSV SSN verificatid®ee Appendix)

TheRequesting Party Company, who has signed an agreemth SSA,is required to retain

the original paer copies of the Consent Form (FAd&8A-89) or the electronic image of the

form for a period of seven (7) years for audi
different media/electronic devices and afgg considerations are as follows:

1 Papen Ensurethat the consent forsmare stored in a locked firefostorage cabinet,
andensurehat only authorized persael have access to these files.

1 Electronici Ensurethat the consent forms are password tetd, and confirm that
only authorized personnkhave access to these fil&nsure thapasswords issued to
personnel who no longer work for the company or no longer work in the capacity to
have access to the files are voidedsurethatconsent forms aoverted to electronic
media have been destroydansure thatlisaster recovery procedures are in place and
are being followed.

1 Removable Electronic MediaEnsurethat all data has been encrypted, andure
that such removable electronic media is stomeallocked, fireproof storage
receptacleEnsurethat only authorized users have access to this medsurethat
the paper consent forms have been properly destroyed after being stored
electronically.

&'» 550(_:&
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1.3 CBSV Availability
CBSV Hours of Operation

CBSV mormally operates during the following hours and may be available at other times as

well:

Day Time

Mondayi Friday 5:00 a.m. to 1:00 a.m. Eastern Time
Saturday 5:00 a.m. to 11:00 p.m. Eastern Time
Sunday 8:00 a.m. to 11:30 p.m. Eastern Time

CBSV Hours of Support
CBSV customer support is availalaiel-888-772-2970during the following hours:

Day Time
Mondayi Friday 8:30 a.m. to 40 p.m. Easdrn Time

NOTE: CBSV is not available when SSA is in the process of implementing changes to
system. Whenever possible, advance notice of such occasions will be announced on {
website. Also, during website down times, informational messagdsplayed when a use
attempts to access the system.

their
he BSO
r

IMPORTANT: CBSV services will not be available if your company does not have a
positive cash balance.

IMPORTANT: SSA missionrelated work has priority over CBSV requests. Therefore, §
does not guardee that CBSV will be available to the Requesting Party within a specifig
time frameSSA6s posting of verification regq

bSA
d
hest

missionrelated work, or while SSA performs systems maintenance.

Y SECy,
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2.0Registration
Accessinghe CBSV system as an Authorized User involves several steps.

1. The designated Responsible Company Official authorizes their employee to use
CBSV by submitting-orm SSA88 (PreApproval Form for CBSV)$%ee Appendix

2. Theemployee goes tihe BSO Welcom®age atvww.socialsecurity.gov/bsto be
assigned a User ID and select a password.

3. SSA authenticates the employee as an Authorized User ancamaiisp osi t i v e
confirmati ono | et tnecode,towhe debignaed compagywsiciah ct i vat i
who provides this code to the authorized employee.

4. The authorize@mployee/usewill be able to log into the BSO system with their User
ID and password, enter the unique activation code and have access t&GiWe CB
system.The only time theactivationis usedis when finalizing registration.

NOTE: If you do not receivgour activation cod@-3 weeks after SS#as processegour
contract the designated Responsible Company Official should call S3A888(772-2970).
See the Activation Codection for more information.

2.1 Pre-Registration

TheRequesting Party must submit to SSA a form SBAPreApproval Form for CBSY
(SeeAppendiy. The Requesting Party must provide the information belben they
authorizean employe¢o use the CBSV:

CompanyName

CompanyAddress

Company EIN (Employer Identification Number)

Name of Employed@uthorized to Use CBSV

Telephone Number of Employee Authorized to Use CBSV

Email Address of Employeguthorized to Use CBSV

Name ofCompany Manager or Authorized Representative
Signatureof Company Manager or Authorized Representative
Title of Company Manager or Authorized Representative

Current Date

Telephone of Company Manager or Authorized Representative and
E-mail Address of Compegy Manager or Authorized Representative

= =2 -0_9_9_9_98_2°_-2_-49._-2._-2-

2.2 Registering for a User ID and Password

Authorized employees who will be using CBSV Online and Batch services register for their
own User ID and password.
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A Manager or Authorize®epresentative registers for a Uerand password on behalf of
the Requesting Partybés Web Service.

IMPORTANT : If you are registered to use CBSV you will not be allowed to use any other
BSO service.

2.2.1 CBSV Online and Batch User Registration

The Authorized Employee must provide the followinfprmation when registering for a

User ID and password. This information will also allow SSA to confirm your identity before
issuing a User ID and serves as contact information.

Company Name

EIN

First Name

Middle Name (optional)
Last Name

U.S. SocialSecurity Number
Permanent Adress

State

Country

Zip Code

Phone Number

Fax (optional)

E-mail Address

Answers tdb Authentication Questions
Self-CreatedPassword

= =2 -0_-0_9_9_95_42_49_49_-2_-2°_-2_-2._-2-

2.2.2 CBSV Web Service User Registration

IMPORTANT : The Authorized Employee does not register faveb Service User ID ang
Password. A Manager or Authorized Representative of the Requesting Party will regigter on
behalf of thalCompany

TheManager or Authorized Representatimast providehis/herinformation when
registering for a Web Service Ud&r and password. This information will also allow SSA
to confirm their identity before issuing a User ID and serves as contact information.

First Name

Middle Name (optional)

Last Name

Date of Birth

U.S. Social Security Number
Date of Birth

Permanent Adass

State

= =4 -8 -8 _9_9_°2_2
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Country

Zip Code

Phone Number

Fax (optional)

E-mail Address

Answers tdb AuthenticationQuestions
Self-CreatedPassword

=4 =4 =4 -8 -9 _9_-°

2.3 Registering

When you have all of the documentation needed to register, follow the steps below to register
for your User ID ad tocreatea password:

1. AccessSoci al Securitybs BBSO)websteats Services Onlir
www.socialsecurity.gapso/

NOTE:Do not wuse Yy okuForwdrd, ar Resresh butsonsBvhile completing
the registration form as this could clear the form.

2. Scroll half way down th&/eb Pageuntil you see th®egisterbutton.Select theRegister
button.

(o)
Social Security Administration SN CBSV Useroés Guide
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Social Security Online

www.socialsecurity.gov

Online Services Availability
Monday-Friday: 5 AN -1 AM ET
Saturday: 5 AM - 11 PM ET
Sunday: 8 AM - 11:30 PMET

DON'T USE YOUR BROWSER'S BACK
BUTTON

BSO Information

BSO Electronic W-2 Filing
Handbook

Tutorial

Suite of Services
Navigation

Online Security Policy

Wage Reporting
Social Security
» Frequently Asked Questions
« Employer W-2 Filing
Instructions & Information
« W-2 News - Subscribe Today!
« Contact Us
Internal Revenue Service
» |IRS Employment Tax & W-2
Requirements
» Apply For EIN

SSN Verification
» SSNVS Handbook

Other Governmental &
Employment Links

The Privacy Act and the Freedom of
Information Act

Electronic Records EXpress
Government to Government
Services Online

News

s Wage News

Electronic Records Express News
Social Security Number Verification
News

Consent Based SSN Verification
News

Form SSA-1694 News

Home

Business Services Online

Questions? ~ | ContactUs ~

Business Services Online

BSO HELP

Welcome to Business Services Online

Business Services Online (BSQ) enables organizations and authorized individuals to conduct business with and submit
confidential information to the Social Security Administration. You must Register to use this website. Registered users

may Request, Activate and Access various BSO services and functions.

REGISTRATION - If you are a new user, select the "Register" button to create a password and receive your User ID. If
you have started and need to complete your Registration process, select the "Complete Phone Registration” button. In
either case, after your Registration is complete, you can Request, Activate and Access services and functions.

LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to
login and display the BSO Main Menu Then you may access services and functions you have already activated, ar you
may select links from the left panel to manage your account information (deactivate your User ID and change your
password) or manage your services (request new services, view pending services, and enter activation code), and in
some cases manage your employer information.

Informacion para el Empleador en Espanol

Log in to Business Services Online here

New user? Register for Business Services Online here

Complete Phone Registration what is this?

Explanation of BSO Services

Reporting Wages to the SSA

Select the

RegisterButton

LogIn |

Register |

| Complete Phone Registration |

Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by
directly keying W-2 and W-2c information into an online form. Capability to view Submission and Report processing
status is available_ If you have received a notice requesting that you resubmit your wage file, it can be acknowledged
online. Additionally, you may ask for a one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages
Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically
formatted files to request verification of names and Social Security Numbers of employees of the company for which

you work or the company that has hired you to perform this service.

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

More information about Verifying Social Security Numbers

Business entities that have attorney and/or non-attorney representatives as partners or employees who receive
direct payment must provide SSA with taxpayer identification information using the Form SSA-1694. For information

on how to register, contact OCO AREP Registration@ssa.gov.

Select Login to complete, update or view the Form SSA-1694.

Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have & question? Call 1-800-772-6270 to speak with Employer Customer Service personnel

For TODATY call 1-800-325-0778.

“TSA.gav

Privacy Polic

Website Policies & Other Important information | Site Map

Last reviewed or modified Friday June 06, 2008

Social Security Administration
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3. The system displays thiser Registratia AttestationVeb Page Please read and select
thel Accept button at the bottom of the page.

Social Secrifity Online Business Services Online

WwWww.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
Online Services Availability

User Registration Attestation

« Monday-Friday: 5 AM -1 AMET
« Saturday: 5 AM- 11 PMET
« Sunday: 8 AM-11:30 PMET

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

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

Paperwork Reduction Act Statement

Registering for Business Services

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

Upon successful registration, you will have your User ID and password.
You may update your registration information or change your password at any time.

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

User Certification for SSA Business Services Online
| certify that:

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

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

« |am aware that any person who knowingly and willingly makes any representation to falsely obtain information from
Social Security records and/or intends to deceive the Social Security Administration as to the true identity of an

individual could be punished by a fine or imprisonment, or both.
P Y ’ ’ Selet thel
Accept
By selecting the "I Accept” button, you certify that you have read, understand and agree to the user Button
certification of Business Services Online.

'www.socialsecurity.gov

c}”h 550%
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4. The ystem displays th€reate a Login Accourit Step 1Web Page. Complete the entire
page and select thidext button at the bottoraf thepage

Social S8ty Online Business Services Online

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

Online Services Availability oS,

Create a Login Account

+ Monday-Friday: 5 AM - 1 AM
EF

» Saturday: 5 AM-11 PMET Step 1: Provide Information

» Sunday: 8 AM - 11:30 PM ET

Create an Account The information you provide will be compared against our records in order to verify Eﬂr:fa" :;‘Pnrggfaazﬁ
. ) your identity. Expiration date:
1. Provide Information * Indicates required information 1003172012
2. Create Password
3. Review and Submit
4. Prnt User 1D

Personal Information

*Name:

*First Middle *Last Suffix
*Date of Birth:

mmddyyyy
*Social Security Number (SSN):

OGO
© Vhat if | don't have a SSN? B

Personal Contact Information

*Country:

United States -

*Home Street Address:

*City: *State:  *Zip Code: Ext.:
LE -
*Daytime Phone Number:
Extension:
Fax Number:
*Email Address: Select theNext
Button

O Why do you need an email address?

Cancel & Exit
www.socialsecurity.gov

%
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5. The system displays tléreate a Login Accourit Step 2Veb Page. Complete the entire
page and select tidext button at the bottorof the page

Social Secuifity Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
Online Services Availability

Create a Login Account

= Monday-Friday: 5 AM - 1 AMET
# Saturday: 5 AM - 11 PM ET

& Sunday: 8 AN - 11:30 PM ET Step 2: Create Your Password
Create an Account Your password will be used to log into online servces; your User ID will be Your Password:
provided to you.
1. Provide Information * Indicates required information « Must contain exactly 8 characters
2. Create Password « Must contain only numbers and
3. Review and Submit *Enter Password: letters
4. Print User ID « Must contain at least 1 number

and 1 letter

*Re-enter Password: Is not case sensitive

Security Questions and Answers

The security questions and answers you select will be used to validate your
identity in case you forget your password.

*Question 1:
Select a Question -

*Answer 1:

*Question 2:
Select a Question -

*Answer 2:

*Question 3:
Select a Question -

*Answer 3:

*Question 4:
Select a Question -

*Answer 4:

*Question 5:
Select a Question - Se|eCt thENeXt

*Answer 5: Button

/
www.socialsecurity.gov

Social Security Administration ‘ﬁ&%ﬂ CBSV Usero6s Gui
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6. The system displays tl€reate a Login AccouritStep 3Web Page.Pleaseead the
entire page and select thAccept button at the bottom of the peach bdkenselect the
Submit button at the bottorof the page

Social 3ty Oriline Business Services Online

WwWww.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
Online Services Availability

Create a Login Account

& Monday-Friday: 5 AM - 1 AMET
= Saturday: 5 AM - 11 PM ET
« Sunday: 8 AM - 11:30 PMET Step 3: Review & Submit

Create an Account Please verify that the information you provided is correct

1. Provide Information Personal & Contact Information [ Edit Personal Information
2. Create Password
3. Review and Submit
4. Print User ID MName: KAMALJIT RANDHAWA
Date of Birth:  05/03/1970
S8N: 561-60-3704
Country:  United States
Home Street Address: TEST STREET
City, State, Zip: TEST CITY , AK 21345
Daytime Phone Number: (324) 567-8567 ext. 3456
Fax Number:
Email: test@yahoo.com

Security Questions and Answers Edit Security Information

Question 1: WHAT IS THE NAME OF YOUR FIRST NEPHEW?
Answer 1:  ANSWER1

Question 22 WHAT IS THE MIDDLE NAME OF YOUR MOTHER?
Answer 2: ANSWER2

Question 3: IF YOU COULD PLAY ANY INSTRUMENT WHAT
WOULD IT BE?

Answer 3:  ANSWER3

Question 4: WHAT 1S THE YEAR YOU GRADUATED HIGH
SCHOOL?

Answer4: ANSWER4
Question 5:  WHAT IS THE NAME OF YOUR FIRST PET?
Answer 5: ANSWERS

User Certification for Online Services

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

| certify that:

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

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

« | am aware that any person who knowingly and willingly makes any representation to falsely

obtain information from Social Security records and/or intends to deceive the Social Security
Select thd Administration as to the true identity of an individual could be punished by a fine or imprisonment, or

both.
Accept

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

Button

By check_ing tl_w box beluw you cgrtify tha_t you have read, understand and agree to the SeIeCt the
user certification of Business Services Online. S u b m |t B Utton
| Accept

[ < Back ] [ Cancel & Exit ] -/

ocialsecurity.gov
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7. The ystem displays th€reate a Login Accourit Step 4NVeb Page Your User ID inow
assigned. Plea read the entire page and selecPitiet a confirmation Receipt link to
print the User IDThen select thélext button at the bottom of the page.

NOTE: Make a note of your User ID since you will need it to log into EEDnot share
it with anyone.

Social Secrifity Online Business Services Online

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

Online Services Availability

Create a Login Account

« Monday-Friday 5 AM-1AMET %l
« Saturday 5 AM- 11 PMET
« Sunday 8 AM-11:30 PM ET Step 4: Print your User ID
Create an Account Thank you! You have sucessfully created a login account.

The User ID below has been assigned fo you:
1. Provide Information
2. Create Password User ID: RG6GH7QW
3. Review and Submit

4. PrintUserID
rinttser Please secure this User ID for your future use.

You must enter the above User ID and your self-selcted Password each time you log in and
access online services.
Print a confirmation Receipt

/What‘s Next?

Select thePrint Now that you've created a log in account for Online Services, you will need to tell us what
a confirmation functions and services you require to do your work. Select theNext
ReceiptLink. Depending on the services that you are requesting, you may be required to provide additional Button

information about yourself or the organizations that you represent.
/

www.socialsecurity.gov
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8. The system displays theequest Access to BSO Servic&glect Service Suit¥geb
Page You have successfully completed a log in accodat do not need to select
services; CBSV will be selected for you by the Operations staff when your$F®A88
is faxed in to SSASelect thd.og Out buttonat the top leftornerof thepage.

Social Sectity Online Business Services Online

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

g Request Access to BSO Services
Al

Select Service Suites

Main Menu You must request access to do specific functions within a service suite. Let us help you

functions to add.
Manage Account Select thd.og

» View/Edit Account Info OU'[ Button
» Change Password

ices Suite for Employers:

age Reporting Service and/or Social Security Number Verification

» Disable Account V' 8)
Manage Services Electronic Wage Reporting allows use of one or more of the following services:
s View/Edit Services « Reporting Wages to Social Security
+ Request New Senices « View File/Wage Reports Status, Errors, and Error Notices without Name / SSN
» View Pending Senices Errors
 Enter Activation Codes « View FilefWage Reports Status, Errors, and Error Notices with Name / SSN
Errors

Manage Employer Information

Social Security Number Verification Service (SSNVS)

» Add/Update Employer Information

+ Remove Employer Informatian Allows the completion of an online form or submission of a file to request verification of
names and Social Security Numbers of employees free of charge to employers and
their agents for wage reporting purposes only. To venfy SSNs for other than wage
reparting purposes, please select the Special Services Suite for Consent Based Sacial
Security Number Verification Service (CBSV) below.

[[1 SSA Services Suite for Attorneys:

Form $5A-1694 Business Taxpayer Information

Allows attorneys or authorized representatives to register with Social Security for Form
S5A-1694 Request for Business Entity Taxpayer Information and perform the following
functions:

« Complete Form SSA-1694 Business Taxpayer Information Form
« Update Form SSA-1694 Business Taxpayer Information Form

71 Internet Representative Payee Suite:

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

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

Special Services Suite:

[”] cBSV: Consent Based Social Security Number Verification Service

In order to complete your registration we must collect your Employer Information. Please
check the CBSV box to the left then select the "Next" button below to record your

Employer's EIN and Business or Organization name. Note® You will be denied access to
CBSV if this information is not provided.

www.socialsecurity.gov

S
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2.4 Your BSO Password

At the time of registration, you must enter a unique password of your choice. Your password
must contain a combination of eigi®) letters and numbers (e.g., 9580859A or shoe2828).
Passwords are NOT case sensitive. No special characters are allowed. Secure your password
and do not share it with anyone. Your User ID and password are required to log into BSO.
Please refer to sectid?.3 for detailed instructions on how to register and credtealD
andpassword.

2.5 Password Selection Instructions

1 Your password must be eight (8) characters long and must be a combination
of letters and numbers. Do not use special characters.

1 There must be at least one letter and at least one nhumber in your password.

9 Passwords are NOT case sensitive.

2.6 Changing Your Password

It is mandatory to change your CBSV password at least once every designated interval to
prevent your password from exrpg. If your password expires, you will need to choose a
new password.

NOTE:

fPasswords for the Online and Batch SSN verification metixquise after90 dayslf
your password expirespy will be prompted to changethe next time you log in to
BSO.

#The manager or authorized representative who registered for a user ID and Passjord
on behalf of the requesting partyods |[Web Ser
365 days to prevent the BSO password from expiring WithUNot be prompted to
chang your passwordvhen using the CBSV Web Service

2.7 If You Forget Your Password
If you forgot your password, you can request a new one. There are two methods to request a
new password by answering three random questions out of five Authentication questions
you previously answered during registration or atilggpr by mail. If you request a new
password by mail, a temporary password will be sent to you in the mail. You will not be able
to use BSO until you receive your temporary password.
Option 1: To reface a forgotten password by answering Authentication questions:

1 You must provide your User ID to access Huegot Your Passwortink,

(o)
Social Security Administration SN CBSV Useroés Guide
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1 Select the Forgot your Password lunkder he Password field on the Ldg page.
This will open thag~orgot Passworgage.

1 Answer the three randomly chosen questions that you had previously answered.
Answers are not case sensitive but must match your previous answers.

1 Enter your new password anderter to confirm it. Your password must contain any
combination of eighketters and numbers (e.g. 9580859A or frog2828). Special
characters are not allowed and passwords are not case sensitive.

Select theSubmit New Passwotlitton. This will display a message indicating that your
password has been successfully changed.nYaynow select the Lolgp button and log in to
BSO with your User ID and your newly changed password.

Option2: To request a new password by mail:

T You must provide your User ID to access Huggot Your Passwortnk.

1 Select thd=orgot Your Passwortink underthe Password field on the Ldg page.
This will open thaé~orgot Passworghage.

1 Select thdRequest Password by Mailitton at the bottom of the screen. This will
open theRequest Password by Maidge.

1 Enter your first name, last name, Social 3ggINumber, and date of birth.

1 Select thdRequest Temporary Passwdrdtton. This will display a message
indicating that your password has been reissued successfully. Social Security will
send you a temporary password in the mail, usually within two sveek

After you request a new password, your old password will no longer work. When you receive
your temporary password, you may log in to BSO and will be prompted to change your
password. Your password must contain any combination of eight letters andrajenge
9580859A or frog2828). Special characters are not allowed and passwords are not case
sensitive.

2.8 Activation Code

The activation code is an alphanumeric code sent by SSA tiesignated Responsible
Company Official(either the Company Managertbe Authorized Representative who

signed Form SSA8). The notice to the Responsible Company Official instructs them to
provide the Authorized Employee with the activation code. Authorized Employees will not
be able to access CBSV until the activationectsdenteredl he activation code is an added
layer of security to ensure that the individual attempting to access the system is in fact who

codeontheActivate Accss to BSO Servicd§eb Pageao gainaccess to CBSV.

NOTE: If you do not receivgour activation cod@-3 weeks after SSA has processed you

they are presenting to ban authorized emplogeThe employeenustenterthe activation
contract the designated Responsible Company Official should call SSA888(172-2970) T

&'» 550(_:&
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2.9 Activate Access to CBSV

The designated Responsible Company Official provides the activation code to the authorized

employee. The employee will then:

1. Open theBSO Welcom®&/eb Pagewww.socialsecurity.gofbso
2. Select thd.og In button on thd8SO Welcom&/eb Page

Social Security Online

www.socialsecurity.gov

Business Services Online

Home | Questions? ~ | ContactUs ~

Online Services Availability
Monday-Friday: 5 AN - 1 AM ET
Saturday: 5 AM - 11 PM ET
Sunday: 8 AM - 11:30 PMET

DON'T USE YOUR BROWSER'S BACK

BUTTON

BSO Information

BSO Electronic W-2 Filing
Handbook

Tutorial

Suite of Services
Navigation

Online Security Polic

Wage Reporting

Social Security

Frequently Asked Questions
Employer W-2 Filing
Instructions & Information
W-2 News - Subscribe Today!
Contact Us

Internal Revenue Service

IRS Employment Tax & W-2
Requirements
Apply For EIN

SSN Verification

SSNVS Handbook

Other Governmental &
Employment Links
The Privacy Act and the Freedom of

Information Act
Electronic Records Express

» Government to Government

Services Onling

News

Wage News

Electronic Records Express News
Social Securi

News

Consent Based SSN Verification
News

Form SSA-1694 News

Number Verification

Seorch I

Business Services Online BSOHELP

Welcome to Business Services Online

Business Services Online (BSQ) enables organizations and authorized individuals to conduct business with and submit
confidential information to the Social Security Administration. You must Register to use this website. Registered users
may Request, Activate and Access various BSO services and functions.

REGISTRATION - If you are a new user, select the "Register" button to create a password and receive your User ID_If
you have started and need to complete your Registration process, select the "Complete Phone Registration” button. In
either case, after your Registration is complete, you can Request, Activate and Access senvices and functions.

LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to
login and display the BSO Main Menu. Then you may access services and functions you have already activated, or you
may select links from the left panel to manage your account information (deactivate your Use
Select thd_og In Button

password) or manage your services (request new services, view pending services, and ente

some cases manage your employer infarmation.
Register |

Informacion para el Empleador en Espanol

Log in to Business Services Online here | LogIn

New user? Register for Business Services Online here |

Complete Phone Registration what is this? [ Complete Phone Registration |

Explanation of BSO Services
Reporting Wages to the SSA

Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by
directly keying W-2 and W-2c information into an online form. Capability to view Submission and Report processing
status is available_ If you have received a notice requesting that you resubmit your wage file, it can be acknowledged
online. Additionally, you may ask for a one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages
Social Security Number Verification Service (SSNVS)
For the purposes of completing W-2 and W-2¢ SSNVS allows you to complete an online form or submit specifically
formatted files to request verification of names and Social Security Numbers of employees of the company for which
you work or the company that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form S5A-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorney representatives as partners or employees who receive

direct payment must provide SSA with taxpayer identification information using the Form SSA-1694. For information
on how to register, contact OCO.AREP.Registration@ssa.gov.

Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TOD/TTY call 1-800-325-0778.

Social Security Administration

“TsA.gav

Privacy Policy | Website Policies & Other Important Information | Site Map
Last reviewed or modified Friday June 06, 2008
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http://www.ssa.gov/bso/bsowelcome.htm

3. The system displays thagIn to Online Service®/eb Page.Enter User IDand

Password

4. Select tha Accept buttonto indicate that you have read the user certifocat
statement and agree to its contents

5. Select thd.og In buttonat the bottom of the page.

Social Security Online

www.socialsecurity.gov

Online Services Availability

* Monday-Friday: S AM - 1 AM ET
o Saturday: 5 AM - 11 PM ET
* Sunday: 8 AM - 11:30 PM ET

www.socialsecurity.qov

Business Services

BSO Welcome | BSO Information | Keyboard Navigation

Online

]"\l;""’j Log In to Online Services

New User?

You must create an account to use this website.Once you
do, you will be provided a User ID to log in to our online

services.
To create new account you wi

« Provide personal information
« Provide contact information

ill need to:

« Create your password and security questions

Create Log In Account

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

Enter User ID

Existing User?
Please login in below:

User ID: / Passwad
Password:

Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social Security
Administration (SSA) will validate the
information | provide against the

Enter

informatfion in SSA's files

Select thd_og In Button

[] I have read & agree to these terms.

Select thd Accept
Button

Social Security Administration

BSO Welcome | BSO Information | Keyboard Navigation

L
Login |‘

CBSV Userb6s Gui de
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6. The system displays tHBSOMain MenuWeb Rage.Select theéEnter Activation
Code(s)link.

Social Sy Onine Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Main Menu HELP
CEEBEE ESSVEE
Welcome, CEEBEE ESSVEE Select theEnter
Your password expires on July 21, 2010 . . .
Activation Code(s)Link
You currently do not have access to any services.
Manage Account The following options are available to you: /
o View / Edit Account Info
e Change Password e Ifyou have received an Activation Notice, go to Enter Activation Code(s); or

« Disable Account « You can review the status of your service request(s) at View Pending Senices; or
e You can add services to your menu at Request New Senvices.
Manage Services

o View / Edit Senices

* Regquest New Senices

* View Pending Senices

o Enter Activation Code(s}

Manage Employer Information
« Add/Update Employer Information

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

7. The system displays thgnter Activatiom Code(s)Veb PageEnter the Activation
code.

8. Select théActivate Service(s)button.

Social Seldfty Oniine Business Services Online

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

Main Menu Enter the activation code for any service(s) for which you have requested access and have
received an activation code.

Enter Activation Code(s)

Manage Account
Enter Activation Code:
o View/Edit Account Info

o Change Password
o Disable Account

Manage Services Activate Service(s) ]
o View/Edit Services
+ Reguest New Senices Enter Activation
o View Pending Senices
« Enter Activation Codes Code

Manage Employer Information Select théActivate
« Add/Update Employer Information Service(s)Button

* Remove Employer Information

www.socialsecurity.gov
C}b\: SEC%

Social Security Administration N CBSV Userods Guide
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9. The system displays thenter Activation Code(sFonfirmationWebPage indicating
that SSAhas approved your request araliymay begin using CBSV immediately.

10. Select theGo to the Main Menu button.

Social Sty Onlins Business Services Online
www.socialsecurity.gov Main Menu | Contact Us | BSO Information | Keyboard Navigation
ICEEBEE ESSVEE R -

. Enter Activation Code(s) - Confirmation
Main Menu

You have successfully activated CBSV: Consent Based Social Security Number
Verification Service.

Manage Account

The service(s) listed are now available from the Main Menu.

e View/Edit Account Info

e Change Password

o Disable Account [

Go to the Main Menu ]

Manage Services
o View/Edit Senvices
* Request New Senices

* View Pending Senices

Select theGo to the
o Enter Activation Codes )
- . Main Menu button
anage Employer Information

o Add/Update Employer Information
e Remove Employer Information

‘www.socialsecurity.gov

11.The system displays tiESOMain MenuWeb Page. Select tl@&BSV: Consent
Based Social Security Number Verification Servicénk to start using CBSV.

Socal Sy Onine Business Services Online

www.socialsecurity.gov

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

Main Menu HELP
CEEBEE ESSVEE

Welcome, CEEBEE ESSVEE

Your password expires on July 21, 2010

CBSV: Consent Based Social Security Number Verification Service
Manage Account Request online SSN verification, or

) ) Submit files for SSN verification
* View / Edit Account Info

* Change Password

» Disable Account

Manage Services Select theCBSV: Consert Based

* View / Edit Senvices

View  Edit Senices Social Security Number Verification
* Regquest New Senvices

* View Pending Senices Ser\”ce L|nk
o Enter Activation Code(s

Manage Employer Information
o Add/Update Employer Information

www.socialsecurity.gov

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

Social Security Administration ‘W&{'N CBSV Userds
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2.10Re-Requesting Activation Code

Activation codes expiré0 days from the date they are issued. If your activation code
expires, you will need to reequest one.

If you do not receive your activation co#e3 weeks after SSA has processed your contract
the designated Responsible Company Official should call @$A888772-2970).

NOTE: Once an activation code has beerreguested, the original activation code is de
activated and is no longer valid.

2.11Remove Access to CBSV
Access to CBSV may be removed by the Responsible Company Odfityal

2.11.1  How the Employer Removes Employee Access to CBSV

1 If a company wishes to cancel an emplagegccess to CBSthe designated
Responsible Company OfficiahouldcontactSSAat 1-888772-2970to cancel
CBSV access

1 If anemployee wishes to cancéheir access to CBSV ély should inform their
designated Responsible Company Official and have them contact SSB8&7T2
2970 to cancel CBSV acceas their behalf

&L 5500‘&

Social Security Administration N CBSV Userods Guide
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2.12Updating Your Contact Information

Log in to BSO using the BSO Welcome pag&w.socialsecurity.gov/bsdrom the left
menu of most pages, select the View/Edit Account Information link to access the View/Edit

Account InformationNVeb Page

Social Security Online

www.socialsecurity.gov

CEEBEE ESSVEE

Manage Account
o View / Edit Account Info

o Change Password
» Disable Account

Business Services Online

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

Fiie Main Menu

Welcome, CEEBEE ESSVEE
Your password expires on July 21, 2010

CBSV: Consent Based Social Security Number Verification Service
Request online SSN verification, or
Submit files for SSN verification

Manage Services
o View / Edit Senices
* Reguest New Senices

Select theView/Edit
Account Info Link

* View Pending Senices
« Enter Activation Code(s

Manage Employer Information

« Add/Update Employer Information

www.socialsecurity.gov

Social Security Administration ‘ﬁ&%ﬂ

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

CBSV User 06s
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http://www.socialsecurity.gov/bso

Sodal Seautity Online

www.socialsecurity gov
(CEEBEE ESSVEE

Main Menu

Manage Account

Manage Services

View/Edit Services

Reguest New Services
View Pending Services
Enter Activstion Codes

-
-
-
-

Manage Employer Information

o Add/Updste Employer Information

« Remove Employer Information

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

W View/Edit Account Information

w el

Youraccountinformation is displayed below. You may update this information atanytime.

Personal & Contactinformation [ Edit Persomal Information ]

Name: CEEBEE ESSVEE
Date of Birth:  01/01/1938
SSN:  XXX-XX-7788
Country:  United States
Home Strest Address: 12 14TH STREET
City, State, Zip.  WASHINGTON , DC 20012
Daytime Phone Number.  (202) 333-4444
Fax Number:
Email: ceebee@gmail.com

Security Questions and Answers [ Edit Security Questions ]

Question :  WHAT IS THE NAME OF YOUR FIRST NEPHEW?
Answer 1: A
Question 2. WHAT IS THE NAME OF YOUR FIRST NIECE?
Answer2: A
Question 3:  VWHAT IS THE MIDDLE NAME OF YOUR MOTHER?
Answer 3: A
CQuestion 4 WHAT IS THE MIDDLE NAME OF YOUR FATHER?
Answer4: A
Question 5:  IF YOU COULD PLAY ANY INSTRUMENT WHAT WOULD IT BE?
Anzwer 5. SOUSAPHONE

www.socialsecurity gov

On the View/Edit Account Informatioweb Page:

1 To change anyfdhe Personal and Contact information displayed in the top half of

the page, dect theEdit Personal Information button.

1 To change any of the Security Questions and Answers displayed in the bottom half of

the page, select the Edit Security Questionbutt

Social Security Administration s

CBSV User 06s
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3.0CBSV Web Service

The CBSV Web Service gesigned to suppoiriteroperablenachne-to-machineinteraction
overthelnternet. Companies may credteir own, uniquenterfacewith CBSV. If you are a
developer who works for a company that accesses CBSV through a Web Service, it is
recommended that you refer to timerfaceSpecificaion for CBSVWebServicedocument
located atvww.socialsecurity.golebsy

The Web Service Description Language (WSDL) for CBSV is documented intdréace
Foecificationfor CBSVWebServicedocument.

If you arean employee of a company that accesses CBSV through a Web Service, your
company wi || provide you with instructions on

TheWeb Services Description LanguageanXML -based language that provides a model
for describingWeb servicesWSDL is often used in combination wi8OAPand XML
Schemao provideWebservices over thimternet A client program connecting to a Web
service can read the WSDL to determinefunctionsthatare available on the server.

&'» 550(_:&
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4.0CBSV Online Verification Service

CBSV allows you to requeserification of up to 10 names and SSNs at a time, online, and
receive immediate results. There is no limit to the number of times the CBSV Verification
web page may be used within a session or within a day.

The CBSV Online Verification service requires you to have:

I Internet access; and,

1 A Web browser, such as Internet ExplaseFireFoxfor Windows OSor Safari for
MacOS Your browser version must allow 6cook
computerjand have 12®it encryption.

NOTE: In order to use BSO, your browser version must be set to accept cookies and gupport
128bit encryption. This is the default setting for most browsers. If you received a requgst to
store a file on your computer, selédteso BSO cookies will be deleted when you close
your browser.

Qo
Social Security Administration N CBSV Usero6s Guide
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4.1 Logging Into BSO
1. Open theBSO Welcom&/eb Pagewww.socialsecurity.gov/bso

2. Select thd.og In buttonon theBSO Welcom&/eb Page

Social Security Online Business Services Online
www.socialsecurity.gov Home | Questions? ~ | ContactUs ~ Search _
Online Services Availability S Business Services Online BSO HELP
Monday-Friday” 5 AM - 1 AW ET i N ) .
Saturday: 5 AN - 11 PM ET Welcome to Business Services Online

Sunday: 8 AM - 11:30 PM ET

DON'T USE YOUR BROWSER'S BACK

O Business Services Online (BSQ) enables organizations and authorized individuals to conduct business with and submit

confidential information to the Social Security Administration. You must Register to use this website. Registered users
may Request, Activate and Access various BSO services and functions.

BSO Information REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If

« BSO Electronic W-2 Filing you have started and need to complete your Registration process, select the "Complete Phone Registration” button. In

w either case, after your Registration is complete, you can Request, Activate and Access services and functions.
« Suite of Services LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to
: %un . login and display the BSO Main Menu. Then you may access services and functions you have already activated or vou

may select links from the left panel to manage your account information (deactivate your User ID and
password) or manage your services (request new services, view pending services, and enter activa SE|eCt thELOg

Wage Reporting some cases manage your employer information.

Social Security In Button
» Frequently Asked Questions Informacion para el Empleador en Espanol

« Employer W-2 Filin;
Instructions & Information

* W-2 News - Subscribe Today!
+ Contact Us

Internal Revenue Service
« IRS Employment Tax & W-2
Requirements
. Iy For EIN Complete Phone Registration what is this? [ Complete Phone Registration |

Log in to Business Services Online here [ LogIn |

New user? Register for Business Services Online here | Register |

SSN Verification
» SSNVS Handbook
Explanation of BSO Services
Other Governmental &
Employment Links
» The Privacy Act and the Freedom of
Information Act
« Electronic Records EXQFESS
« Government to Government
Services Online

Reporting Wages to the SSA

Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by
directly keying W-2 and W-2c information inta an anline form: Capability to view Submission and Report processing
status is available. If you have received a nofice requesting that you resubmit your wage file, it can be acknowledged
online. Additionally, you may ask for a one time 15-day extension to the deadline for resubmitting your wage file.

News More information about Reporting Wages
o LETEIHE Social Security Number Verification Service (SSNVS)

« Electronic Records Express News
« Social Security Number Verification

For the purposes of completing W-2 and W-2¢c SSNVS allows you to complete an online form or submit specifically

News N . . .
— formatted files to request verification of names and Social Security Numbers of employees of the company for which
) W you work or the company that has hired you to perform this service.

Form S5A-1604 News More information about Verifying Social Security Numbers

Form $S5A-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attorney representatives as pariners or employees who receive
direct payment must provide SSA with taxpayer identification information using the Form SSA-1694. For information
on how to register, contact OCO AREP Registration@ssa qov.
Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TOD/TTY call 1-800-325-0778.

'U—Sr\‘gov Privacy Policy | Website Policies & Other Important Information | Site Map Need Larger Text?
Last reviewed or medified Friday June 06, 2008

3. This will open the_og In to BSONeb Pageontaining arattestatiorstatement.
Enter your User ID and password

5. Select thd Accept button to indicate that you have read the user certification statement
and agree to its contents.

>
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Social Sakelfty Oniline Business Services Online

www.socialsecurity.gov

BSO Welcome | BSO Information | Keyboard Navigation

7N:Log In to Online Services

Enter User ID

Online Services Availability

New User? Existing User?
2 Mondey Hiey 2 L OMED You must create an account to use this website.Once you Please login in below:
Sty L] do, you will be provided a User ID to log in to our online User ID:
 Sunday: 8 AM - 11:30 PM ET services. i

Password:
To create new account you will need to:

« Provide personal information
« Provide contact information

« Create your password and security questions User Certification:

and need to create a password? /

Select thd Accept
Button

www.socialsecurity.qov

BSO Welcome | BSO Information | Keyboard Navigation

Create Log In A t | understand that the Social Se
fealeLog nAccoun Administration (SSA) will valid
information | provide against th

informatfion in SSA's files
Did you register with SSA by phone or paper form [ I nave read & agree to these terms.

-

Enter

Password

Forgot user ID?
Forgot your password?

Select thd_og In Button

LogIn

6. Select thd.og In button from the_og In to BSONeb PageThis will open thdBSO
Main MenuWeb PageTheBSO Main MenWeb Pages your point of entry foCBSV.

Socal Sy Onine Business Services Online

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

Main Menu
CEEBEE ESSVEE

Welcome, CEEBEE ESSVEE

Your password expires on July 21, 2010

CBSV: Consent Based Social Security Number Verification Service
Manage Account Request online SSN verification, or

) ) Submit files for SSN verification
* View / Edit Account Info

* Change Password
» Disable Account

Manage Services

o View / Edit Senices

* Reguest New Senices
* View Pending Senices
o Enter Activation Code(s

Manage Employer Information
o Add/Update Employer Information

www.socialsecurity.gov

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

e
Social Security Administration N CBSV
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4.2 Accessing the Request Online SSN Verification Service
1. From theBSO Main MenWeb Pageselect the ConseBased 8cial Security
NumberVerification Services link.

2. The system displays the CBSV Main Menu page.

3. From the CBSV Main Menu page, select the Request Online SSN Verification link.
Py Social Security Online
“4 Business Services Onling

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

Consent Based SSN Verification Service | Select theRequest Online SSN

P Verification Link
Request Online SSN Verificati

Manually enter and submit up to 10 Social Security Numbers and Names to be verified by Social Security. Results are retumed immediately for review

Submit an Electronic File for SSN Verification
Submit a file containing Names and Social Security Numbers to be verified by Social Security. The data in the file must be in correct format.

View Status and Retrieval Information
View the current status of a submission

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

BSO Main Menu

Have a question? Call 1888-772-2970 to speak with Technical Assistance / Customer Support
The Hours are from 8:30a.m to 4:30p.m EST

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

4. The system displays tl@onsent Base8SNVerificationWeb Page

Qo
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4.3 Entering Data on the Request Online SSN Verification Service

TheConsent Based SSN Verificatdfeb Pageontainsdata entry fieldsn a table format.

Py Social§ecun'tv0nlinc . .
-Business Services Online

BSO Main Menu | BSO | | Contact Us | Keyboard MNavigation | Logout

[ cesy nein]
Consent Based SSN Verification

Name: John Williams itter EIN: 931357045

Please Note:

o All records will be returned.

o The first five digits of the SSN will be masked.

o Mandatory fields are indicated by an *.

o Field specific help is available by selecting the underlined links below.

Please enter the following information for each number holder you would like to verify.

‘SSN ‘First Name  Middle Name  “Last Name Suffix  Date of Birth Gender
(239939399) = .
! L 1] _ ] |
T T 7
0; 1 I - [
. I —
2 I I I | A L \
T T ] T
6. ‘ | [ i 71 - !
% LIl \
10. ‘ ; | |
L ]

You may want to print or save this page BEFORE you submit, as this information will NOT be visible after submission.
This page contains confidential information. Please keep the printed / saved page in a secure place.

[§ubmitl [ Clear Form ] [ CBSY Main Menu

Have a question? Call 1.888-772-2970 to speak with Technical Assistance / Customer Support
The Hours are from 8:30 a.m to 4:00 p.m EasternTime

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

Y SECy,

. . _ . o N
Social Security Administration N
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Following is a list of the data entry fields and the criteria to folldven entering data in
these fields:
SSN (999999999)
1 The SSN field isnandatory.
1 The SSNmust be nine (9)umerical charaters only.
Alphabetic characters, hyphens, slashes oo#imsr special characters are not
allowed.
1 Spaces are not allowed.

First Name

The First Name field isnandatory.

The First Namenust be between one (1) and 10 characters in length.

If the First Nane is longer than@characters, enter the first 10 characters of the First
Name.

Enter the First Nae using alphabetic @nacters onl.

Numbers, hyphenslashes or any other characters are not allowed.

Spaces are allowed.

= = E E

Middle Name

1 The Middle Nane field is optional.

1 If entered, the Middle Nae must be between one (1) and/ee (7) characters in
length. If the Mddle Nane is longer than sevei)(characters, enter the first seven
(7) characters of the Middle Name.

1 Enter the Middle Nane using alphabetic characters only.
Numbers, hyphenslashes or any other characters are not allowed.

1 Spaces are allowed.

Last Name
1 The Last Name field imandatory.
The Last Namenust be between one (1) and 13 characters in length.
If the Last Nane is longer thad3 characters, enter the first 13 characters of the Last
Name.
Enter the Last Nae using alphabetic characs only.
Numbers, hyphenslashes or any other characters are not allowed.
Spaces are allowed.

E =

Suffix
1 The Stfix field is optional.
1 If entered, the Suffixnust be Jr, Sr, or a R@anNumeral | through X.
1 Numbers, hyphens, slashes or atlyercharacters are notlaived.

Date of Birth (DOB)
1 The DOB field is optional.
1 If entered, the DOB st contain eight (8) digits.
1 Enter theNumber Holdes DOB using be format MMDDYYY Y where:
Y SECy,

o)
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0 MM is themonth; enter a value ofilGhrough12
o DD isthe day; enter a value of 01 ¢kigh 3L
0 YYYY is the4 digityear.
1 Use numeric characters only.
Letters, hyphens, slashes,amy other characters are not allowed.
Spaces are not allowed.
i The DOB cannot be before ABor after the current date.

Gender(F/M)
1 The Gender field is optional.
0 F =Famale
o M=Male

The First, Middle and Last Name fields provide links to the help guide for entering complex
names. To access tBSV HelpNeb Pageyou must be logged into CBSV. Thielp

button is inthe upperleft-hand corner of each CBSWeb Pagend opens in a new browser
window.

Once you have entered the data you wish to verify, sele@uthmnit button on theConsent
Based SSN Verificatidiveb Page

c}?& SECC;&
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4.4 Consent Based SSN Verification Results

Data \erified via he Consent Based SSN Verificatidfeb Pages displayed on the
Consent Based SSN Verification ResWth Pagen a table format.

i Soce iyl .
- Business Services Online

rity’s Business Services Online (BSO)]

B50 Man Mery) | BSO nformation | Contect Us | Kevtosrd Nevioation | Logou

Consent Based SSN Venfication Results
tom deho Willama__Submtiar SIS 01381085
The fodowineg teble dhepheys your submined resuts. The frst five dots of the SSN are matked
+ Mo - Dats does not metch Sociel Securty Administrations records Select (ot 3 ragor.
2
o
[
Sawrenacy
Bacords Sibmbtedt 1 o Yew - Data matches Socl Securty Administration's records
o °
eceazed °
i "N . Oute of Brth L
L] bods; B il ] W " N w3te e Last Moo e O -
TR, t o3

ot Qe Losatix

[ casVMainMers |

Have 8 quettion? Coll 1-588-T12- 2970 % spek with Tectracal Astatance J Customer Support
The Mours are from 830 am o 400 p » EST

G0 M Mery ) BE0 révematun | Cortact Vs ) Kedtoard Moauton | Loaad

NOTE: For Security reasons, the first five (5) digits of the Social Security Number (SSN)
will be maskedfo a | | results returned (regardlpss of

4.4.1 Results
The possible results are:
fiYesd Re s p on Yaifiele an s
1 Theinformationsubmitted for verificatiomatchesSoci al Secur ity Admini
records
T A Yesdin theResultcolumn= a verified SSN.

AINoO Response Mean¥erification Failed
1 The information submitted for verification does not match Social Security
Admini strationbs records
1 A Nido Resultscolumn= afailed SSN verification

fiDeceased (Per SSA Records)
1 The namend SSN combination submitted for verification matchesial Security
Admi ni s6B66Absonésords, but ddNumberHadeisr ds i ndi
deceased.

Qo
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NOTE: If the Verification Code isote q u a | t oasdiréfer ® the Septibnes.0

Inss ructi ons for Numbers that Do Not Ver|jify sec
4.5 Potential Misuse Alert Page
I f the CBSV systemb6s review of the i1 nput data
First and Last names weentered more than five times, the sgsimay display Potential
Misuse Alert pageFirst and last names are considered a single data element for the purpose
of this edit.
The systenmaydisplay the following alert to the user:
fiConsent Based SSN Verification
Il Potential Misuse Alert!!!
You have entered either identical Social Security Numbers or identical First and Last Names
multiple times. To deter potential misuse or fraud, we cannot process your request. Please
check the information to verify that the information you submitted nsatche records
before resubmitting your data.
NOTE: You will be allowed up to five attempts to correctly enter a name and SSN
combination into the CBSV applicatioiihe Company will be charged for eagguest
4.6 Logging Out of CBSV

To log out of CBSV:

1 Select the Logout link at the top or bottom of any CBS¥b Page

1 TheBSO LogoutWeb Pagavill display.

1 SelectiiYe® to exit and return to thBSO VélcomeWeb Page

&L SECO
Social Security Administration i/{,@’;w CBSV Userod6s Guide
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5.0Batch File Process: Submit a File for Consent Based SSN
Verification
CBSV allows youa request Name and SSN verifications throagérnight batchelectronic

file) submissionsYou will use theSubmit a File for Consent Based SSN Verificafiage.
The batch file procesgquires you to have:

M Internet accesand

1 A Webbrowser, such asternet Exploreor FireFoxfor Windows OSor Safari for
MacOSYour browser version must allow O6cooki ¢
computer) and have 128t encryption.

NOTE: In order to use BSO, your browser version must be set to accepes@okl supporf
128-bit encryption. This is the default setting for most browsers. If you received a requést to
store a file on your computer, selédeso BSO cooleswill be deleted when you close
your browser.

5.1 Requestor Identification (RID)

All CBSV Subscriber Companies are assigned a Requestor Identification {Rienyour
company submitbatchf i | es f or Consent Based SSN Verificeé
be included in the appropriate space in the file.

NOTE: A RID is needed only when yaubsnitbatchfiles. The RID isnot needed for Online
or Web Service SSN verifications

SSA recommends that you record the RID that is assigned to your company in the space
below, for future reference.

RID:
c}”h SECy,

Social Security Administration N CBSV Userods Guide
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5.2 Preparing a Batch File for Submission to CBSV

Before you may submit laatchfile, you must prepare the fil&o ensure your electronic file
submission processes successfully, the file must be a text file in the following format:

NOTE: Do not usdield delimiters(i.e., do not place a conaror any other character after

any field).

NOTE: If a field marked "May not be left blank." does not contain an entryeritiee file

will be rejected

NOTE: In order to sort the return file to your specifications, we recommend using the |
Control Dat field to create a unique identifier for each record. This unique identifier wq
be placed in positions 9003 in your submission file and returned to you in position884
in the return file.

5.2.1 Batch File Format

FIELD NAME INSTRUCTION PosITION | FIELD | FIELD TYPE
SizE
SOCIAL { Must include all 9 digits 1-9 9 Numeric
SECURITY . .
including lead zeros.
NUMBER
1 May not be left blank.
10-12
FNTRY CEODE 9 Must insert "TPV". 3 Alpha
AnTPVoO
1 May not be left blank.
PROCESSING { Must insert "213 1315 3 Numeric
CODE 213
1 May not be leff blank.
LAST NAME 1 Do not use hyphens, 16-28 13 Alpha
apostrophes, spaces, periods,
suffixes (Jr) or prefixes (Dr).
1 Must contain at least one
character.
1 May not be left blank.
FIRST NAME 1 Do not use hyphens, 29-38 10 Alpha
c}”h SECy,
Social Security Administration i/ifﬁﬁ‘i’i;"lﬂ\% CBSV User6s
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FIELD NAME INSTRUCTION PosITiIoN | FIELD | FIELD TYPE
Size
apostrophes, spaces, pespd
suffixes (Jr) or prefixes (Dr).
1 Must contain at least one
character.
1 May not be left blank.
MIDDLE 1 Do not use hyphens, 3945 7 Alpha
NAME / INITIAL :
apostrophes, spaces, periods,
suffixes (Jr) or prefixes (Dr).
1 Optional
DATE OF BIRTH 46-53 8 Numeric
1 If unknown, leave blank.
(MMDDYYYY)
1 Optional
GENDER CODE 1 Must contain one of the o4 1 Alpha
following:
o0 M=Male or
o F=Female
1 Optional
BLANK SSA 55-89 35 Blanks
USER CONTROL | Free form text focompany 90-103 14 Alphanumeric
DATA
BLANK SSA use only 104123 |20 Blanks
:TDEE(IQ\IL_JI_IIE:;I;%_ION fEnter your con 124127 |4 Alphanumeric
RID code. (See sectidnl)
CODE
1 May not be left blank.
MULTIPLE { Must insert "000". 128130 |3 Numeic
REQUEST
INDICATOR 1 May not be left blank.

Social Security Administration

&'» 550(_:&
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5.3 Logging In to BSO

Once your file is preparegouwill log in to BSO so you can accdaks Submit a File for
Consent Based SSW¥erification serviceTo log in to BSO, follow these steffer more
information regarding logging in to BSO, see Sectidn 4ogging in to BSQ)

1. Open theBSO Welcom&/eb Pagewww.socialsecurity.gov/bso

2. Select thd.og In buttonon theBSO Welcom@&/eb PageThis will open thd.ogIn
to BSOWeb Pageontaining an importantserattestatiorstatement.

3. Enter your User ID and password.

4. Select thd Accept button to indicate that you have read the gsetification
statement and agree to its contents.

5. Select thd.og In button from the_og In to BSONeb PageThis will open thdBSO
Main MenuWeb PageTheBSO Main MenWeb Pages your point of entry for
CBSV.

NOTE:l f you forgot your password, pl ease refer
User 6s Guide under the REGI STRATI ON sefcti on.

5.4 Accessing the Submit a File for Consent Based SSN
Verification Service

1. From theBSO Main MenWeb Pageselect the Consent Based SSN Verification
Services link.

2. The system displays tHeBSV Main Mengpage.

3. From theCBSV Main Menpage, select the Submit an Electronic File for SSN
Verification link.

4. The system displays tf&ubmit a File For Consent Based SSN Verificati®@efore
You StartWWeb Page

&'» 550(_:&
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http://www.socialsecurity.gov/bso

== Social SecurityOnline

s ; ) )
~in- Business Services Online

BZ0 Main Menu | BE0 Information | Contact Us | Keyboard Mavigation | Logout

[~
Submit a File for Consent Based SSN Verification - Before You Start
Mame: JaneDoe Submitter EIN: 931357045

Steps: 1. Before You Start 2. Subrnit Your File 3. Confirmation

1. Before You Start

The following items below are suggestions to follow before submitting your file for SSM verification.

« Review your file(s) for correct formatting
Before submitting your file, we recormmend that you ensure the file is error-free and can be sent quickly

o We provide the proper file format on the CBSY Help page and in the CBSY User Guide. Reviewing your file for proper formatting may prevent it from being
rejected
Subrigsion File Format

o Do NOT =end an Excel Spreadshest. If you are using Excel, select Excel Users for more information

« Zip Your File

If you have over S00 Mare/SSN requests ar a slow connection, the transmission will be faster if the file is zipped (compressed). WinZip and PKZip are examples of
acceptable cornpression packages. This will substantially reduce the time reguired to transmit your file

e Batch files can contain up to 5000 Name/SSN requests

Continue ] [ CBSY Main Menu

Have a question? Call 18887722970 to speak with Technical Assistance f Custormer Support
The Hours are frorm 8:30 a.m to 4:00 p.m EasternTime

BS0 hain Menu | BZO Information | Contact Us | Keyboard Mavigation | Logout

5.5 Reduce the Number of Errors in Your CBSV File

TheSubmit a File For Consent Based SSN Verificati®efore You StaiVeb Pageffers
suggesons to reduce the number of errors in a submission and reduce the transmission time.
The page contains the following information:

Review your file for correct formatting to ensure that file is errdree. A properly

formatted fle will not be rejectedSee Section 5.Preparing a Batch File for Submission to
CBSV for the correct file format. All files are scanned for format errors (surface erirs).
file will fail validation if at least one (1) record in the file did not have the correct length of
130 charactersr any record in the file contains format errors

1. Excel Users

To ensure that your electronic file submission processes successfully, the file
must NOT be in a *.xIs format. If you are using Excel, you must save the file in
the appropriate fonat. To properly save an Excel file for processing:

1. SelectSave Adrom the File Menu.

2. In theSave Aslialog box, select the dregiown boxSave as type

3. SelectFormatted tex{Space delimited) (*.prn).

4. Insert your filename and clickave

Qo
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2. Once you ha® saved your file, check your file against the submission file format.
Please ensure that the record is 130 characters and all fields are properly placed in
their respective positions.

3. Zip your file if you have over 500 name and SSNs verification regu@syou have a
slow connection. The transmission time required will be substantially reduced if the
file is zipped (compressed). WinZip and PKZip are examples of acceptable
compression packages.

5.6 Submitting Your File for Verification

1. When the file is radyto upload, select the Continue buttomthe Submit a File For
Consent Based SSN Verificatiof Before You StartWeb Page

2. TheSubmit a File for Consent Based SSN Verificati®@ubmit Your Fil&Veb Page
allowsyouto either manually enter a file naraed path, or browsgour system and
select a file for upload. Upon selecting the Submit button on this pagejmated
dialog box will display confirming that the file submission is in progress when
JavaScripts enabledas shown below

A Your file is being uploaded... - Microsoft I... Q’E@ A Your file is being uploaded... - Microsoft I... Q\E\@

Please wait. Your File Upload is in process.... Please wait. Your File Upload 1s i process....
A 2

NOTE: File submission processing times depend on many factors. SSA allows up to fqur (4)
hours for a single file submission. If your connection is lost during file submission, youjwill
have to submit the file again.

NOTE: Do not exit CBSV or log ountil you receive your confirmation number.

3. Once your file is successfully uploaded, the system displaySubmit a File for
Consent Based SSN Verificatio©onfirmationWeb Page

Social Security Administration SN CBSV Useroés Guide
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st S(x:ial_SeaJ_dtvOrﬂinc . .
~in- Business Services Online

BZ0 Main Menu | BE0 Information | Contact Us | Keyboard Mavigation | Logout

[~
Submit a File for Consent Based SSN Verification -Confirmation
Mame, _ Jane Doe Submitter EIN; 931357045

Steps: 1. Before You Stan 2. Subrnit Your File 3. Confirmation

3.Confirmation Receipt - Your File Was Received

Your subrmission was successful Use your browser menu to save or print this acknowledgement of receipt for your records. You will need the confirmation number
assigned by S5A to retrive the results of your submission

Confirmation Number assigned by SSA: 11B7A2C1110EB242

Date: 07/31/2008 Time: 01:30 PM Eastern Standard Time
Your file name: verify_req.txt  File size: 6744 bytes { 6.5859375 Kh)

What You Should Do Next:

Check the size of your file right click on the file (or tab to it and select Shift+F10) and select Properties. The size given in bytes should match the size given on the
Confirrnation page. if it does not match, there may have been a problern with transmission. Please contact the Technical Assistance/Customer Support at 1-888-772-2970
The Hours are from 8:30 a.m to 4.00 p.m EasternTime.

What to expect:

You may check your results from the “iew Status and Retrieval Information link on the CBSY Main Menu. Normally, file results will be available the next government
business day.

Thank your for submitting your file using Business Service Online.

Submit Another File I [ CBSY Main Menu

Have a question? Call 18887722970 to speak with Technical Assistance f Custormer Support
The Hours are frorm 8:30 a.m to 4:00 p.m EasternTime

BS0 hlain Menu | BZO Information | Contact Us | Keyboard Navigation | Logout

4. TheSubmit a File for Consent Based SSN Verificati@onfirmationWeb Page
provides feedback to the user confirming receipt of the Names/SSN file as well as
displaying the Confirmation Number and other submission related information.

5. TheSubmit a File for Consent Based SSN Verificati@onfirmationWeb Page
containgthe following information:

1 Confirmation number, a 187, or 18posiion alphanumeric number, assigned by

SSA, that you will need to retrieve the results of your submission. Make a note of this

number; you need it to check the status of your file.

Date ofsubmission

Your file name (For information only, not to be used for tracking the status of your

file)

1 File size

1 What you should do next

1 What to expect

= =

A JavaScript dialog box also displays recommenthiag) yousave or print the page. &h
pop-up belowshould display after the Confirmation page displays.

Qo
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Microsoft Internet Explorer

9 Your file submission was successful,
\_-/ We recommend that you print or save
' a copy of this acknowledgement at this time.
Would vou like to print this page now?

I OK I[ Cancel ]

6. Once a file is successfully submitted and you have noted the associated confirmation
number, you can process more files by selectingthanit Another File button;

this returns you to th8ubmit a Fié for Consent Based SSN VerificatioBubmit
Your FileWeb Page

5.7 Submit a File for Consent Based SSN Verification - Problem:
File Not Received

TheSubmit a File for Consent Based SSN VerificatiBnoblem: File Not Received/eb
Pagealertsyouto the pesence of an error which prevented receipt of the Name/SSN file.

Possible reasons include a zénge file, a file without a proper extensian,no file being
selected.

.. Social SecurityOnline
- Business Services Online

Social Security's Business Services Online (BSO)

= 1l

ES0 Main hMenu | BSO Information | Contact Us | Keyhoard Navigation | Logout

Submit a File for Consent Based SSN Verification - Problem: File Not Received

Mame: MARK KOCH  Submitter EIN: 931357045

Steps: 1. Before You Stat 2. Submit Your File 3. Confirmation

Problem: File Not Received

Your subrmission was not successful. Either the file name you entered was incorrect (or blank) or the file you submitted was empty. Please try again. If you continue to receive this message contact your
technical support staff.

Use the Browse button to locate your file. Then, select the Submit button to upload your file.

Select e  |Eee )

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

Previous Page ][ Quit'Without Sending

Have a gquestion? Call 18887722970 to speak with Technical Assistance f Customer Support
The Hours are from 8:30 a.m. to 400 p.m. Eastern Time , Monday - Friday

BS0 Main Menu | BEO Information | Contact Us | Keyboard Navigation | Logout

IMPORTANT: Encrypted batch files cannot be uploaded to the CBSV service. Do not
ercrypt filesor protect them with a password.

<
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5.8 Consent Based SSN Verification Status and Retrieval

TheConsent Based SSN Verification Status and Retrig'edl Pageallows youto request
the statusof files that have been submitted for batch processing.

IMPORTANT: 30 Day Availability: You can download SSN verification results for 30
days from the day they become availableh e A A vTahirloaubglhed f i e Hate |wi | |
denoting availabilityThe ¢) symbolin this fieldindicates that the files aleyond the 30
days when they could have been downloadexi can downloadvailable filesan unlimited
number of times.

Whenyou selecbne of the Submit buttorf{fSubmitl, Submit 2, or Submit, 3}BSV
searches for files that were submitteithin the las two years with the search critegiau
enter(Confirmation Number, Range Date or All Submissiendiich retrieves up tothelast
100 submissionsand displays the appropriate Status and Retrieval R&¥elisPage

Qo
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