BSO Tutorial Registration Services

BSO Tutorial

Registration Services

Contains the following lessons:

¢ Register User
» Register User
» Complete Phone Registration - For Appointed Representatives (AR),
Consent Based Social Security Number Verification (CBSV), and
Representative Payees (IRPA) Only

¢ Login
> Login
» Forgot Password - For Appointed Representatives (AR), Consent
Based Social Security Number Verification (CBSV), and Representative
Payees (IRPA) Only
«» Logout

+» Contact SSA

+» Manage Account

> View / Edit Account Info

» Change Password - For Appointed Representatives (AR), Consent
Based Social Security Number Verification (CBSV), and Representative
Payees (IRPA) Only

> Disable Account

+ Manage Services
» View / Edit Services
o Remove Access to Services
> Request New Services
o Request Services Suite for Employers
o Request Services Suite for Attorneys
o Request Internet Representative Payee Suite
> View Pending Services
o Re-Request Activation Codes
> Enter Activation Code(s)



% Manage Employer Information
» Add Employer Information
» Update Employer Information
» Remove Employer Information

LESSON 1: REGISTER USER — Wage Reporting and Employer Services

Your BSO User ID and password is no longer used to access Business Services Online
(BSO) wage reporting services. You must use a Social Security online account, ID.me or
Login.gov credential to gain access to the BSO application.

Extra security is a requirement to access the following BSO wage reporting services:

o Wage file upload

e« W-2/W-2C online

e AccuWage online

e Social Security Number Verification Service (SSNVS)
« View wage report name/SSN errors.

Follow the instructions below to register for a BSO User ID. After completing the steps, you can
request to wage reporting services.

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

Employers

For employers to:

Report wages
View submission and report status
Act on resubmission notices

L]
L]
L]
* Verify Social Security numbers
Login

Create account

Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

STEP 2: Select the Create account link on the BSO Welcome page from the Employers box
above.


http://www.socialsecurity.gov/bso/bsowelcome.htm

Create an Account or Sign In

(4 create an account with L Ogin.gov

Sign in with * LOGIN.GOV

Sign in with ID.me

LEarn more

Sign in with Social Security Username

For accounts created before September 18, 2021

@ Dont know which Qption 1o signin with?

STEP 3: You must use a ID.me, Login.gov or a Social Security online credential to gain access
to the BSO application. Select Create an account with Login.gov to create an account. Please
note that you do not need to create a new Login.gov or ID.me credential specifically for SSA
purposes. You can use your existing Login.gov or ID.me credentials to log into SSA services too.
You will have the option to create a new BSO User ID or select an existing BSO User ID.



LESSON 2: REGISTER/LOG IN - For Appointed Representatives
(AR), Consent Based Social Security Number Verification (CBSYV),
and Representative Payees (IRPA) Only

Follow the instructions below to register for Business Online Services. After completing the
steps, you will receive a User ID and set a password so that you can log in to Business Services
Online (BSO) and request online services.

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

Employers Representative Payees

For employers to: For people and organization representatives to file

their Representative Payee Report electronically.
* Report wages

* View submission and report status
* Act on resubmission notices =
» Verify Social Security numbers Register

Complete phone registration

Login " :
Information about being a payee

Create account

Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

Appointed Representatives Consent Based Verification (CBSV)
For appointed representatives of people with cases For companies that provide banking and mortgage
pending at the hearings or appeals levels. services, process credit checks, provide background

checks, satisfy licensing requirements, etc.

Login

Appointed Representative Services (ARS) Login

Representing Social Security claimants How to enroll

Electronics Records Express Complete phone registration

Learn more about CBSV

For questions: ssa.chsv@ssa.gov

STEP 2: For AR, CBSV, or IRPA only select the Register or Log in link on the
Business Services Online Welcome page in the appropriate box. The system displays
the Log in to Online Services page.


http://www.socialsecurity.gov/bso/bsowelcome.htm

S — Business Services Online

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

i 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 AM ET
O SRz OR)- T I EY New User? Existing User?
* Sunday: 8 AM - 11:30 PMET . 2
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID:
User ID to log in to our online services.
Password:
To create new account you will need to: Forgot user ID?

. . . Forgot your password?
« Provide personal information

» Provide contact information

« Create your password and security User Certification:

guestions | understand that the Social 2
Security Administration (SSA)
Create Log In Account will validate the information | -

11 | have read & agree to these terms.

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

www.socialsecurity.gov BSO Welcome | |

STEP 3: In the New User? column on the Log in to Online Services page, select the Create Log
In Account link. The system displays the Create a Login Account. Below is the User
Registration Attestation screen. Select | Accept to continue.

Socil Security Online Business Services Online

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

Online Services Availabili . . .
& User Registration Attestation

» Monday-Friday: 5AM - 1AM ET
« Saturday: 5AM - 11 PMET
» Sunday: § AM - 11:30 PM ET

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

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 informafion or change your password at any time.

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

User Certification for SSA Business Services Online

| certify that

+ | understand that SSA may prevent me from using these services if SSA determines or suspects there has been misuse of these services.
» | understand that | may be subject to penalies if | submit fraudulent information.

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

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

Step 1: Provide Information page. (To return to the Business Services Online Welcome page,
select the BSO Welcome link in the page footer.)



SocalSecxrdy Online

WAN_ STl lsenuriypov

Business Services Online

Online Services Availability

« Monday-Friday: 5 AM- 1AM

ET

E &0 We leoms |BD Info rmation [Kayboand Havigation

:'J'.-':‘*-_ i
ﬁx&& Create a Login Account

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

Create an Account

1. Provide Information

T

WATN_ 500 |8 | S nr iy pow

The information you provide will be compared against our records in order to verifrny P Aggrove:

- - ST N TRET-0me
Your identity. -
* Indicates required information IR

Personal Information

*Name:
[ | | | | 1]
*First Middle *z=t Cuffic
*Date of Birth:
mimddyyyny
*Social Security Number (55M)
MOOOO0000
B pvnes ) dont v w 33T
Personal Contact Information
*Country:
*Home Street Address:
[ |
I |
“City: * State: *Zip Code Ext:
l |[= »] | [
*Daytime Phone Number
Extension: |:|
Fax Number:
*Email Address:
[
ﬂ Wiy do you meed an emall address® =

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

TIPS

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

Links to informational pages are indicated with a blue information (®) link.
Clicking on the link will display an informational page in a separate
window.



+ Do not use punctuation in any field. This includes dashes or slashes in date
of birth, social security number, zip code, and phone or fax numbers.

¢ Date of birth must be entered in the format mmddyyyy. For example, if
your date of birth is January 1, 1990, you would enter 01011990.

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

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

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

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

ial Seccdfty Online Business Services Online

jov

> & |BSO Information | Keyboard Navigation

Online Services Availability _
Create a Login Account
* Maneday-Fricay: 5 &M - 1 AMET
® Saturday: 5 AM- 11 PMET
® Sunckay: G AM - 11:30 PM ET
Step 2: Create Your Password

Create an Account Your Password:
Your passwaord will be used to lag in to online servces; your User ID will be provided to
1. Provide Information you * Must contain exactly 8 characters
2. Create Password * Indicates required information + Must contain only numbers and letters
3 Review and Submit * Must contain at least 1 number and 1
4. Print User ID *Enter Password: letter

* Is not case sensitive

*Re-enter Password:

Security Questions and Answers
The security questions and answers you select will be used to validate your identity in case
you forget your passward

*Question 1:
Select a Question h
*Answer 1:

*Question 2:
Select a Question v

“Answer 2:

*Question 3:

Select a Question v

*Answer 3:

“Question 4:
Select a Question v
*Answer 4:

*Question 5:

Select a Question v

*Answer 5:

www.socialsecurity.gov



STEP 6: Enter a password to use when you log in to Business Services Online. Re-enter the
password for confirmation. Your password:

Must contain exactly 8 characters.

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

Is not case sensitive.

* & o o

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

+ You may not select the same question more than once.

+ Answers to questions are not case sensitive; they cannot contain any special
characters.

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

Business Services Onlin

B50 Welcome | B5O Information | Key

Online Services Availability

- Create a Login Account

= Mongap-Fricay: SAM -1 AW ET.
- Saunap SAM - 11PMET

- SusEr SAM- 1130PMET Step 3: Review & Submit
Create an Account Please verify that the information you provided is correct.
1. Provide Information Personal & Contact Information [

Biis Pzsmal Tafomaion

2. Create Password
3. Review and Submit
4. PrintUserID Name: JOHN PUBLIC

Date of Birth: 04181378
SSN: 999011234
Country:  United States
A ;122 MAIN STREET

;MY CITY , AK 12245
Daytime Phone Number: {123} 123-1234
Fax Number:
Emsil: USER@DEMOEMPLOYER.COM

Security Questions and Answers [

ey ey sre——

uestion 1 WHAT 1S THE NAME OF YOUR FIRST NEPHEW?
© ANSWER

2: WHAT IS THE NAME OF YOUR FIRST NIECE?

2: ANSWER
WHAT IS THE MIDDLE NAME OF YOUR MOTHER?
ANSWER
WHAT IS THE MIDDLE NAME OF YOUR FATHER?
ANSWER
5 WHAT IS THE YEAR YOU GRADUATED HIGH SCHOOL?
5 ANSWER

User Certification for Online Services.

1 understand that the Sccial Security Administration (SSA) will validate the information | provide against the infarmaticn in SSAs files.
1 certify that:

« | understand that | may be subject to penalties if | submit fraudulent information,

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

hat any person who knowingly and willingly makes any representation to falsely obisi

mation from Socisl Security
ntends to deceive the Social Security Administration as to the true identity of an ind

could be punished by a fine or

By checking the box below you certify that you have read, d agree to the user certification of Business Services
Oniine.
[T 1 Accept

STEP 9: The information you entered on the previous two pages is displayed for your review.
To make corrections, select the Edit Personal Information button to return to the



Create a Log in Account, Step 1: Provide Information page. Or select the Edit Security
Questions button or the Back button at the bottom of the page to return to the Create a
Login Account, Step 2: Create your Password page.

STEP 10: After making any corrections, read the conditions stated in the User Certification for
Online Services section of the page. You must agree to these conditions by checking
the I Accept checkbox to proceed. Select the Submit button to process the
registration. The system displays the Create a Login Account, Step 4: Print your User
ID. (Select the Back button at the bottom of the page to return to Create a Login

Account, Step 2: Create Your Password page. To return to the Business Services
Online Welcome page without registering, select the Cancel & Exit button.)

Business Services Online

BS & | BSO Information | Keyboard Navigation

Create a Login Account
o NMonday-Friday 5 AM- 1 AMET
o Saturday: 5 AM - 11 PMET

* Sunday. 8 AM- 11:30 PMET Step 4: Print your User ID

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

The User ID below has been assigned to you
1. Provide Information
2. Create Password .
2 Review and Submit User ID: SLBXFWTS

4. Print User ID 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?

Moy that you've created a log in account far Online Services, you will need to tell us what functions and
services you require to do your wiork.

Depending on the senvices that you are requesting, you may be required to provide additional information
aboutyourself or the organizations that you represent

STEP 11: You may click on the Print a Confirmation Receipt link to print your User 1D for

your records. You will need your User ID and password to log in to Business Services

Online to request services and perform other functions. Refer to other lessons in this
Tutorial for guidance.



LESSON 2: COMPLETE PHONE REGISTRATION - For AR, CBSV

IRPA Only

If you started your registration for online services by speaking with an Employer Customer
Service representative or completing a form, follow the instructions below to complete your

registration.

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

Employers

For employers to:

* Report wages

+* View submission and report status
* Act on resubmission notices

» Verify Social Security numbers

Login
Create account

Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

Appointed Representatives

For appointed representatives of people with cases

pending at the hearings or appeals levels.

Login
Appointed Representative Services (ARS)

Representing Social Security claimants

Electronics Records Express

Representative Payees

For people and organization representatives to file

their Representative Payee Report electronically.

Login
Register

Complete phone registration

Information about being a payee

Consent Based Verification (CBSV)

For companies that provide banking and mortgage
services, process credit checks, provide background

checks, satisfy licensing requirements, etc.

Log.in
How to enroll

Complete phone registration

Learn more about CBSV

For questions: ssa.cbsv@ssa.gov

STEP 2: Select the Complete Phone Registration button on the Business Services Online
Welcome page. The system displays the sign into Online Services page.


http://www.socialsecurity.gov/bso/bsowelcome.htm

Social Scurity Online Business Services Online

www.socialsecurity.gov BSO 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 AM ET
¢ Saturday: 5 A~ 11 PM ET New User? Existing User?
* Sunday: 8 AM - 11:30 PMET . N
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID:
User ID to log in to our online services.
Password:
To create new account you will need to: Forgot user ID?

. . . Forgot your password?
+ Provide personal information

« Provide contact information
« Create your password and security
questions

User Certification:

| understand that the Social -
Security Administration (SSA)

Create Log In Account will validate the information | -
1 | have read & agree to these terms.

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

www.socialsecurity.gov BSO Welcome | |

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




Social Seetrity Online

www.socialsecurity.gov
Online Services Availability

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

Business Services Online

BSO Welcome | B BSO Information | B Keyboard Navigation

Complete Phone Registration Attestation

Please read the following information about registering to use Business Services Online.
Please select the link below to read about 35A’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 |D and password

You may update your registration information or change your password at any time.

m

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

User Certification for SSA Business Services Online
| certify that:

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

« | understand that | may be subject to penalties if | submit fraudulent information.

« | 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.

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

I Do NOT Accept I Accept

€ Local intranet | Protected Mode: Off H100% -

STEP 4: Read the conditions stated in the User Certification for SSA Business Services Online
section of the page. You must agree to these conditions by selecting the | Accept
button to proceed. The system displays the Complete Phone Registration page.
(Selecting the 1 Do NOT Accept button will display the Business Services Online
Welcome page.)



Social Security Online

Business Services Online

www.socialsecurity.gov
Online Services Availability

® Monday-Friday: 5 AM -1 AMET
& Saturday: 5 AM- 11 PMET
& Sunday: & AM - 11:30 PMET

BSO Welcome | BSO Information | Keyboard Navigation

m Complete Phone Registration
&, il

A User identification (User ID) and password are required to use Online
Services. Your User ID was issued during the registration process. You must
now choose your personal password to complete registration.

* Indicates required information

* User ID:
* First Name:
* Last Name:

*U.8. Social Security Number:

(If you do NOT have an 88N lesve this field blank )

* Date of Birth

MMDDYYYY)
* Enter Password:

* Re-enter Password:

[ Complete Phone Registration ]

www.socialsecurity.gov

STEP 5: Enterth

TIPS

e registration information.

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

Enter your User ID that was given to you when you registered over the
phone or in person.

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

If you do not have a U. S. Social Security Number, leave the SSN field blank.

Date of birth must be entered in the format mmddyyyy. For example, if your
date of birth is January 1, 1990, you would enter 01011990.

Your password must contain any combination of eight letters and numbers
(e.g., 9580859A or frog2828). Special characters are not allowed, and
passwords are not case sensitive. Do not share your password with anyone.

When you tab off or click out of a field, the system will check the format of
what was entered and display a message if it needs to be corrected.



STEP 6: Select the Complete Phone Registration button to complete the registration process.
The Log in to Online Services page will be displayed. (To return to the Business
Services Online Welcome page without completing the registration process, select the
Cancel button.)



LESSON 3: LOGIN - For AR, CBSV, and IRPA Only

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

password.

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

Employers

For employers to:

* Report wages

+* View submission and report status
* Act on resubmission notices

» Verify Social Security numbers

Login
Create account
Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

Appointed Representatives

For appointed representatives of people with cases

pending at the hearings or appeals levels.

Login
Appointed Representative Services (ARS)

Representing Social Security claimants

Electronics Records Express

Representative Payees

For people and organization representatives to file

their Representative Payee Report electronically.

Logiin
Register

Complete phone registration

Information about being a payee

Consent Based Verification (CBSV)

For companies that provide banking and mortgage
services, process credit checks, provide background

checks, satisfy licensing requirements, etc.

Log.in
How to enroll

Complete phone registration

Learn more about CBSV

For questions: ssa.cbsv@ssa.gov

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

social Sberityontine. *+ BUSINESS ServicesOnline

BSO 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 AMET
Al New User? Existing User?
® Sunday: 8 AM - 11:30 PMET . "
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID:
User ID to log in to our online services.
Password:
To create new account you will need to: Forgot user ID?

. . . Forgot your password?
« Provide personal information

« Provide contact information

. User Certification:
« Create your password and security

questions | understand that the Social 2
Security Administration (SSA)
Create Log In Account will validate the information | -
1 | have read & agree to these terms.

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

www.socialsecurity.gov BSO Welcome | |

STEP 3: Under the Existing User? column, enter your User ID and password. Read the terms
stated under the User Certification heading. You must agree to these conditions by
checking the “I have read & agree to these terms.” checkbox to proceed. Select the Log
In button. The system displays the Business Services Online Main Menu page.

e If you have forgotten your User ID, please call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 5:30 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDD/TTY, call 1-800-325-0778.

¢ If you have forgotten your password, select the Forgot your password? link beneath
the Password field. Refer to the Forgot Password lesson in this Tutorial for further
guidance.

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

NOTE

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



Social Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSDInI:-rmaI\:-rll Contact U5| Keyboard Navigation

Main Menu HELP
JOHN PUBLIC

Welcome, JOHN PUBLIC

Your password expires on January 19, 2011

Manage Account Report Wages To Social Security

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

# Change Password

# Disable Account View errors and error notices for wage files and/or wage reports submitted by or for your company
LEPER EENEn Social Security Number Verification Service

® View / Edit Senices Request online SSN verification, or

® Request New Senices Submit files for SSN verification

® View Pending Senices
® Enter Activation Code(s) Form SSA-1694 Request for Business Entity Taxpayer Information
Submit or update a Business Taxpayer Information form fo receive form 1099 for work related fo claimant representation

Manage Employer Information

* AddiUpdate Emplover ) Internet Representative Payee Accounting (IRPA)
# Remove Employer Information File a Form SSA-623, SSA-6230, or SSA-6234 Representative Payee Reporis electronically
Submit and print repr tative payee ting forms,

Download submitted forms for up to 30 days after submission

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




LESSON 4: FORGOT PASSWORD - For AR, CBSV, and IRPA Only

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

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

Employers

For employers to:

* Report wages

+* View submission and report status
* Act on resubmission notices

» Verify Social Security numbers

Login
Create account
Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

Appointed Representatives

For appointed representatives of people with cases

pending at the hearings or appeals levels.

Login
Appointed Representative Services (ARS)

Representing Social Security claimants

Electronics Records Express

Representative Payees

For people and organization representatives to file

their Representative Payee Report electronically.

Login
Register

Complete phone registration

Information about being a payee

Consent Based Verification (CBSV)

For companies that provide banking and mortgage
services, process credit checks, provide background

checks, satisfy licensing requirements, etc.

Log.in
How to enroll

Complete phone registration

Learn more about CBSV

For questions: ssa.cbsv@ssa.gov

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Social Pourity Ouline Business ServicesOnline

www.socialsecurity.gov BSO 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 AMET
Al New User? Existing User?
® Sunday: 8 AM - 11:30 PMET . "
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID:
User ID to log in to our online services.
Password:
To create new account you will need to: Forgot user ID?

. . . Forgot your password?
« Provide personal information

« Provide contact information

« Create your password and security CSEr SRRl

questions | understand that the Social 2
Security Administration (SSA)
Create Log In Account will validate the information | -

1 | have read & agree to these terms.

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

www.socialsecurity.gov BSO Welcome | |

STEP 3: Under the Existing User? column, enter your User ID. Select the Forgot your
password? link under the Password field. The system displays the Forgot Password
page. (To return to the Business Services Online Welcome page, select the BSO
Welcome link on the page footer.)

Social Sefuity Orline Business Services Online

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

Forgot Password

Online Services Availability Request to replace forgotten password
® Monday-Friday: 5 AM - 1 AM ET To select a new password, you must answer three random questions that your previously supplied answers
® Saturday: 5 AM - 11 PM ET to. If you correctly answer the questions you will be allowed to select a new password.

® Sunday: 8 AM - 11:30 PM ET
WHAT IS THE NAME OF THE
HOSPITAL YOU WERE BORN? :

WHAT IS YOUR ASTROLOGICAL
SIGN? :

WHAT IS YOUR FAVORITE TIME
OF YEAR? :

Choose your new password
Input New Password:

Confirm New Password:

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

+ Must contain exactly 8 characters

+ Must contain only numbers and letters

+ Must contain at least 1 number and 1 letter
+ s not case sensitive

[ Submit New Password

[ Request Pasaword by Mail ]

www.socialsecurity.gov BSO Welcome | |



STEP 4: The Forgot Password page presents you with the choice of entering and submitting a
new password online or requesting a temporary password by mail.

e If you would like to change your password online immediately, continue to Step 5.

¢ If you would rather receive a temporary password by mail, you do not have to enter
anything on the Forgot Password page. Just select the Request Password by Mail
button and proceed to Step 7.

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

STEP 5: Enter the answers to three security questions randomly selected from the five you
chose and answered during registration. Next, enter a new password and confirm that
password by entering it a second time. Select the Submit New Password button. The
system displays the Forgot Password Update Successful page. (To return to the
Business Services Online Welcome page without submitting the new password, select
the Cancel button.)

Social Secdity Online Business Services Online

WWW.SOC rity.gov. BS ome | BSO Information | Keyboard Navigation

Forgot Password Update Successful

Online Services Availability

* Monday-Friday: 5 AM - 1 AMET

Your forgotten password has been successfully changed.
* Saturclay: S A - 11 PMET

BSOWelcomea|  Lagln

BSO Welcome | BSO Information | Keyboard Navigation

* Sunday: 8 AM - 11:30 PMET

STEP 6: Select the Log In button to log in using the new password. Select the BSO Welcome
button to return to the Business Services Online Welcome page.

STEP 7: If you selected the Request Password by Mail button on the Forgot Password page,
the system displays the Request Password by Mail page.

Business Services Online

BSO | BSO Information | Keyboard Navigation

¢ Request Password by Mail

Online Services Availability

You have requested to receive atemporary password by mail to replace your forgotten password.
*® hlondey-Fridey: 5 Abi - 1 AMET
® Saturciays S AM- 11 PMET
® Sidag 8 AM - 11:30 P ET To request a temporary password, enter your First Name, Last Name, Social Security Number (if you have one) and Date of Birth, then

select Request Temporary Password
First Name:
Last Name:

U.S. Social Security
Number:

Date of Birth (mmddyyyy

Cancel| Request Temporary Password

BSO Welcome | BSO Information | Keyboard Navigation

STEP 8: Enter your First Name, Last Name, U.S. Social Security Number, and Date of Birth.
Select the Request Temporary Password button to send the request. The system



displays the “Password By Mail Success” page. (To return to the Business Services
Online Welcome page without sending the request, select the Cancel button.)

Social Secdifity Online Business Services Online

W curity.qov BSO Welcome | BSO Information | Keyboard Navigation

Password By Mail Success

Online Services Availability

O EEETERGERE §ehio | AIET Your request for a new password by mail was successful
* Saturcay 5 AM- 11 PMET

* Suncay: § AM - 11:30 PMET
Your temparary passwiord will be sent to you by first class mail usually in 2 weeks. You must wait for your temporary password to use

Business Services Online. If you have previously requested a temporary password, that password is now cancelled

B50Welcome

BSO Welcome | BSO Information | Keyboard Navigation

NOTE
Until you receive your new password in the mail, you will not be able to log in to BSO.



LESSON 5: LOGOUT

Follow the instructions below to log out of Business Services Online (BSO).

STEP 1: Select any Log Out button where displayed.

The system displays the Log Out of BSO page.

Social Security Online Business Services:Online
www.socialsecurity.gov Main Menu | Contact Us | # BSO Information | # Keyboard Navigation
JOHN PUBLIC P
7 Log Out of BSO
Main Menu For your security, please log out of the application and close all

Internet windows when you are finished.
Manage Account
) ) Are you sure you want to log out of Business Services Online?
» View/Edit Account Info
» Change Password
+ Disable Account

Manage Services
» View/Edit Services
* Request New Services

+ View Pending Services
» Enter Activation Codes

Manage Employer Information

» Add/Update Employer Information
e Remove Employer Information

.socialsecurity.gov

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



LESSON 6: CONTACT SOCIAL SECURITY ADMINISTRATION
(SSA)

Please visit https://www.ssa.gov/employer/empcontacts.htm to contact SSA.

LESSON 7: EDIT ACCOUNT INFORMATION

Follow the instructions below to update your account information.

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

STEP 2: Select the Log In link on the Business Services Online Welcome page.

STEP 3: Under the Existing User? column, enter your User ID and password (AR, CBSV, and
IRPA only). Read the terms stated under the User Certification heading. You must agree to these
conditions by checking the “I have read & agree to these terms.” checkbox to proceed. Select the
Log In button. The system displays the Business Services Online Main Menu page. (To return to
the Business Services Online Welcome page, select the BSO Welcome link on the page footer.)


https://www.ssa.gov/employer/empcontacts.htm
http://www.socialsecurity.gov/bso/bsowelcome.htm

NOTE

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

Main Menu
KAMALJIT RANDHAWA
Welcome, KAMALJT RANDHAWA
Your passward expires on January 14, 2010
Report Wages To Social Security
Manage Account Subrmit, download or process W-2s and W-2cs
® ‘iew / Edit Account Info Wiew submission status, acknowledge resubmission notices or
® Chanige Password Request resubmission extensions
® Disahle Account
Social Security Number Verification Service
Manage Services Request online SSN verification, or
® View / Edit Senvices Subrnit files for S5M verification
* Request New Senices ~ _ A
® View Pending Services Form SSA-1694 Request for Business Entity Taxpayer Information
® Enter Activation Code(s, Subrmit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA)]

File a Form S5A-B23, S5A-6230, or 35A-6234 Representative Payee Reports electronically
Submit and print representative payee accounting forms,
Download submitted forms for up to 30 days after subrmission

® Add/Update Employer Information
® Rernove Employer Information

Havve & guestion? Call 1-800-772-6270 Manlay through
Friday, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service persannel. For TODATTY call 1-800-325-0778

ecurity.gov BSO Main Menu | BSO Info Us | Keyhoard Navigation

STEP 4: Under the Manage Account section of the left navigation panel, select the View/Edit
Account Info link. The system displays the View/Edit Account Information page. (To
return to the Business Services Online Main Menu, select the BSO Main Menu link in
the second line of the page header.)



KAMALJIT RANDHAWA
=T

Main Menu

Manage Account

o Wiew/Edit Account Info

® Change Password
® Disable Account

Manage Services
o View/Edit Services
® Request Mew Senices
® View Pending Senices
® Enter Activation Codes

Manage Employer Information

® AddfUpdate Ermployer Information
* Remove Employer Information

View/Edit Account Information

“our account information is displayed below. You may update this information at anytime

Personal & Contact Information

Edit Personal Information

Marne:

Date of Birth:

SSM:

Country:

Home Street Address:

City, State, Zip:
Daytime Phone Number
Fax Number:

Email:

KAMALJIT RANDHAWA
05/03/1970

XXX-XX-3704

United States

1234 ABC

DR

BALITMORE . MD 21207
(123) 1231234

Srinivasa.R.Dama@ssa.gov

Security Questions and Answers

Edit Security Questions

Question 1:
Angwer 1;
Question 2:
Answer 2:
Question 3
Answer 3:
Question 4:
Answer 4
Question &:
Answer 5

WHAT IS THE NAME OF YOUR FIRST NEPHEW?
ANSWER1

WHAT IS YOUR HOMETOWN?

ANSWERS

WHAT IS THE NAME OF YOUR FIRST NIECE?
ANSWER2

WHAT IS THE NAME OF YOUR FIRST PET?
ANSWER3

WHAT WAS YOUR FIRST JOB?

ANSWER4

STEP 5: Select the Edit Personal Information button to edit personal and contact information.
The system displays the Edit Personal & Contact Information page. (To return to the
Business Services Online Main Menu, select the BSO Main Menu link in the second
line of the page header.)



Business Services Online

Main Menu | Contact Us & | BSO Information | Keyhoard Navigation

KAMALJIT RANDHAWA : Edit Personal & Contact Information

Main Menu * Indicates required information

Manage Account Personal Information

o Wiew/Edit Account Info

e Change Password “Name: )
» Digable Account KAMALJIT BANDHAWA
. *First Middle *Last Suffixe
Manage Services . .
“Date of Birth:
* View/Edit Services 05031970
* Reguest Mew Services
& View Pending Services mmddyyyy )
* Enter Activation Codes Personal Contact Information
Manage Employer Information *Country:
United States v

* AddfUpdate Ernployer Information
* Remove Employer Information *Home Street Address:
1234 AEC DR

*City: “State:  *Zip Code:

BALITMORE MD ¥ zizov
*Daytime Phone Number:

1231231234 Extension:

Fax Number:

“Email Address: @ wWhy do vou need an email address? '
Srinivasa.R.DanaBssa.gov

Dot Tmrormior

STEP 6: Edit the information you wish to change. Select the Update Information button to
update the account information. The system displays the Edit Personal & Contact
Information — Confirmation page. (Select the Cancel button to cancel the update and
return to the View/Edit Account Information page. To return to the Business Services

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

Business Services Online

Main Menu | Contact Us &=| BSO Information | Keyboar d Navigation

KAMALJIT RANDHAWA - Edit Personal & Contact Information - Confirmation
You have successfully updated your personal and contact information
Main Menu

Your news information will be displayed on the View / Edit Account Info page
Manage Account

o View/Edit Account lnfo
o Change Password

# Disable Account

Manage Services

* Yiew/Edit Senices

* Request New Services
* Yiew Pending Serices
* Enter Activation Codes

Manage Employer Information

* AddMUpdate Employer Information
® Rermove Employer Information

www.socialsecurity.gov

STEP 7: To edit other account information, select the View/Edit Account Info link under the
Manage Account section of the left navigation panel. The system displays the
View/Edit Account Information page. (Select the Go to the Main Menu button to
return to the Business Services Online Main Menu.)




Social Secufity Online Business Services Online

Main Menu | Contact Us & | BSO Information | Keyhoard Na
KAMALJIT RANDHAWA : View/Edit Account Information

Main Menu “our account information is displayed below. You may update this information at anytime

Manage Account Personal & Contact Information

* ViewEdit Account Info Wama KAMALJIT RANDHAWA
¢ Change Password Date of Bitth:  05/031970
® Dizahle Account

SN XXX-XX-3704
Manage Services Country:  United States
Home Strest Address: 1234 ABC

o View/Edit Senices DR

® Reguest Mew Services

* View Pending Senices City, State, Zip:  BALITMORE , MD 21207

* Enfer Activation Codes Daytime Phone Number:  (123) 123-1234
Manage Employer Information Fax Number.

Email: Srinivasa.R.Dama@ssa.gov
® AddfUpdate Ermployer Information
* Remove Employer Information

Security Questions and Answers

Guestion 1. WHAT IS THE NAME OF YOUR FIRST NEPHEW?
Answer 1. ANSWER1

Question 22 WHAT IS YOUR HOMETOWN?
Answer 2. ANSWERS

Question 3 WHAT IS THE NAME OF YOUR FIRST NIECE?
Answer 3 ANSWER2

Question 4:  WHAT IS THE NAME OF YOUR FIRST PET?
Answer 4. ANSWER3

Question & WHAT WAS YOUR FIRST JOB?
Answer & ANSWER4

STEP 8: Select the Edit Security Questions button to edit the five questions and answers used
to verify your identity if you forget your password. The system displays the Edit
Security Questions page. (To return to the Business Services Online Main Menu,
select the BSO Main Menu link in the second line of the page header.)

Business Services Online

nu | Contact Us  =| BSO Information | Keyboar d Navigation

KAMALJIT RANDHAWA

Main Menu

. Edit Security Questions

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

*Indicates required infarmation
Manage Account

*Question 1: *Answer 1:
¢ iewEdt Accourt Infy UHAT I3 THE NAME OF YOUR FIRST MEPHEW? INSUERL
® Change Password | : | |
* Disable Account *Question 2: *Answer 2:
. |wEAT 15 YoUR HoMETOWNZ | [anzuERS |
Manage Services - 5 -
“Question 3: “Answer 3:
* Wiew/Edit Senices |VEAT IS THE NAME OF YOUR FIRST NIECE? v [ansuER2 |
* Request Mew Services . i R
 VYiew Pending Senices Question 4: Answer 4:
* Enter Activation Codes |[JHAT 15 THE NAME OF YOUR FIRST PET? VHJLNE:[JER3 ‘
Manage Employer Information Question 5: Answer 5:
|wEAT Was YoUR FIRST JOB? v/ [anzuERe |

* AddApdate Employer Information
* Rermove Employer Information

Update Information

STEP 9: Edit the information you wish to change. Select the Update Information button to
update the account information. The system displays the Edit Security Questions —
Confirmation page. (Select the Cancel button to cancel the update and return to the
View/Edit Account Information page. To return to the Business Services Online Main
Menu, select the BSO Main Menu link in the second line of the page header.)



Social Security Online

KAMALJIT RANDHAWA

Main Menu

You hawve successfully updated your security questions

Your news information will be displayed on the View / Edit Account Info page
Manage Account

o ViewEdit Account Info

Go to the Main Menu
o Change Passward

isahle Account

Manage Services

* VYiew/Edit Senices

* Request New Services
* View Pending Serices
* Enter Activation Codes

Manage Employer Information

* AddUpdate Employer Information
* Rermove Employer Information

STEP 10: Select the Go to the Main Menu button to return to the Business Services Online
Main Menu.



LESSON 8: CHANGE YOUR PASSWORD - AR, CBSV, and IRPA

Only

You can change your password at any time. For security purposes, you are required to change
your password at least once every 90 days in order to maintain an active User Identification
Number (User ID). Follow the instructions below to change your password.

STEP 1: Point your browser to the Business Services Online Welcome page:

www.socialsecurity.gov/bso/bsowelcome.htm.

STEP 2: Select the Log In link on the Business Services Online Welcome page.

NOTE

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

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

The system will then automatically display the Change Password page. (Go to Step 5.)

STEP 3: Under the Existing User? column, enter your User ID and password. Read the terms

NOTE

stated under the User Certification heading. You must agree to these conditions by
checking the “I have read & agree to these terms.” checkbox to proceed. Select the Log
In button. The system displays the Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select the BSO Welcome link in
the page footer.)

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Business Services Online

BSO Main Menu | BSO Inform: ontact Us | Keyboard Navigation

Main Menu

KAMALJIT RANDHAWA
Welcome, KAMALJIT RANDHAWA
Your password expires on January 14, 2010

Report Wages To Social Security

Manage Account Subrnit, download or process W-2s and W-2cs
® “iew / Edit Account [nfo Wiew submission status, acknowledge resubmission notices or
® Change Password Request resubmission extensions

® Disahle Account
Social Security Number Verification Service

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

® View / Edit Services

* Request New Services R B A
* Yiew Pending Services Form S$SA-1694 Request for Business Entity Taxpayer Information

® Enter Activation Code(s Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA]
O AdildEe e e File a Form S5A-B23, S5A-6230, or 35A-6234 Representative Payee Reports electronically
o Employer Information . N
Subrit and print representative payee accounting forms,

® Rernove Employer Information
Download submitted forms for up to 30 days after subrmission

Havve & guestion? Call 1-800-772-6270 Mandlay through
Friday, 7:00 &.m. to 7:00 pu.m. Esstern Time to speak with Employer Customer
Service persannel. For TODATTY call 1-800-325-0778

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

Business Services Online

Social Securty Online
ecurity.gov Main Menu | Contact Us & | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA Change Password

Main Menu Your current password is scheduled to expire: January 14, 2010

Manage Account Enter Current Password: For security Purposes, your passuard
will expire and must be changed every 90 days.
® View/Edit Account Info
® Change Password
o Disable Account Enter New Password: Your Password:
— Must contain exactly 8 characters
Must contain only numbers and letters
Must contain at least 1 number and 1 letter
Must contain is not case sensitive

Manage Services
Re-enter New Password:
o View/Edit Serices
® Reguest Mew Services
® View Pending Senvices

* Enter Activation Codes
Manage Employer Information

¢ Add/Update Employer Information
® Remove Employer Information

Change Fassword

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

L4
L4
L4
L4

Must contain exactly 8 characters.

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

Is not case sensitive.



STEP 6: Select the Change Password button. The system displays the Password Change
Successful page. (To return to the Business Services Online Main Menu without
changing your password, select the Cancel button.)

Social Sectliity Onfine Business Services Online

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

KAMALJIT RANDHAWA

Main Menu Your password has been successfully changed.
Your new passward will remain valid until. January 14, 2010

v Password Change Successful

Manage Account

+ Wiew/Edit Account Info Go to the Main Menu
« Change Passward

« Disable Account

Manage Services

« View/Edi Senices
* Bequest New Senices
* Yiew Pending Serices

* Enter Activation Codes

Manage Employer Information

« AddUpdate Employer Information
* Remove Employer Information

socialsecurity.gov

STEP 7: Select the Go to the Main Menu button to return to the Business Services Online
Main Menu.



LESSON 7: DISABLE YOUR ACCOUNT

Follow the instructions below to disable your account. When you disable your account, you will
no longer be able to use your User ID to access online services.

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

STEP 2: Select the Log In link on the Business Services Online Welcome page.

STEP 3: Under the Existing User? column, enter your User ID and password (for AR, IRPA,
and CBSV only). Read the terms stated under the User Certification heading. You
must agree to these conditions by checking the “I have read & agree to these terms.”
checkbox to proceed. Select the Log In button. The system displays the Business
Services Online Main Menu page. (To return to the Business Services Online Welcome
page, select the BSO Welcome link on the page footer.)

NOTE

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

Business Services Online

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

Welcome, KAMALJIT RANDHAWA

Your password expires on January 14, 2010

Report Wages To Social Security

Subrnit, download or process W-2s and W-2cs

Manage Account

® Yiew / Edit Account Info Wiew submission status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions

® Disahle Account
Social Security Number Verification Service

Manage Services Reguest online SSN verification, or

® ‘iew / Edit Services Submit files for SSN verification

* Request New Senices N _ .

® “iew Pending Serices Form $SA-1694 Request for Business Entity Taxpayer Information

* Enter Activation Codels Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA)

File a Form S5A623, 35A-6230, or S5A-6234 Representative Payee Reports electronically
Subrnit and print representative payee accounting forms,
Download submitted forms for up to 30 days after submission

® Add/Update Employer Infarmation
* Remave Employer Information

Have & question? Call 1-800-772-6270 Manday through
Friday, 7:00 a.m. to 7:00 pu.m. Esstern Time to spesk with Employer Customer
Service persannel. For TODATTY call 1-800-325-0778.

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

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Business Services Online

Main Menu | Contact Us 4| BSO Information | Keyboard Navigation
KAMALJIT RANDHAWA Disable Account
Main Menu This function will disbale your User ID so that it can no longer be used to access online services

" Indicates required infarmation
Manage Account

Enter Current Password:
o Yiew/Edi Account Infa ‘ ‘

® Change Password
® Disable Account . .
“Why are you disabling the account?

Manage Services @ lam no longer autharized to access these services andfor | no longer require these services

O The account has been compromised (ex unauthorized access or disclosure)
® ViewEdit Serices

* Renuest Mew Senices &Your account will be permanently disabled.

. B i ’
View Pending Services If you continue you will need to register a new account to access online services,
* Enter Activation Codes

Manage Employer Information

* AddMUpdate Employer Information

* Rermove Employer Information

www.socialsecurity.gov

STEP 5: Enter your password in the Enter Current Password field and select the radio button
beside the reason for disabling your User ID. Select the Disable Account button. The
system displays the Disable Account — Confirmation page. (To return to the Business
Services Online Main Menu without disabling your user id, select the Cancel button.)

NOTE
If you select the Disable Account button, your account will be permanently disabled.
You will need to register a new account to access online services.

Business Services Online

| Contact Us | BSO Information | Keyboard Navigation
KAMALJIT RANDHAWA Disable Account - Confirmation

Your account has been successfully disabled.

Your account can no longer be used to access online services. You will need to create a new account
to login to SSA online services again

www.socialsecurity.gov

STEP 6: Select the Exit to SSA Website button to go to the Social Security Online page. To
register a new account to access online services, select the Create a New Account
button.



LESSON 8: REMOVE ACCESS TO BSO SERVICES

Follow the instructions below to remove access to one or more BSO services. Use this option if
you no longer need to use a service(s) in BSO.

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

STEP 2: Select the Log In link on the Business Services Online Welcome page.

STEP 3: Under the Existing User? column, enter your User ID and password (for AR, CBSV,

and IRPA only). Read the terms stated under the User Certification heading. You must

agree to these conditions by checking the “T have read & agree to these terms.”
checkbox to proceed. Select the Log In button. The system displays the Business

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

page, select the BSO Welcome link in the page footer.)

NOTE

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

Social Security Online

Business Services Online

www.socialsecurity.gov

JOHN PUBLIC

Manage Account
® View / Edit Account Info

® Change Password
# Disable Account

Manage Services
® View / Edit Senices
# Request New Senices

# View Pending Senices
® Enter Activation Code(s

Manage Employer Information

® Add/Update Employer Information

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

Main Menu HELP

Welcome, JOHN PUBLIC
Your password expires on January 19, 2011

Report Wages To Social Security
Submit, download or process W-2s and W-2¢s
View submission status, acknowledge resubmission notices or
Request resubmission extensions
View errors and error notices for wage files and/or wage reports submitted by or for your company

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

Form SSA-1694 Request for Business Entity Taxpayer Information

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

Internet Representative Payee Accounting (IRPA)

#® Remove Employer Information

www.socialsecurity.gov

File a Form SSA-623, SSA-6230, or SSA-6234 Representative Payee Reports electronically
Submit and print representative payee accounting forms,
Download submitted forms for up to 30 days after submission

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



http://www.socialsecurity.gov/bso/bsowelcome.htm

STEP 4: Under the Manage Services section of the left navigation panel, select the View/Edit
Services link. The system displays the Remove Access to BSO Services page. This
page lists the services to which you currently have access. (To return to the Business
Services Online Main Menu, select the BSO Main Menu link in the second line of the
page header.)

social sbenrityonine_ *+ BUSINESS Services:Online

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

JOHN PUBLIC .
: Remove Access to BSO Services
To remove access from BSO Services please select the services(s) that you would like
to remove.
Main Menu ) Report Wages to Social Security
Manage Account » Create, print, and submit Forms W-2 and W-2c Online,
« Upload wage submission or resubmission files that are prepared in the Electronic Filing
» View/Edit Account Info (EFW2/EFW2C) format,
» Change Password «» Acknowledge resubmission request notices and obtain time extensions for resubmission
« Disable Account requests, and

. « View Wage Report Name / SSN Errors
Manage Services

If access to Report Wages to Social Security is removed, View Wage Report Name / SSN

¢ View/Edil Services Errors will also be removed.
* Request New Services
» View Pending Services View Wage Reports Name / SSN Errors

+ Enter Activation Codes
« View the submission status, errors and error notices for wage files and/or wage reports with
Manage Employer Information Name/SSN Errors submitted by you or on your behalf.

+ Add/Update Emplover Information [ Social Security Number Verification Service (SSNVS)
e Remove Employer Information

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

www.socialsecurity.gov

STEP 5: Select the checkbox(es) of the service(s) you wish to remove and select the Remove
button. The system displays the Remove Access to BSO Services Successful page.
(Select the Cancel button to return to the Business Services Online Main Menu without
removing any services. To return to the Business Services Online Main Menu, select
the BSO Main Menu link in the second line of the page header.)



Socil ity Ouline Business ServicesOnline

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov

JOHN PUBLIC .
Remove Access to BSO Services Successful
Main Menu Your request to remove access to View Wage Report Name/SSN Errors
was successful. If you have removed this access in error you may
Manage Account select the "Request New Services” on the left panel to re-select the
service.

» View/Edit Account Info

» Change Password
» Disable Account

Deactivate Another Service

Manage Services

* View/Edit Services
+ Request New Services

» View Pending Services
« Enter Activation Codes

Manage Employer Information

o Add/Update Employer Information
e Remove Employer Information

www.socialsecurity.gov

STEP 6: Select the Deactivate Another Service button to return to the Remove Access to BSO
Services page. Select the Cancel button to return to the Business Services Online Main
Menu.



LESSON 9: REQUEST SERVICES SUITE FOR EMPLOYERS

Follow the instructions below to log in to request access to the SSA Services Suite for Employers.
Note that the request for this suite can be combined with requests for other services. For guidance
in accessing a different service(s), refer to another lesson(s) in this Tutorial that specifically
addresses the service(s).

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

STEP 2: Select “Log in” from the “Employers” box.

Employers

For employers to:

* Report wages
* View submission and report status
* Act on resubmission notices

Verify Social Security numbers

Log.in
Create account

Employer information

Customer support for wage reporting

For questions: employerinfo@ssa.gov

STEP 3: Select one of the options below to sign in.

Create an Account or Sign In

2 Create an account with Login.gov

Sign in with * LOGIN.GOV

Sign in with ID.me

Learn more

Sign in with Social Security Username
For accounts created before September 18, 2021

@ Don't know which option to sign in with?


http://www.socialsecurity.gov/bso/bsowelcome.htm

NOTE

The menu selection on your BSO Main Menu is unique to you and presents only the
applications and services to which you have access. Once the credentialing and

authentication process has been completed, current BSO User ID(s) will be associated
with your new credential.

Socal o Business Services Online
WWW.Socialsecurity.gov BSO Main Menu | BSO Information | Contact s | Keyboard Navigation
Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on February 02, 2011
Manage Account You currently do not have access to any services.

® View / Edit Account Info The following optiens are available to you:
® Change Password

® Disable Account ® You can add services to your menu at Request New Services

Manage Services
® View / Edit Senices
* Request New Senvices

# View Pending Senices
® Enter Activation Code(s

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

STEP 4: Select the Request New Services link in the Main Menu or the left navigation panel.

The system displays the Request Access to Services page. (To return to the Business
Services Online Welcome page, select the Logout button.)



Sociat SIbOmline Business Services Online

e Main Menu | C Us | BSO Information | Keyboard Navigation
JOHN PUBLIC R
. Request Access to BSO Services
Select Service Suites
Main Menu You must request access to do specific functions within a senice suite_ Let us help you chaase which functions to

add
Manage Account

SSA Services Suite for Empleyers:
* View/Edi Account Info
« Change Password

Electronic Wage Reporting Service andfor Social Security Number Verification Service (SSNVS)
* Disable Account

Electronic Wage Reporting allows employers to Report Wages to Social Security and to view the status of their

Manage Services submission_

ViewiEdit Services
Reouest New Services
View Pending Services Allows the completion of an online form or submission of a file to request verification of names and Social Security
Enter Activation Codes Numbers of employees free of charge to employers and their agents for wage reporting purposes only. To verify
SSNs for other than wage reporting purposes, please select the Special Services Suite for Consent Based Social
Security Number Verification Service (CBSV) below.

. Social Security Number Verification Senice (SSNVS)
.

.

.

Manage Employer Information

s Add/Update Employer Information 7] SSA Services Suite for Attorneys:

Form S$SA-1694 Business Taxpayer Information

Allows attorneys or authorized representatives to register with Social Security for Form SSA-16394 Request for
Business Entity Taxpayer Information and perform the following functions:

+ Complete Form SSA-1694 Business Taxpayer Information Form
« Update Form S3A-1694 Business Taxpayer Information Form

[C] Internet Representative Payee Suite:

Allows individual and 1al 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.

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

Special Services Suite:
[7] cBSV: Consent Based Social Security Number Verification Service

CBSV, a consent and fee-based, third party verification service should not be confused with SSNVS senvice
displayed above in the SSA Senices Suite for Employers.

In order to complete your registration we must collect your Employer Infarmation. 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.

W socizlsecurity.gov

€& Local intranet | Protected Mode: Off #H100% -

STEP 5: Continue with this lesson if you wish to request access to the Suite for Employers. If
a different or additional suite(s) of services is needed, refer to another lesson that
specifically addresses requesting that suite.

Check the checkbox saying “SSA Services Suite for Employers:” and select the Next
button.

o If Employer information has not been entered, the Request Access to BSO
Services page is re-displayed with the message “Employer Information is
required for the selected suite(s). Please select this link Add Your Employer
Information to continue.”

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

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



socl Sbeurityontine - BUSINESS ServicesOnline

Main Menu | Contact Us | BSO [nformati‘on | Keyboard Navigation

www.socialsecurity.gov
JOHN PUBLIC

Log Out

Main Menu Page 1 of 3
Employer Identification Number (EIN); 020000002

Employer Information

Manage Account
Business or Organization Name:

» View/Edit Account Info MY ORGENIZATION
» Change Password
« Disable Account You currently have access to the following services:
Manage Services Your additional request for services will be for the Employer Information

listed above. To update Employer Information, select "Add/Update

¢ View/Edit Services Employer Information” link from the left panel.

+ Request New Services
» View Pending Services -Next
« Enter Activation Codes -

Manage Employer Information

o Add/Update Employer Information
e Remove Employer Information

www.socialsecurity.gov

STEP 6: The Employer Identification Number (EIN) and Business or Organization name
associated to your User ID will be displayed. The services listed are only the ones to
which you have access. Select the Next button to continue. The system displays the
Report Wages to Social Security page of the adding services wizard. (Select the
Previous button at the bottom of the page to return to the Request Access to BSO
Services page. To return to the Business Services Online Main Menu, select Main
Menu on the second line of the page header.)

PLEASE NOTE: Access to the wage reporting service(s) involves a rigorous process and
requires pre-authorization from your employer. If access is requested, your employer will be
notified via first class mail, usually within 2 weeks. The notice will include an activation code
which is needed to activate your request.



Social Security Online

......

« Disable Account

Manage Services

Manage Employer Information

+ Add/Update Employer Information
« Remove Employer Information

Business Services Online

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

lr;\ Request Access to BSO Services

Page 2of 3
Report Wages to Social Security
Requesting access for the Report Wages to Social Security function will allow you to :

« Test wage files using AccuWage,

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

« Upload wage submission or resubmission files that are prepared in the Electronic Filing (EFW2/EFW2C)
format,

« Acknowledge resubmission request notices and obtain time extensions for submission requests, and

« View Wage Report status.

Access to the Wage Reporting service involves a more rigorous process and requires pre-
authorization from your employer. If access is d, your employer will be notified via
first class mail, usually within 2 weeks. The notice will include an activation code which is
needed to activate your request.

Do you want to report wages to Social Security and/or test wage files using AccuWage?
®Yes ONo

In addition, do you want to View Wage Report Name/SSN Errors?

@Yes ONo

STEP 7: Request access to any service requires preauthorization from your employer. If access
is requested, your employer will be notified via first class mail, usually within 2 weeks. The
notice will include an activation code which is needed to activate your request.

If Report Wages is selected, the View Wage Report Name/SSN Errors may also be selected.
Select the Next button to continue.

The system displays the Social Security Number Verification Service (SSNVS) page of the
adding services wizard. (To return to the Employer Information page of the adding services
wizard, select the Previous button at the bottom of the page. To return to the Business Services
Online Main Menu without adding services, select Main Menu on the second line of the page

header.)



social Sbeurityontine. 7+ BUSINESS ServicesOnline

Main Menu | Contact Us | BSO 1nformati‘on | Keyboard Navigation

www.socialsecurity.gov

JOHN PUBLIC

Log Cut

¢ Request Access to BSO Services

Main Menu Page 3 of 3
Manage Account Social Security Number Verification Service (SSNVS)

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

* Change Password

 Disable Account Requesting access for the Social Security Number Verification Service
will allow you to complete an online form or to submit files to request
verification of names and Social Security Numbers of employees of the
company for which you work or of the company that has hired you to
perform this service.

Manage Services

* View/Edit Services
# Request New Services

* View Pending Senvices Access to the name/number verification service involves
¢ Enler Aclivation Codes a more rigorous process and requires pre-authorization

from your employer. If access is requested, your
employer will be notified via first class mail, usually
within 2 weeks. The notice will include an activation
code which is needed to activate your request.

Manage Employer Information

o Add/Update Employer Information
e Remove Employer Information

® Yes
o Noi

www.socialsecurity.gov

STEP 8: Request access to any service requires preauthorization from your employer. If access is
requested, your employer will be notified via first class mail, usually within 2 weeks. The notice
will include an activation code which is needed to activate your request.

Request access to Social Security Number Verification Service (SSNVS) by selecting the “Yes”
radio button and the Next button. The system displays the Request Summary page. (To return to
the Report Wages to Social Security page of the adding services wizard, select the Previous
button at the bottom of the page. To return to the Business Services Online Main Menu without
adding services, select Main Menu on the second line of the page header.)

NOTE
The functions listed on your Request Summary page is unique to you and presents only
the services which you have requested access.



Social Pourity Ouline Business ServicesOnline

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

JOHN PUBLIC

Log Out

Request Access to BSO Services

o

Request Summary

Main Menu You have selected the following functions:
Manage Account Report Wages to Social Security
» View/Edit Account Info View Wage Report Name/SSN Errors
« Change Password
« Disable Account Social Security Number Verification Service (SSNVS)
Manage Services Select the "Confirm" button below to send your access request to the
Saocial Security Administration. If you wish to make changes, use the "<<
» View/Edit Services Previous" button to return to the appropriate page.

# Request New Services

» View Pending Services

» Enter Activation Codes
Manage Employer Information

+ Add/Update Emplover Information
+ Remove Employer Information

www.socialsecurity.gov

STEP 9: Review the list of functions and select the Confirm button to submit your access
request. The system will display the Request Access to BSO Services Confirmation
page. (To return to the Social Security Number Verification Service (SSNVS) page of
the adding services wizard, select the Previous button at the bottom of the page. To
return to the Business Services Online Main Menu without adding services, select
Main Menu on the second line of the page header.)

ki to content R Business Services Online
ELEANOR BERARDI f:\ Request Access to BSO Services Confirmation

Your request for access to the services and tasks listed below was received on September 13, 2022,
Manage Account
Report Wages to Social Security
+ ViewEdtAccountinfo An activation code has been sent by first class mail to the address we have on record for your employer
(WOODLAWN, MD). Once you have received the activation code and activated this service, you may access
"Report Wages to Social Security” from the BSO Main Menu page.

Manage Services
View Wage Report Name / SSN Errors
« View/Edd Services An activation code has been sent by first class mail to the address we have on record for your employer
+ Ruguest New Sevces (WOODLAWN, MD). Once you have received the activation code and activated this service, you may view "View

s V'E'f:f:ie,@.” = . Wage Report Name / SSN Errors” from the Wage Reporting menu.
Manage Employer Information Social Security Number Verification Service
An activation code has been sent by first class mail to the address we have on record for your employer
. mmmwmmnm (WOODLAWN, MD). Once you have received the activation code and activated this service, you may access
» Remove Employer Information "Social Security Number Verification Service” from the BSO Main Menu page.

Please print this page for your records. [erint

Main Menul



STEP 10: The confirmation page shows what services were selected. Please print this page for
your records. Activation codes will be mailed to the address we have on record for
your employer (please note the city and state shown) and are usually received within
two weeks. To return to the Business Services Online Main Menu, select the Main
Menu button.

NOTE
If the activation code(s) do not arrive at the address shown for your employer within
two weeks, you may re-request them. Refer to the Re-Request Activation Codes
lesson in this Tutorial for guidance.



LESSON 10: REQUEST SERVICES SUITE FOR ATTORNEYS

Follow the instructions below to request access to the SSA Services Suite for Attorneys. Note that
the request to this suite can be combined with requests to other services. For guidance in
accessing a different suite(s), refer to another lesson(s) in this Tutorial that specifically addresses
the service(s).

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

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

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Social Seeurity Online

www.socialsecurity.gov

# 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 AMET
e Saturday: 5 AM - 11 PM ET

® Sunday: 8 AM - 11:30 PMET

New User? Existing 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 will need to:

Please log in below:
User ID:

Password:
Forgot user ID?

. . . Forgot your password?
« Provide personal information

« Provide contact information

) User Certification:
+ Create your password and security .
questions | understand that the Social 2

Security Administration (SSA)
will validate the information | -
r1 | have read & agree to these terms.

Create Log In Account

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

www.socialsecurity.gov BSO Welcome | |

STEP 3: Under the Existing User? column, enter your User ID and password (for AR, CBSV,
or IRPA only). Read the terms stated under the User Certification heading. You must
agree to these conditions by checking the “I have read & agree to these terms.”
checkbox to proceed. Select the Log In button. The system displays the Business
Services Online Main Menu page. (To return to the Business Services Online Welcome
page, select the BSO Welcome link in the page footer.)

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Business Services Online

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

Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on February 02, 2011
Manage Account You currently do not have access to any services.

# View / Edit Account Info The following options are available to you:
# Change Password
# Disable Account ® You can add senvices to your menu at Request New Senvices
Manage Services

@ View / Edit Senices

® Request New Services

# View Pending Senices

® Enter Activation Code(s

www.socialsecurity.gov

BSO Main Menu | BSO Information | Contact Us

Keyboard Navigation

STEP 4: Under the Manage Services section in the left navigation panel, select the Request

New Services link. The system displays the Request Access to BSO Services page. (To
return to the Business Services Online Welcome page, select the Logout button.)



Social S8ty Onine Business Services Online

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

ILLIAM FIELD

Request Access to BSO Services

Main Menu
Select Service Suite
Manage Account
You must request access to do specific functions within a service

» View/Edit Account Info suite. Let us help you choose which functions to add.

+ Change Password

+ Disable Account [] $SA Services Suite for Employers:
Manage Services Electronic Wage Reporting Service

» View/Edit Senices Allows use of one or more of the following services:

+ Request New Senices

» View Pending Semices + View File/Wage Reports Status, Errors, and Error Notices without

« Enter Activation Codes Name / SSN Errars

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

Manage Employer Information SSN Errors

+ Add/Update Employer Information
» Remove Employer Information

SSA Services Suite for Attorneys:

Form $5A-1694 Business Taxpayer Information

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

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

D Internet Representative Payee Suite:

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

Allows submission and printing of the appropriate representative payee

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

STEP 5: Continue with this lesson if you wish to request access to the SSA Services Suite for
Attorneys. If a different or additional suite(s) of services is needed, refer to another
lesson that specifically addresses requesting that suite.

Check the checkbox saying “SSA Services Suite for Attorneys:” and select the Next
button.

o If Employer information has not been entered, the Request Access to BSO
Services page is re-displayed with the message “Employer Information is
required for the selected suite(s). Please select this link Add Your Employer
Information to continue.”

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

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



Social Security Online

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov
JOHN PUBLIC

Log Out

Main Menu
Manage Account

» View/Edit Account Info

» Change Password
» Disable Account

Manage Services

* View/Edit Services
+ Request New Services

» View Pending Services
« Enter Activation Codes

: Employer Information

Page 1 of 2
Employer Identification Number (EIN); 020000002

Business or Organization Name:
MY ORGANIZATION

You currently have access to the following services:

Your additional request for services will be for the Employer Information
listed above. To update Employer Information, select "Add/Update
Employer Information” link from the left panel.

Previous Next

Manage Employer Information

o Add/Update Employer Information

e Remove Employer Information

www.socialsecurity.gov

STEP 6: Review the employer information displayed.

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

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

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



Social SSeurity Online Business Services Online

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

JOHN PUBLIC

Log Out

Request Access to BSO Services

Main Menu Page 2 of 2
Manage Account Complete Form SSA-1694 Business Taxpayer Information Form

* View/Edit Account Info Do you want to Complete Form SSA-1694 Business Taxpayer

» Change Password Information Form?

 Disable Account Law firms, partnerships, corporations, or multi-member LLCs/LLPs that

have attorneys and/or non-attorney representatives as partners or
employees who receive direct payments must provide us with taxpayer
identification information for that business entity using the Business
Taxpayer Information Form (Form SSA-1694). You will be able to:

Manage Services

* View/Edit Services
* Request New Services
+ View Pending Services « Complete a Business Taxpayer Information Form
* Enter Acfivation Codes « Update a Business Taxpayer Information Form

Manage Employer Information g ygg

o Add/Update Employer Information = No

« Remove Employer Information
www.socialsecurity.gov

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



Social Pourity Ouline Business ServicesOnline

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www_socialsecurity.gov

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

» View/Edit Services
# Request New Services

» View Pending Services
» Enter Activation Codes

Manage Employer Information

+ Add/Update Emplover Information
+ Remove Employer Information

www.socialsecurity.gov

STEP 8: Review the list of services and select the Confirm button to submit your access
request. The system will display the Request Access to BSO Services Confirmation
page. (To return to the Complete Form SSA-1694 Business Taxpayer Information
Form page of the adding services wizard, select the Previous button at the bottom of
the page. To return to the Business Services Online Main Menu without adding
services, select Main Menu on the second line of the page header.)



Social SSeurity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov
JOHN PUBLIC

Log Out

Request Access to BSO Services Confirmation

Main Menu Your request for access to the services and tasks listed below was
received on November 04, 2010.
Manage Account

Form SSA-1694 Request for Business Entity Taxpayer Information

» View/Edit Account Info ‘You may begin to use this service immediately. To do that, select "BSO
» Change Password Main Menu" below. Then, on the BSO Main Menu page, select "Form
 Disable Account SSA-1694 Request for Business Entity Taxpayer Information.”

Manage Services Please print this page for your records.

* View/Edit Services 7
T

* Request New Services

+ View Pending Services

o Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information
+ Remove Employer Information

www.socialsecurity.gov

STEP 9: The confirmation screen shows the selected service. A print button may be selected to
print the confirmation. To return to the Main Menu, select the Main Menu button.



LESSON 11: REQUEST INTERNET REPRESENTATIVE PAYEE
SUITE

Follow the instructions below to request services in the Internet Representative Payee Suite. Note
that the request to this suite can be combined with requests to other services. For guidance in
accessing a different suite(s), refer to another lesson(s) in this Tutorial that specifically addresses
that service(s).

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

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

social sbenrityontine. 7 BUSINESS Services Online

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

/i 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.
e Monday-Friday: 5 AM - 1 AM ET
i A New User? Existing User?
® Sunday: 8 AM - 11:30 PM ET . N
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID:
User ID to log in to our online services.
Password:
To create new account you will need to: Forgot user ID?

. . . Forgot your password?
« Provide personal information

+ Provide contact information

« Create your password and security QS SRl

questions | understand that the Social 2
Security Administration (SSA)
Create Log In Account will validate the information | -
71 | have read & agree to these terms.

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

www.socialsecurity.gov BSO Welcome | |

STEP 3: Under the Existing User? column, enter your User 1D and password. Read the terms
stated under the User Certification heading. You must agree to these conditions by
checking the “T have read & agree to these terms.” checkbox to proceed. Select the Log
In button. The system displays the Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select the BSO Welcome link on
the page footer.)

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Business Services Online

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

Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on February 02, 2011
Manage Account You currently do not have access to any services.

# View / Edit Account Info The following options are available to you:
# Change Password
# Disable Account ® You can add senvices to your menu at Request New Senvices
Manage Services

@ View / Edit Senices

® Request New Services

# View Pending Senices

® Enter Activation Code(s

www.socialsecurity.gov

BSO Main Menu | BSO Information | Contact Us

Keyboard Navigation

STEP 4: Under the Manage Services section in the left navigation panel, select the Request

New Services link. The system displays the Request Access to BSO Services page. (To
return to the Business Services Online Welcome page, select the Logout button.)



Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

JOHN PUBLIC R
S Request Access to BSO Services
e
Zog Out 5,0 =
Select Service Suites
Main Menu You must request access to do specific functions within a senice suite_ Let us help you chaase which functions to

add
Manage Account

[T SSA Services Suite for Employers:
* View/Edi Account Info

o Change Password

Electronic Wage Reporting Service andfor Social Security Number Verification Service (SSNVS)
* Disable Account

Electronic Wage Reporting allows employers to Report Wages to Social Security and to view the status of their

Manage Services submission_

¢ ViewEdit Services Social Security Number Verification Senice (SSNVS)

¢ Reguesi New Services

® View Pending Services Allows the completion of an online form or submission of a file to request verification of names and Social Security

® Enter Activation Codes Numbers of employees free of charge to employers and their agents for wage reporting purposes only. To verify
SSNs for other than wage reporting purposes, please select the Special Services Suite for Consent Based Social

Manage Employer Information Security Number Verification Service (CBSV) below.

s Add/Update Emplover Information

 Remove Employer Information

[T] SSA Services Suite for Attorneys:
Form S$SA-1694 Business Taxpayer Information

Allows attorneys or authorized representatives to register with Social Security for Form SSA-16394 Request for
Business Entity Taxpayer Information and perform the following functions:

+ Complete Form SSA-1694 Business Taxpayer Information Form
« Update Form S3A-1694 Business Taxpayer Information Form

Internet Representative Payee Suite:

Allows individual and 1al 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.

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

Special Services Suite:
[7] cBSV: Consent Based Social Security Number Verification Service

CBSV, a consent and fee-based, third party verification service should not be confused with SSNVS senvice
displayed above in the SSA Senices Suite for Employers.

In order to complete your registration we must collect your Employer Infarmation. 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.

Done €& Local intranet | Protected Mode: Off #H100% -

STEP 5: Continue with this lesson if you wish to request access to the Internet Representative
Payee Suite. If a different or additional suite(s) of services is needed, refer to another
lesson that specifically addresses requesting that suite.

Check the checkbox saying, “Internet Representative Payee Suite:” and select the Next
button. The system displays the Internet Representative Payee page of the adding
services wizard. (To return to the Business Services Online Main Menu page, select the
Cancel button.)



Social Sheurity Online Business Services Online

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

JOHN PUBLIC

Log OQut

Request Access to BSO Services

Main Menu Page 1 of 1
Manage Account Internet Representative Payee
¢ View/Edit Account Info Do you want to complete Form SSA-623,5SSA-6230 or SSA-6234?
+ Change Password
» Disable Account Allows individual and organizational representatives to file their

. Representative Payee Report electronically. This includes the following:
Manage Services

« Form SSA-623 for individual Representative Payees

* View/Edit Services « SSA-6230 for parents, stepparents and grandparents with minor

* Request New Services children in custody
¢ View Pending Services « 58A-6234 for Representative Payee organizations

« Enter Acfivation Codes

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

Manage Employer Information

o Add/Update Employer Information
e Remove Employer Information = No

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

Support for registration, login, and selecting the IRPA service: Call 1+
800-772-62701

www.socialsecurity.gov

€ Local intranet | Protected Mode: Off H100% -

STEP 6: Request access to complete the forms to file the Representative Payee Report
electronically by selecting the “Yes” radio button and the Next button. The system
displays the Request Summary page. (To return to the Select Access to BSO Services
page, select the Previous button at the bottom of the page. To return to the Business
Services Online Main Menu without adding services, select Main Menu on the second
line of the page header.)



Social SSeurity Online Business Services Online

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

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

» View/Edit Services
* Request New Services

+ View Pending Services
« Enter Acfivation Codes

Manage Employer Information

o Add/Update Employer Information
« Remove Employer Information

www.socialsecurity.gov

STEP 7: Select the Confirm button to submit your access request. The system will display the
Request Access to BSO Services Confirmation page. (To return to the Internet
Representative Payee page of the adding services wizard, select the Previous button at
the bottom of the page. To return to the Business Services Online Main Menu without
adding services, select Main Menu on the second line of the page header.)



Socia! ity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov
JOHN PUBLIC

Log Out

Request Access to BSO Services Confirmation

Main Menu Your request for access to the services and tasks listed below was
received on November 04, 2010.

Manage Account
Internet Representative Payee

+ View/Edit Account Info You may begin to use this service immediately. To do that, select "BSO
» Change Password Main Menu" below. Then, on the BSO Main Menu page, select "Internet
» Disable Account Representative Payee.”

Manage Services Please print this page for your records.

» View/Edit Services T
. ,
* Reguest New Services
+ View Pending Services
# Enter Activation Codes

Manage Employer Information

o Add/Update Employer Information
e Remove Employer Information

www.socialsecurity.gov

STEP 8: The confirmation screen informs you that you may begin to use this service
immediately. To return to the Main Menu, select the Main Menu button.



LESSON 12: RE-REQUEST ACTIVATION CODES

Follow the instructions below to re-request activation codes for BSO services. Use this option if
you have not received your activation codes from Social Security or if you have misplaced them.
You may re-request activation codes if it has been at least 10 days since you requested access to
BSO services. If you re-request any activation codes, previously issued codes will no longer be
valid.

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

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

social sbenrityontine. 7 BUSINESS Services Online

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

/i 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.
e Monday-Friday: 5 AM - 1 AM ET
i A New User? Existing User?
® Sunday: 8 AM - 11:30 PM ET . N
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID:
User ID to log in to our online services.
Password:
To create new account you will need to: Forgot user ID?

. . . Forgot your password?
« Provide personal information

+ Provide contact information

« Create your password and security QS SRl

questions | understand that the Social 2
Security Administration (SSA)
Create Log In Account will validate the information | -
71 | have read & agree to these terms.

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

www.socialsecurity.gov BSO Welcome | |

STEP 3: Under the Existing User? column, enter your User ID and password. Read the terms
stated under the User Certification heading. You must agree to these conditions by
checking the “T have read & agree to these terms.” checkbox to proceed. Select the Log
In button. The system displays the Business Services Online Main Menu page. (To
return to the Business Services Online Welcome page, select the BSO Welcome link in
the page footer.)

NOTE

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Social Security Online Business Services Online

www.socialsecurity, gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
#A Main Menu HELP
L)
Welcome, John Public
Your password expires on December 12, 2022

Manage Account

® View / Eda Account Info < ?

R Report Wages To Social Security.

s Test wage files using AccuWage

* Disable Account Submit, download and print W-2s and W-2cs

View submission status, errors and error notices for wage reports submitted by or for your company

Manage Services ” »
Request an extension to resubmit a wage file

Manage Employer Information

* AddUpdate Emplover Information
* Remove Empiover information

Have 3 quasson? Cal 1-800-772.6270 Monday B
Friday, 7.00 am 107,00 p.m. Eastem Time 1 speak wit Employer Customer Service

personnel
For TOD/TTY cal 1.800.325-0778.

www.soclalsecurity.gov

STEP 4: Under the Manage Services section of the left navigation panel, select the View
Pending Services link. The system displays the Re-Request Activation Codes page.
This page lists the services for which you are awaiting activation codes.




B e Business Services Online

ELEANOR BERARDI ;:\ Re-Request Activation Codes

You have not entered the activation code(s) for the requested services listed below. If you have not received your
activation code(s) or have misplaced them, you may have the activation code mailed to you again by selecting the
service(s) below. You may only request activation codes every 10 days. Each activation code will expire 60 days
after the date you initially selected the service. If the activation code expires, select Request New Services on the
left panel to re-select the service.

Manage Services

Report Wages to Social Security
« View/Edit Services

« Electronic Wage Reporting allows employers to Report Wages to Social Security and to view the status of
their submission.

Manage Employer Information View Wage Report Nama/8 SN Enrors

or kil « View Wage Report Name/SSN Errors will display these errors for the wage information submitted by you or

- Add/Ug
Rem for your employer.

Social Security Number Verification Service (SSNVS)

« Social Security Number Verification Service (SSNVS) 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.

STEP 5: The actions you can take at this time will depend on when you last requested access to
a service.

e Ifithas not been at least 10 days since you requested the access to the service(s),
you will not be able to re-request your activation code(s) at this time.

e If it has been more than 60 days since you requested the access to the service(s),
you will need to re-request access to the service(s) by selecting the Request
Access to BSO Services link in the first paragraph of the current page.

e Ifit has been between 10 and 60 days since you requested the access to the
service(s), you may select the checkbox(es) of the service(s) and select the Re-
Request button. The system displays the View Pending Services — Confirmation
of Activation Code Notice Re-Request page.

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



Social Seerdfity Online Business Services Online

www.socialsecurity.qov Main Menu | | BSO Information | Keyboard Navigation
JOHN PUBLIC o, i | . L .
View Pending Services - Confirmation of Activation Code Notice Re-Request

Main Menu You have successfully submitted a request for a new activation notice.
Manage Account [ View Pending Services ] [ Go to the Main Menu

o View/Edit Account Info

e Change Password
o Disable Account

Manage Services

o View/Edit Senices
e Request New Senices

e View Pending Senices
o Enter Activation Codes

Manage Employer Information

« Add/Update Employer Information
s Remove Employer Information

www.socialsecurity.qov

STEP 6: Select the View Pending Services button to return to the Re-Request Activation
Codes page. To return to the Business Services Online Main Menu, select the Go to
the Main Menu button.



LESSON 13: ENTER ACTIVATION CODE(S)

Follow the instructions below to enter the activation codes received by you directly or from your
employer. Certain services that you requested require you to enter an activation code before you
can use the online service.

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

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

STEP 3: Under the Existing User? Column, enter your User ID and password (for AR, CBSV,
and IRPA only). Read the terms stated under the User Certification heading. You must
agree to these conditions by checking the “I have read & agree to these terms.”
Checkbox to proceed. Select the Log In button. The system displays the Business
Services Online Main Menu page. (To return to the Business Services Online Welcome
page, select the BSO Welcome link in the page footer.)

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Business Services Online

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

i

Main Menu
KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA

Your password expires on January 03, 2010

Report Wages To Social Security

i W -
Manage Account Submit, duv\.mh.lad or process VW-2s and W- 2c5. ) )
View submission status, acknowledge resubmizsion netices or
+ View/Edit Account Info Request resubmizsion extensions
¢ Change Passward

¢ Disable Account

Manage Services
o View / Edit Senices
+ Request New Semvices
« View Pending Senices
¢ Enter Activation Codeis)

Manage Employer Information

+ Add/Update Employer Infarmation
o Remove Employer Information

Have 3 quastion? Call 1-800-772-6270 Monday through
Friday, T:00 .m. to 7:00 p.m. Eastern Time to speak with Empioyer Customar
Sarvice parsannel. For TDDITY call 1-800-325-0778.

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

%J Lacal intranet Ho100% v

STEP 4: Select the Enter Activation Code(s) link on the left navigation panel. The system
displays the Enter Activation Code(s) page. (Select the Cancel button to return to the
Business Services Online Main Menu page without activating a service.)

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



Social Secdfity Online Business Services Online

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

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

an activation code
Manage Account
Enter Activation Code:
o ViewEdit Account Info ‘ ‘

o Change Passward
# Disable Account

Manags Services

* Yiew/Edit Senices
* Request New Services

* Yiew Pending Serices
* Enter Activation Codes

Manage Employer Information

* AddMUpdate Employer Information
® Rermove Employer Information

www.socialsecurity.gov

STEP 5: Enter the activation code in the Enter Activation Code field and select the Activate
Service(s) button. The system displays the Enter Activation Code(s) — Confirmation
page. (Select the Cancel button to return to the Business Services Online Main Menu
page without activating a service.)

Social Secdity Online Business Services Online

curity.go Main Menu | Contact Us | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA . Enter Activation Code(s) - Confirmation
Main Menu You have successfully activated Social Security Number Verification Service (SSNVS).
Manage Account The senvice(s) listed are now available from the Main Menu.

« WiewEdit Account Info
« Disable Account

Manage Services

« View/Edi Senices
* Request New Services
* Yiew Pending Serices

« Enter Activation Codes

Manage Employer Information

* AddMUpdate Employer Information
+ Remove Employer Information

STEP 6: Select the Go to the Main Menu button to return to the Business Services Online
Main Menu page. The activated service will be listed.



LESSON 14: ADD EMPLOYER INFORMATION

Follow the instructions below to add employer information. Employer information is required in
order to request certain business services.

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

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

Business Services Online

sme | BSO Information | Keyboard Navigation

Social Security Online

www.socialsecuri

*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 AM ET
® Saturday: 5 AM - 11 PM ET

* Sunday: 8 AM - 11:30 PMET

New User?
You must create an account to use this

Existing User?
Please log in below:

website.Once you do, you will be provided a
User ID to log in to our online services.

To create new account you will need to:

User ID:
Password:
Forgot user ID?

. . . Forgot your password?
« Provide personal information

« Provide contact information
« Create your password and security
questions

User Certification:

| understand that the Social ;-
Security Administration (SSA)
will validate the information | -
71 | have read & agree to these terms.

Create Log In Account

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

www.socialsecurity.gov

BSO Welcome | |

STEP 3: Under the Existing User? Column, enter your User ID and password (for AR, CBSV,
and IRPA only). Read the terms stated under the User Certification heading. You must
agree to these conditions by checking the “I have read & agree to these terms.”
checkbox to proceed. Select the Log In button. The system displays the Business
Services Online Main Menu page. (To return to the Business Services Online Welcome
page, select BSO Welcome link in the page footer.)

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


http://www.socialsecurity.gov/bso/bsowelcome.htm

Social Secility Ontine Business Services Online

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

Main Menu HELP
JOHN PUBLIC

Welcome, JOHN PUBLIC
Your password expires on February 02, 2011
You currently do not have access to any services.

Manage Account

® View / Edit Account Info The following options are available to you:
# Change Password
# Disable Account ® You can add senvices to your menu at Request New Semices

Manage Services
#® View / Edit Senices
#® Request New Senices
® View Pending Senices
® Enter Activation Code(s

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

STEP 4: Select the Add/Update Employer Information link from the left navigation panel. The
system displays the Employer Information Attestation page. (Select the Logout button to return
to the Business Services Online Welcome page.)

NOTE

Certain services require Employer information to have been added before you request
the service. If you have not previously added Employer information, the Request Access
to BSO Services page is re-displayed with the message “Employer Information is
required for the selected suite(s). Please select this link Add Your Employer
Information to continue.” When you select the link, the system displays the Employer
Information Attestation page.




Social SequtiigOnline Business Services Online

wnwnr socialsecurity gov. Main Menu | ContactUs | B E'SO Information | B Keyboard Havigation
JOHN PUBLIC

Employer Information Attestation

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

s You need to accept these terms and conditions to use BSO senvices.
Manage Account

ploy for Services Online.
* View/Edt Account info

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

Manage Services After successfully entering employer information, you will be able to select individual services based upon the suite

ViewiEdit Services (s) of senvices you selected

Request New Services

View Pending Services

.
.
.
e Enter Activation Codes,

You may update your employer information any time.

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

Manage Employer Information information in SSA's files

& Add/Update Employer Information
User Certification for SSA Business Services Online

| certify that:
« | am currently employed by the employer associated with my employer information and am authorized to
conduct business on behalf of the employer
OR
| am the emplayer of an individual o individuals who work(s) for me in my household.
OR
| am a self-employed individual
OR

| am a valunteer for an organization-

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

o I understand that | may be subject ta penalties if | submit fraudulent information.

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

STEP 5: Read the statements located under the User Certification for Business Services Online

heading. You must agree to these terms by selecting the I Accept button to proceed.
The system displays the Add Employer Information page.

(Selecting the I Do NOT Accept button will display again the Employer Information
Attestation page with the message in red “You need to accept these terms and
conditions to use BSO services.”)

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



Social Sellurity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov

JOHN PUBLIC .
Add Employer Information
Main Menu You must have an Employer Identification Number (EIN) to request access to EW' ""\_Wﬂ"'-:df ?O";"aﬂﬂgg-m“%”'“m
some of the BSO Services. If you are self-employed, you may request limited *piration cate-
Manage Account access without an EIN. Apply For EIN
¢ View/Edit Account Info NOTE: Accountants, CPAs, etc. You only need to register once in your own
¢ Change Password firm’s name. You can then conduct business for as many clients as you wish.

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

Manage Services information with our records to verify you are currently employed by the business
or organization you represent. Correspondence to your employer will be sent to
* ViewEdit Services the address we have on file. Select this link for more help with completing this
e Reguest New Services form.
o View Pending Services
e Enter Activation Codes @ | have an SSN and | am an employee of a busi or ization that has an EIN
© 1do NOT have an SSN and | work outside the U.S. for a business or organization that has an EIN
Manage Employer Information O lam Seli Employed with an EIN and receive a W-2 under this EIN
= l'am SelfEmployed with an EIN and do NOT receive a W-2 under this EIN
o Add/Update Employer Information © lam Self Employed and my earnings are reported on IRS Schedule SE (Self Employment Earnings)

© 1am a Household Employer and have an EIN
© 1am a Volunteer for an organization that has an EIN

Employer Identification Number (EIN):

Look-up Name

(If you do NOT have an EIN then leave this field blank.)

Business or Organization Name:

You may edit the name here, but it does not change the name on Internal Revenue Service (RS) records.

[ Submit Employer Information ]

Www.socialsecurity.gov

€ Local intranet | Protected Mode: OFf H®100% ~

STEP 6: Select the radio button beside the description that best describes you and enter the
Employer Identification Number (EIN) and Business or Organization Name.

TIPS
¢ Do not enter dashes in the EIN.

+ If you do not have an EIN, leave the EIN field blank.

STEP 7: The look-up button may be used to retrieve the name of the business or organization
that the IRS has provided to SSA to help you verify that the entered EIN is yours. You may edit
the name, but it does not change the name on Internal Revenue Service (IRS) records. Select the
Submit Employer Information button to process the employer information. The system displays
the Add Your Employer Information Successful page. (Select the Cancel button to return to the
Business Services Online Main Menu page. To return to the BSO Welcome page, select the Log
Out button.)



Social Skcurity Online Business Services:Online

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

Log Out

Add Employer Information

You have successfully added your employer information.
Main Menu

Manage Account [ Main Menu J l Request Access to BSO Services

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

Manage Services
» View/Edit Services
* Request New Services

+ View Pending Services
» Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information

.socialsecurity.gov

STEP 8: Select the Request Access to BSO Services button to select services you need to
access. The system displays the Request Access to BSO Services page. (Select the
Main Menu button to return to the Business Services Online Main Menu page. To
return to the BSO Welcome page, select the Logout link.)



LESSON 15: UPDATE EMPLOYER INFORMATION

Follow the instructions below to update employer information. To change your Employer
Identification Number (EIN) you must first "Remove Your Employer Information™ which will
deactivate all active services with this employer and then re-request services by selecting the
Request New Services link under the Manage Services section on the left navigation panel.

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

STEP 2: Select the Log In button on the Business Services Online Welcome page.

NOTE

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

o ey Business Services Online
wrww.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
o Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 19, 2011
Manage Account Report Wages To Social Security
O Wi s Submit, download or process W-2s and W-2cs

View submission status, acknowledge resubmission notices or
Request resubmission extensions

View errors and error notices for wage files and/or wage reports submitted by or for your company

# Change Password
# Disable Account

Manage Services

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

@ View / Edit Senices

# View Pending Senices
® Enter Activation Code(s

Manage Employer Information

# Add/Update Employer Information

® Remove Employer Information

www.socialsecurity.gov BSO Main Menu

BS0 Information | ContactUs | Keyboard Navigation

STEP 3: Select the Add/Update Employer Information link from the left navigation panel. The

system displays the Update Your Employer Information page. (Select the Logout button to return
to the Business Services Online Welcome page.)



http://www.socialsecurity.gov/bso/bsowelcome.htm

Social Sheurity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www_socialsecurity.gov

JOHN PUBLIC

Log out

Update Your Employer Information

Main Menu This emplayer information form is used to gather information about the
business you own or by which you are employed. We will compare this
Manage Account information with our records to verify you are currently employed by the
business or organization you represent. Correspondence with your
* View/Edil Account Info employer will be sent to the address we have on file.
* Change Password
» Disable Account To change your EIN you must first "Remove Your Employer Information”
i using the link in the left panel. That will deactivate all active services
Manage Services with this employer. Then re-request services for the new EIN using the

"Request New Services" link in the left panel.
* View/Edit Services

* Request New Services | have an SSN and | am an employee of a business or an organization
» View Pending Services that has an EIN.

 Enter Activation Codes
Employer Identification Number (EIN): 020000002

Manage Employer Information ==

+ Add/Update Employer Information

« Remove Emplover Information Business or Organization Name:

MY ORGANIZATION

You may edit the name here, but it does not change the name on Internal Revenue Service (IRS) records.

STEP 4: Change any information and select the Update to submit the changes. The system
displays the Update Your Employer Information Successful page. (Select the Cancel
button to return to the Business Services Online Main Menu page without submitting
any changes).

NOTE
Changing the EIN will deactivate all active services with this employer. To request
services for this different employer, select the Request New Services link under the
Manage Services section on the left navigation panel.




Social SEeurity Online Business Services:Online

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

s Add Employer Information

%
Log Cut

You have successfully added your employer information.

Main Menu

[ Main Menu J l Request Access to BSO Services

Manage Account
* View/Edit Account Info
# Change Password
» Disable Account
Manage Services
» View/Edit Services
* Request New Services

» View Pending Services
« Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information

.socialsecurity.gov

STEP 5: Select the Main Menu button to return to the Business Services Online Main Menu.



LESSON 16: REMOVE EMPLOYER INFORMATION

Follow the instructions below to remove employer information. Removing this employer
information will cause the services for this employer to be deactivated.

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

STEP 2: Select the Log In button on the Business Services Online Welcome page.

NOTE

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

Social Security Online

Business Services Online

www.socialsecurity.gov

JOHN PUBLIC

Manage Account
® View / Edit Account Info

# Change Password
# Disable Account

Manage Services
#® View / Edit Senices
#® Request New Senices

® View Pending Senices
® Enter Activation Code(s

Manage Employer Information
® Add/Update Employer Information

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

Main Menu HELP

Welcome, JOHN PUBLIC
Your password expires on January 19, 2011

Report Wages To Social Security
Submit, download or process W-2s and W-2c¢s
View submission status, acknowledge resubmission notices or
Request resubmission extensions
View errors and error notices for wage files and/or wage reports submitted by or for your company

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

Form SSA-1694 Request for Business Entity Taxpayer Information

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

Internet Representative Payee Accounting (IRPA)

® Remove Employer Information

wrwow.socialsecurity.gov

File a Form SSA-623, SSA-6230, or SSA-6234 Representative Payee Reports electronically
Submit and print representative payee accounting forms,
Download submitted forms for up to 30 days after submission

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

STEP 3: Under the Manage Employer Information section of the left navigation panel, select

the Remove Employer Information link. The system displays the Remove Your Employer
Information page. (Select the Logout button to return to the Business Services Online Welcome

page.)


http://www.socialsecurity.gov/bso/bsowelcome.htm

Socia! ity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov

JOHN PUBLIC .
: Remove Your Employer Information

Main Menu Employer Identification Number (EIN): 020000002

Manage Account Business or Organization Name:

MY ORGANIZATION
o View/Edit Account Info
¢ Change Password Removing this employer information will cause the following
* Disable Account services to be deactivated:

Manage Services Report Wages to Social Security

» View/Edit Services
# Request New Services

* View Pending Services Social Security Number Verification Service (SSNVS)
« Enter Acfivation Codes

View Wage Report Name / SSN Errors

Form SSA-1694 Request for Business Entity Taxpayer Information
Manage Employer Information q ty pay!

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

[ enone mpioner ]

+ Add/Update Employer Information
+ Remove Employer Information

STEP 4: Select the Remove Employer button to submit the changes. The system displays the
Remove Your Employer Information Successful page. (Select the Cancel button to
return to the Business Services Online Main Menu page without removing the
employer.)

NOTE

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



Social SSeurity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov

JOHN PUBLIC

Log OQut

Remove Your Employer Information Successful

Your employer information has been removed and all access to services associated
with that employer has been deactivated.

Main Menu Select "Request Access to BSO Services" to request access to
business services online and add new employer information, if required
Manage Account

[ BSO Main Menu ] l Request Access to BSO Services ]

» View/Edit Account Info

+ Change Password
+ Disable Account

Manage Services

» View/Edit Services
# Request New Services

» View Pending Services
+ Enter Activation Codes

Manage Employer Information

+ Add/Update Employer Information

www.socialsecurity.gov

STEP 5: Select the Request Access to BSO Services button to request new services for a
different employer. To return to the Business Services Online Main Menu, select the BSO Main
Menu button.



