BSO Tutorial for Tax Year 2008

Registration Services

Contains the following lessons:

User Registration

Complete Phone Registration

Add Employer Information

Access to BSO Services: Request, Activate, Re-Request,
and Remove Access

Login and Logout Procedures

Change Password and Forgotten Passwords
Update Your Registration Information
Update Your Employer Information
Remove Employer Information

User ID Deactivation

Contact SSA



Lesson 1: User Registration
Follow the instructions below to register for a User ID and password.

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

Step 2: Select the Register button on the Business Services Online Welcome page. The
system displays the User Registration Attestation page.

S Bustness Services Online

W Socialsectrity gov BSO Welcome | BSO Information | Contact U | Keyboard Navigation

Online Services Availability S e, = - " HELP
Monday — Friday: 5am — 1am EST M User Reg IStl'atIOI"I Attestatlon

(!‘1
Salurday: 5am — 11pm EST %, Ml &
-

Sunday: 8am — 11:30pm EST """ Please read the following information about registering
DON'T USE YOUR to use Business Services Online.
BROWSER'S BACK " i y :
BUTTON Please select the link below to read about SSA's legal authority for collecting

information.

Paperwork Reduction Act Staterment
Effective October 2007, your

Personal Identification Number : : i ; ;
Registering for Business Services Online
(PIN) is now referred to as your g g
User ID. To obtain a User ID and password, complete the user registration form and

select the submit button on the following page. The information you submit
will be verified against our records.

Upon successful registration, you will have your User ID and password.

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

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

User Certification for SSA Business Services Online
I certify that:

+ lunderstand that SSA may prevent me from using these services if SSA
determines or suspects there has been misuse of these services.

« lunderstand that | may be subject to penalties if | submit fraudulent
information. 1agree that | am responsible for all actions taken with my
User ID

» lam 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 imprisanment
or both.

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

155 NOT Aceap

Call 1-800-772-6270 to speak with Employer Customer Servica. For TDD/
TTY call 1-800-325-0778,

W Socialsecurty gov BSO Welcome | BSO Information | ConlactUs| Keyboard Navigation
|


www.socialsecurity.gov/bso/bsowelcome.htm

Step 3: Select the | Accept button after reading and agreeing to the conditions stated on the
User Registration Attestation page. The system displays the User Registration for Business
Services Online form.

Business Services Online

come | BS0 Infarmation | Cont ¥ gation

Oning Sarvices Availability

Moncay - Friday Sam - 1am EST *m
Saturday: Saem - 11pm EST “ >
Suntay fiam - 11 30pm EST A . .
User Registration
DON'T USE YOUR Foem Appeoved: OMB No, 0960-0626
BROWSER'S BACK BUTTON Exparation date: 09/ 30/ 2009

Information about you: Since you ane requesting a User 10, wa will need 1o gather same informaticn about
complating this form.
Piease arios your nama and S5 a5 they
appaa on your Social Security Card. i Frstbame: [ ]
N waseNome: [T comor

el —

sutie: [ tossonan
U.S. Social Security Numbar: : ;Lu:hm:\-":\mt 55N leare
T —

e Pormanont Acdress Lno 1: [ ]
dormign
oyt v o E—
CppOrtunity 10 erber @ work lCakon Parmanent Address Line 2: (Opsonal)
aidress, if appropriate. More info,
oy
Couny [
tote Abbrevision s /Provins: [ ]
2IP e 5) | Postal Code: [ ] 2IP Extension toru s [ tossonan)
Prone Nurber: [
Phong Extension: [ | opsoan
FaxNumber [ | toptensn

Phescied 1 noofy you about regaTSon and ofer spiane]

Th answers 10 e fve questons below will ba nequired if you forpet your password to verify your idenity
and allow you 1 5elect 3 New PasswONd

R m—)

Rememibar your password. To ensure =
OUF [Ty, N0 500 S Can hire Hame af High School: | | ]
CEHRA B0 YU paRbwcsd Social Sacunty

can Palp yous art the process over Nama of First Pat:= I:I

Grandiamers st Name 5] [

Enler Password: nstcasesemsinet ||

Roonter Password: (not cuse seostva)

=




Step 4: Complete the Registration for Business Services Online form.

Fields that are not required are marked with (Optional).

An e-mail reminder to change your password will be sent two weeks before your
password expires when a valid mandatory e-mail address is provided.

Do not use punctuation in any field. This includes dashes in phone numbers.

The Help link, which is located at the top of each page, accesses additional help for
each section.

Passwords must be eight characters long and contain numbers and letters. Please
remember your password.

Step 5: Select the Register button to process the user registration form. The system displays
the Successful User Registration page for your User ID. (To return to the Business Services
Online Welcome page without registering, select the Cancel button.)

If any of your information is incorrect, the system re-displays the User Registration for
Business Services Online form with a list of any corrections you need to make before you can
successfully register. If this occurs, make the necessary corrections and/or make the
appropriate selections. Then, select the Register button. The system displays the Successful
User Registration page for your User ID.



il i Bustness Services Online

WiwSocilsecurtygov BSO Welcome | BSO Information l Contact Us | Keyboard Navigation

Online Services Availability o Py . . HELP
onday —Freay sam_tamest | 700N  Successful User Registration
Saturday: 5am - 11pm EST '».‘““'I!LV
Sundey S e Your user registration request was successful.
DON'T USE YOUR Your User |D for Business Services Online is:
BROWSER'S BACK
BUTTON Akjsd112

Please secure this User ID for your future use. You will

Effective October 2007, your need this ID and your password to access Business

Personal Identification Number Services Online.
(PIN) is now referred to as your
User ID. Your password will be valid until July 28, 2008. You will

be forced to change your password during the log in
process if your password is older than 90 days.

The next step is to request access to use any of the
online services available to you. Check the “l
Accept” box indicating you have read and agree with
the statements below and then select the “Request
Access to BSO Services” button.

| thet the Sccial Security Adminiatration (S54) wil veiitls the information | pravide ageinat e information in the
5545 files.

| carity that:

. | understard that | may ba subject b panalties | submit i ion, | agres that | am for all

actions taken with my Usar D,

®  |understand thet SSA may pravent me from using thess sarvicas if SSA datarmines or suspects et thare hes baen
misuse of the sarvicas.

® | am awarne tal any person whe knowingly and wilingly makes any representation Lo Taisaly abtain informatian fram
Zocial Sacurity records andior intands 1o decafve the Social Security Administraion a5 to the tus idenily of an
individual could be punished by & fne or imprisonment, or bath.

* | &m eulhorized to do businass under fhis User (D,
By cheching the box below you cerify that you have read, understand, and agree to the user certification of
Business Services Online.

O | Accept.

[Request Access 1o BSO Services |

Call 1-800-772-6270 to speak with Employer Custormer Service. For TDD/
TTY call 1-800-325-0778.

Wi Socialsecuriygov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 6: Select the | Accept button after reading and agreeing to the conditions stated on the
Successful User Registration page. Select the Request Access to BSO Services button to
continue. The system displays the Request Access to BSO Services page. Refer to Lesson 8:
Login Procedures for information on how to log in to BSO.




Lesson 2: Complete Phone Registration

New users may have to complete their online registration by speaking with an Employer
Customer Service representative. Follow the instructions below to complete your phone

registration after speaking with Employer Customer Service personnel.

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

Step 2: Select the Complete Phone Registration button on the Business Services Online

Welcome page. The system displays the Complete Phone Registration page.

SocalSecurtyOnlne

Busmess Services Onling

W Socialsecuriy.gov BSO Welcome | BSO Information | Contact Usl Keyboard Navigation

Online Services Availability

Monday — Friday: 5am — 1am EST
Saturday: 5am — 11pm EST
Sunday: 8am — 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON

Effective October 2007, your
Personal |dentification Number (PIN)
is now referred to as your User ID.

Enter your Social Security
Number or laave blank if you do
NOT have an SSN.

Your password must be at least 8
characters long and be a
combination of latters and
numbers. For example, there
must be at least one letter and
one number in your password.
Passwords are NOT case
sensitive. Do not use special
characters,

g Complete Phone
“lii - Registration
A User identification (User 1D) and password are required to
use Business Services Online. Your User ID was issued to

you over the phone during the registration process. You
must now choose your personal password to complete

registration.
vero: [ ]

Fisthame: [ ]
US Social Security Number: :
paecrBitn: [
(MMDDYYYY)

Enter Password: |:|
Re-enter Password: I:

(TR

Call 1-800-772-6270 lo speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

W Socialsecurty ooy BSO Welcome | BSO Information | Contact Us | Keyboard Navigation



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

Step 3: Enter the fields on the Business Services Online Complete Phone Registration page.

Step 4: Select the Complete Phone Registration button. The system displays the Phone
Registration Successful page, which includes a message confirming that your phone
registration is complete. (To return to the Business Services Online Welcome page without
completing the registration process, select the Cancel button.)

Business Sermces Onling

BSO Welcome | BSO Information | Contact Usl Keyboard Navigation

Online Services Availability N . .

Monday - Friday: 5am — 1am EST ';Muﬁ “ Phone Registration Successful
Salurday: 5am — 11pm EST v, Ml &

Sunday: 8am — 11:30pm EST i

HELP

DON'T USE YOUR Your phone registration is complete.
BROWSER'S BACK
BUTTON Your password will expire on July 28, 2008.

You will be forced to change your password during the
log in process if your password is older than 90 days.

((BSO Welcome | ~ Login )

Call 1-800-772-6270 1o speak with Employer Customer Service. For TDD/
TTY call 1-B00-325-0778.

W Socilsecuty gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 5: Select the Login button to display the General Attestation and Login page.
Otherwise, select the BSO Welcome button to display the Business Services Online
Welcome page.



Lesson 3: Add Employer Information

Follow the instructions below to log in to BSO with your User ID and password and add your
employer information.

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

Step 2: Select the Log In button on the Business Services Online Welcome page. The system
displays the [General Attestation and Login page. __ { Comment [41]: If the screenshot here
77777777777777777777777777777777 is current, the page is just called “Log In
to BSO.” For clarity, the name here
should be the same as on the page itself.

—— Bustess Serviees Online

W Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
Online Services Availability .“s‘s "ﬁ. ®, HELP
Monday — Friday: 5am — 1am EST , i'l-'l’l‘l"l , Log In to Bso
Salurday: 5am — 11pm EST Rt .
Sunday: 8am — 11:30pm EST User ID: | |
- (formerly referred to as PIN}
DON'T USE YOUR
BROWSER'S BACK Password: | | Eorgot your password?
BUTTON {not case sensitive)
. I understand that the Social Security Administration (SSA) will validate the
Effective October 2007, your information | provide against the information in the SSA’s files.
Personal |dentification Number
(PIN} is now referred to as your I certify that:
iz (o * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
* | understand that SSA may prevent me from using these services if
S5A determines or suspects that there has been misuse of the services.
* | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both,
* | am authorized to do business under this User ID.
By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.
[ 1Accept.
Cancel Log In
Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

W Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

_ _ - Comment [42]: Same comment re
name of page.

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

Welcome page, select the Cancel button.)


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

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

_ - 1 Comment [43]: If this handbook is for
TY 08, the Main Menu should probably
show IRPA and not show OCSE.

. Busness Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl Contact Usl Keyboard Navigation

Online Services Availability o Sty LOGOUT HELP
Monday — Friday: 5am — 1am EST »M i Welcome, Jane Doe

Saturday: 5am — 11pm EST 1 i|’|i|’|] z Main Menu Your password expires on July 28, 2008.

Sunday: 8am — 11:30pm EST ety

DON'T USE YOUR Report Wages to Social Security
BROWSER'S BACK Submit, download, or process unsubmitted W-2s and W-2cs,

BUTTON View submission stalus, acknowledge resubmission notices, or
Request resubmission extensions

View File/Wage Report Status with Name/SSN Errors

To use any Business Services Online,

you must first request access to that View report status, errors, and notice information

service. To request access to BSO

Services, select “Account : : e . .

e it Mt oy R Social Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN verification, or

Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Support Enforcement Services menu of
authorized applications

Account Maintenance
Request, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remove employer information

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

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

Step 4: ]Selecd the Account Maintenance link on the Main Menu page. The system displays . - -| Comment [44]: Throughout, the step

; for a screenshot is on the page before. It’s
the Account Maintenance page. more useful to have that step at the top of

the page, with the supporting screenshot
on the same page, so the user can see
what’s being discussed.




. Busingss Services Onlin

Wi Socilsecury gov BSO Main Menu | BSO Informationl Contact Usl Keyboard Navigation

Online Services Availability M Main Menu > Account Maintenance M ﬂ
Monday — Friday: 5am — fam EST | /03"’ i
e L ", il Account Maintenance
Sunday: Sam = 11:30pm EST ' Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selected
BROWSER'S BACK separately to request activation. For some services, we use the U.S
BUTTON Pastal Service to send an activation code.

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Number {PIN) is now service(s).
referred to as your User ID, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-B00-772-6270 1o speak with Employer Cuslomer Service. For TOD/
TTY call 1-800-325-0778.

msicaseorlygy - BSO Main Menu | BSO lnfo.rmationl Contact Us | Keyboard Navigation

Step 5: Select the Add/Update Your Employer Information link on the Account Maintenance
page. The system displays the Employer Information Attestation page.



Sl Business Servces Online

W Socklsecurty.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

S

Online Services Availability | s, HELP
Monday — Friday: Sam — fam EST ;{’“;ififﬂm; Employer Information Attestation

Saturday: 5am — 11pm EST

Suidey et e EST Please read the following information about entering
DON'T USE YOUR employer information to request access to BSO
BROWSER'S BACK services.

BUTTON

Employer Information for Business Services Online

Effective October 2007, your
Personal Identification Number
(PIN} is now referred to as your
User ID.

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

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

You may update your employer information any time.

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

User Certification for Business Services Online
| certify that:

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

OR

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

OR

I am a self-employed individual.

OR

| am a volunteer for an organization.

+ |understand that SSA may prevent me and/or the company or
organization | represent from using these services if SS5A determines or
suspects there has been misuse of these services.

+ |understand that | may be subject to penalties if | submit fraudulent

information. | agree that | am responsible for all actions taken with my
User 1D

By selecting the "I Accept” button, you certify that you have read,
understand and agree fo the player il i ifit o i
Services Online,

I Do NOT Accapt | Accept
Cancal

Call 1-800-772-6270 to speak with Employer Customer Service. For TDDf
TTY call 1-800-325-0778.

WIH.Socialsecurty.gov BSO Welcome | BSO Information | Contact Usl Keyboard Navigation




Step 6: Select the | Accept button after reading the conditions defined on the Employer
Information Attestation page. The system displays the Add Your Employer Information
Page.

Social Security Online

Wikw.socialsecurity.gov

Online Services Availability

Monday - Friday: 5am - 1am EST
Salurday: 5am — 11pm EST
Sunday: 8am - 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK BUTTON

Please enter your Employer Identification
Number. If you do NOT have an EIN then
Ieave this field blank.

If you previously removed employer
information, all access to services
associated with that employer has
been deactivated

Business Services Online

BSO Welcome | BSOInformation| ContactUs| Keyboard Navigation

NG MainMenu > Account Maintenance > AddUpdate Your Employer Information
! Add Your Employer Information
Form Approved: OMB No. 0960-0626
Expiration date: 09/30/2009

You must have an Employer Identification Number (EIN) to request access to some of the BSO Services. If you are self-employed,
you may request limited access without an EIN. Apply for EIN.

Note: Accountants, CPAs, etc, you only need to register once in your own firm's name. You can then conduct business for as
many clients as you wish.

Information about you, or your business or organization: We will compare this 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 the address
we have on file. Select this link for more help with completing this form.

| have an SSN and | am an employee of a business or an organization that has an EIN: O

| do NOT have an SSN and | work outside the U.S. for a business or an organization that has an EIN: O
| am Self-Employed with an EIN and receive a W-2 under this EIN: O

| am Self-Employed and my eamings are reported on IRS Schedule SE (Self-Employment Earnings): O
I am a Household Employer and have an EIN: O

| am a Volunteer for an organization that has an EIN: O

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

Employer Identification Number (EIN): [ |

Business or Organization Name: [

Please check the following statement ONLY if applicable.

D | am a 3" party submitter registering to do business on behalf of another business or organization.

Cancel

| Submit Employer Information I

BSO Welcom | BSO Information | Contact Us | Keyboard Navigation

Step 7: After entering your employer information, select the Submit Employer Information
button. The system displays the Add your Employer Information Successful Page.




. Business Services Online

A Socialsecurityov BSO Main Menu | BSO Information | Contact Us I Keyboard Navigation

LOGOUT HELP

Online Services Availability = Main Menu > Account Maintenance > Add/Update Your Emplayer Information
Monday — Friday: 5am — 1am EST|-

m
Saturday: 5am - 11pm EST '"' Add Your Employer Information

Sunday: 8am - 11:30pm EST

Successful
DON'T USE YOUR
BROWSER'S BACK i i
BUTTON Your employer information has been added.
[ Request Access to BSO Services ]

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

Wi Socaisecurty o BSO Main Menu | BSO Information‘ ContactUsl Keyboard Navigation




Lesson 4: Request Access to BSO Services

Follow the instructions below to log in to BSO with your User ID and password and request
access to BSO Services.

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



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

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

displays the General Attestation and Login page. | comment [45]: Again, the title should
777777777777777777777777777777 - be the same as on the screen.

. Business Services Online

WwwSocialsecuritygov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
Online Services Availability KN HELP
Meonday — Friday: 5am — 1am EST % Log In to Bso
Salurday: 5am — 11pm EST e .
Sunday: Bam — 11:30pm EST User ID: | |
; (formerly referred to as PIN}
DON'T USE YOUR
BROWSER’'S BACK Password: | | Eorgot your password?
BUTTON {not case sensitive)
X | understand that the Social Security Administration (SSA) will validate the
Effective October 2007, your information | provide against the information in the SSA's files.
Personal |dentification Number
(PIN} is now referred to as your I certify that:
Wt 112} ® | understand that | may be subject to penalties if | submit fraudulent
information, | agree that | am responsible for all actions taken with my
User D.
® | understand that SSA may prevent me from using these services if
S5A determines or suspects that there has been misuse of the services.
® | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both.

® |am authorized to do business under this User ID

By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.

[ 1Accept.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

W Socialsecurity.gov BSO Welcome | BSO Information | Contact Usl Keyboard Navigation

__ - Comment [46]: Same comment re
name of page.

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



Sl Business Services Onling

Wik Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability g Sk, LOGOUT HELP
Monday — Friday: 5am — 1am EST —M i Welcome, Jane Doe
Saturday: 5am — 11pm EST % iﬁim z M al n Men u Your password expires on July 28, 2008.
Sunday: 8am — 11:30pm EST Taperas
B[)F‘:{j(;qV\-FrSléSRF‘ESY&T( Report Wages to Social Security
Submit, download, or process unsubmitted W-2s and W-2cs,
BUTTON

View submission stalus, acknowledge resubmission notices, or
Request resubmission extensions

o B B n i View File/Wage Report Status with Name/SSN Errors
you must Fl’rst request access to that : View report status, errors, and notice information

service. To request access lo BSO
Services, select “Account

e e Social Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN verification, or
Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance

Reguesi, aclivate or remove access o services,
Re-request activation code for services,

Change your password,

Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays - - { Comment [471: Again, Main Menu

; probably should not show OCSE, but
the Account Maintenance page. e IR,




. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability o Main Menu = Account Maintenance M ﬂ
Monday — Friday: 5am — 1am EST | - 3 i
Saturday: 5am - 11pm EST '\,\“"“ & ACCO u nt M a I ntena nce
Sunday: gam =11:2pmEST ' Request Access to BSO Services
\ Select the option or options that best describe what you plan to do
DON'T USE YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Mumber (PIN) is now service(s).
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

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

Step 5: Select the Request Access to BSO Services link on the Account Maintenance page.

The system displays the Request Access to BSO Services }— Select Suite of Services h)age. __ -+ comment [48]: Title on actual page is
””” - ... Select Service Suite. I like the

wording here better (without the dash),
but they should match. On the screen
itself we mix “service suite” and services
suite.” If we’re not changing it to “suite
of services” | vote for “services suite.”




- Bustness Services Online

iinsocilsecurtygy ~~ BSO Main Menu | BSO Information | Contact Us | Keyhoard Navigation

Online Services Availability | 78\

Monday — Friday: 5am — 1am EST "-Q__\IHII_T[._;’
Saturday: Sam — 11pm EST elibg
Sunday: 8am — 11:30pm EST

Request Access to BSO Services

> Account Mainienance > Request Access o BSO Services LOGOUT HELP

Select Service Suite

DON'T USE YOUR BROWSER's | You must request access t? do spe?iﬁc functions within a service suite.
BACK BUTTON Let us help you choose which functions to add.

[[] ssA services Suite for Employers:

Electronic Wage Reporting Service

Allows use of one or more the following functions:

+ Report Wages to Social Security

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

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

AND/OR

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.

[[] sSA Services Suite for Attorneys:

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

+ Complete Form SSA-1694 Business Taxpayer Information

+ Lpdate Form SSA-1694 Business Taxpayer Information

—Cancel

For 88A Services, call 1-B00-772-6270 to speak with Employer Customer Service
For TOD/TTY call 1-800-325-0778.

WILSecaisecuty oV BSO Main Menu | BSO Information \ Contact Us l Keyboard Navigation




Step 6: Check the boxes for the suites of services required and select the Next button on the
page. The system displays the Employer Information read-only page.

SocalSeuyOni Business Serviees Online

Www.socialsecurity.gov BSO Welcome | BSOInformalion| ConlaclUs| Keyboard Navigation

Online Services Availability PN ain Menu > Acoount Meinienance > Request Access (0 BSO Servises »Employer Informaton HELP
Monday - Friday: Sam — 1am EST % Ml &
Saturday: 5am — 11pm EST ViR .
Sunday: 8am ~ 11:30pm EST Employer Information

DON'T USE YOUR Employer Identification Number (EIN): 99-9999999
BROWSER’'S BACK BUTTON Business or Organization Name: Mockup Employer, Inc.

You currently have access to the following services:

Social Security Number Verification Service (SSNVS)

Report Wages to Social Security

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

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

[ Cancel ) Next >>

BSO Welcome I BSO Information | Contact Us | Keyboard Navigation

Step 7: Verify the information on the screen and select the Next button. Based on the request,
the individual service pages will be displayed.

Step 8: Request Report Wages to Social Security by clicking on the Yes radio button and
then pressing the Next button.




Soc Securty Online

Buusiness Services Onling

W Socialsecurdy.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability
Monday — Friday: 5am — 1am EST
Saturday: 5am - 11pm EST
Sunday: 8am — 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON

Viewing basic submission
status provides a limited
general status (receipt of
submission). For viewing
of File/Wage status,
Errors and Error Notices
with or without name/SSN
errors, access must be
requested on the
“Request Access to BSO,
View File/Wage Status,
Errors and Error Notices”
page that follows

v LOGOUT HELP
”"I Request Access to BSO Services

I
“" Main Menu > Account Maintenance > Request Access to BSO Services
Screen X of X

Report Wages to Social Security
Do you want to report wages to Social Security?

Requesting access for the Report Wages to Social
Security function will allow you to:

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 resubmission requests, and

» View basic submission status.

® Yes
@] No
(<< Previous Next >>

Call 1-800-772-6270 to speak with Employar Customer Service. For TDD/
TTY call 1-800-325-0778.

WSO e iy pv BSO Main Menu | B8S0 !n!ormaﬁonl Contact Us| Keyboard Navigation

Step 9: Request View File/Wage Report Status, Errors and Error Notices by selecting the

appropriate radio button and then pressing the Next button.




. Busness Servies Onlng

WANSCKRBECUYN  BSO Main Menu | BSO Informationl ConlactUs| Keyboard Navigation

Main Menu > Account Maintenance > Raquest Access to BSO Services LOGOUT HELP
Online Services Availability

PN Request Access to BSO Services
Monday — Friday: 5am — 1am EST | %, [l 2
ety

Saturday: 5am - 11pm EST
Sunday: 8am — 11:30pm EST

Screen X of X

View File/Wage Report Status, Errors and Error Notices

DON'T USE YOUR The View File/Wage Report Status, Errors, and Error Notices service
BROWSER'S BACK allows you to view additional submission status of the wage information
BUTTON submitted by or for your employer. This additional service allows you to

review any errors the Social Security Administration found in the
submitted information, and any error notices the Social Security
Administration sent to your employer.

‘You can choose to view the error and error notices with or without
Name/SSN errors. Access requires obtaining an activation code which
may take up to 2 weeks.

+ The activation notice for reviewing wage information status
without Name/SSN errors is sent directly to you.

@ « The activation notice for reviewing wage information status
with Name/SSN errors is sent directly to your employer.
This access involves a more rigorous process and requires
pre-authorization from your employer.

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

O Ido NOT want the additional Submission Information described above.

Basic Submission Status is included with "Report Wages to Social
Security.”

O 1do want the additional Submission Information described above.

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

O I do want the additional Submission Information described above.

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

<< Previous Next >>

Call 1-800-772-6270 to speak with Employer Customer Service. For
TDD/TTY call 1-800-325-0778.

WSSy gy BSO Main Menu | BSO In!o'mation‘ ontact Us | Keyboard Navigation

Step 10: Request Social Security Number Verification Service by clicking on the Yes
radio button and then pressing the Next button.



. Busness Services Onling

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

Online Services Availability e Main Menu > Account Maintenance > Reguest Access to BSO Services | QGOUT HELP

Sorcay s comeer |7 il - Request Access to BSO Services
Sunday: 8am — 11:30pm EST Tl Screen X of X

DON'T USE YOUR Social Security Number Verification

BROWSER'S BACK 2
il Service (SSNVS)
Do you want to verify Social Security Numbers online?

Requesting access for the Social Security Number
Proper Use of Social Security. Verification Service will allow you to complete an online
Number Verification Service 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.
Access to the name/number verification service
involves a more rigorous process and requires
pre-authorization from your employer. If access is
& requested, your employer will be notified via first
class mail to the address we have on record,
usually within 2 weeks. The notice will include an
activation code which is needed to activate your

request.
® Yes
O No
Next>> |

Call 1-800-772-6270 to speak with Employar Customer Service. For TDD/
TTY call 1-800-325-0778.

[ e T BSO Main Menu | BSO Enformationl Contact Us| Keyboard Navigation

Step 11: Request Complete Form SSA-1694 Business Taxpayer Information Form by
clicking on the Yes radio button and then pressing the Next button.



Business Services Online

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

Online Services Availability M % Main Menu > Account Maintenance > Request Access io BSO Senices LOGOUT H ELP
Monday — Friday: 5am — 1am EST

M
ot di el - liil - Request Access to BSO Services

Sunday: 8am — 11:30pm EST e Screen X of X
DON'T USE YOUR Complete Form SSA-1694 Business Taxpayer
BRO";ﬁEfr‘gNBACK Information Form

Do you want to Complete Form SSA-1694 Business
Taxpayer Information Form?

Law firms, partnerships, corporations, or multi-member
LLCs/LLPs that have attorneys and/or non-attorney
representatives as partners or employees who receive direct
payment, 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:

= Complete a Business Taxpayer Information Form
¢ Update a Business Taxpayer Information Form

® Yes

-y

U No
< Previous [ Next>>

Call 1-800-772-6270 to speak with Employer Customer Service. For TDDV
TTY call 1-800-325-0778.

W Secasearty v BSO Main Menu | BSO lnformalionl Contact Us| Keyboard Navigation

Step 12: Request Form SSA-1699 Appointed Representation and Direct Deposit
Information Form by clicking on the Next button.



Business Services Online

Socal Securty Onfoe

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

Online Services Availability » ", \ain Menu > Account Maintenance > Request Access to BSO Senices  LOGQUT H ELP

m
Soturaay: s pm st |l - Request Access to BSO Services

Saturday: 5am— 11pm EST

Sunday: 8am — 11:30pm EST " Screen X of X
——— F.orm SSA-1 .699 Appm.nted Representation and
BROWSER'S BACK Direct Deposit Information Form
BUTTON

Sole proprietors, single-member LLCs, and single-member
LLPs should not complete the Business Taxpayer
Information Form. Instead, you should complete the
SS5A-1699 Appointed Representation and Direct Deposit Information Form

<< Previous ext >>

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

WAL Socisecu iy gV BSO Main Menu ] BSO Information ’ Contact Us | Keyboard Navigation

Step 13: Upon completion of the request for the last service displayed, the Request Access
to BSO Services — Request Summary page will be displayed.



o Busness Services Online

W Socialsecurty gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability 4 ey "’!;_ Main Menu > Account Maintenance > Request Access to BSO Senvices LOGOUT HELP
Monday — Friday: S5am — 1am EST %AI 2 SO S R
Bty B P EST »,lil - Request Access to B ervices

Sunday: 8am — 11:30pm EST

DON'T USE YOUR Request Summary

BROWSER'S BACK

Bl You have selected the following functions:

Report Wages to Social Security Service
Social Security Number Verification Service

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

Form S$SA-1694 Request for Business Entity Taxpayer Information

Select the “Confirm" button below to send your access
request to the Social Security Administration. If you wish to
make changes, use the “<< Previous” button to return to the

appropriate page.
<< Previous Confirm

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

WALSacaiserty v BSO Main Menu | BSO Information l Contact Us ] Keyboard Navigation

Step 14: Select the Confirm button on the screen. The system displays the Request Access
to BSO Services Confirmation page. This page shows what functions were selected, which
are active immediately and which require activation codes. Activation codes will be mailed

and usually received within two weeks.



i BusnessSerices Onlng

Wwsocisecuiygy:~ BSO Main Menu | BSO Information | Contact Usl Keyboard Navigation

Online Services Availability Main Menu > Account Mainlenance > Request Access 1o BSO Services
o Sy, LOGOUT HELP
Monday — Friday: 5am — 1am EST | &, & - " -
Saturday: sam - 1pmest | Ao\ Request Access to BSO Services Confirmation
Sunday: Bam — 11:30pm EST % |]"|h . §
Nasrar

Your request for access to the functions below was received on Monday,
DON'T USE YOUR BROwsER's | APril 30, 2008.

BACK BUTTON Please print this for your records.
Afmivaticlitn :tx:;s add 7 layer Report Wages to Social Security
of security to the employer : : s . :
and Emplzy“_ using Es% You may begin to use this service immediately. To I:I!o that, select "BSO M_am Meng" i
Services. If the service you below. Then, on the BSO Main Menu page, select “Report Wages to Social Security”.
requested requires an
activation code, you will not = = 2
e o Form SSA-1694 Request for Business Entity Taxpayer Information
until you receive this code. You may begin to use this service immediately. To do that, select “BSO Main Menu”
Activation codes are usually below. Then. on the BSO Main Menu page, select "Form SSA-1694".
received within 2 weeks.
When Yuurmll:\:ﬂtiun code View File/Wage Report Status, Errors, and Error Notices without
arrives, to enable your
services select "Account Name/SSN Errors
Maintenance”. Then on the Your activation code has been sent by first class mail to the address we have on record
Account Maintenance menu for you. (Baltimore, MD) Once you have received the code and activated this service, you
page, select “Activate Access may access “View File/Wage Report Status, Errors, and Error Notices without Name/SSN

to BSO Services". Errors” from the BSO Main Menu page. (See activation information at left of this screen.)

Social Security Number Verification Service (SSNVS)

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

Proper Use of Social Security
Number Verification Service

OCSE IV-D Contractor — Process Electronic Income Withholding
Orders

You will be contacted by the OCSE help desk when your access is activated. Once you
have been contacted, you may access “Process Electronic Income Withholding Orders”
from the BSO Main Menu page by selecting “"Office of Child Support Enforcemeant

Services”.
Main Menu

Call 1-800-772-8270 to speak with Employer Customer Service. For
TODITTY call 1-800-325-0778.

WALSocRiSeCur Ty ov BSO Main Menu | BSO Informalionl Contact Usl Keyboard Navigation

Step 15: Select the Main Menu button to return to the BSO Main Menu. _ - { Comment [49]: If we're leaving out
7777777777777777777777777777777777777777777777777777 OCSE and adding IRPA, this screen
needs to be changed too.




Lesson 5: Activate Access to BSO Services

Follow the instructions below to activate access to BSO Services.

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

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

displays the General Attestation and Login page. ~_ { comment [410]: Again, name of
7777777777777777777777777777777 page should match in screen shot and

SocSeartyOnlne Busingss Services Online

W Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability m Log In tO Bso HELP

Monday — Friday: 5am — 1am EST 7 ||||||| >
Saturday: 5am — 11pm EST gy n

Sunday: 8am — 11:30pm EST User ID: | |
(formerly referred to as PIN}
DON'T USE YOUR
BROWSER'S BACK Password: | | Eorgot your password?
BUTTON {not case sensitive)
. I understand that the Social Security Administration (SSA) will validate the
Effective Octaber 2007, your information | provide against the information in the SSA’s files.
Personal |dentification Number
(PIN} is now referred to as your I certify that:
Wz Lo * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
* | understand that SSA may prevent me from using these services if
SS5A determines or suspects that there has been misuse of the services.
= | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both,

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

By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.

[ 1Accept.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

WA Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3: Enter your User ID and Password and select the I Accept checkbox after reading the

conditions defined on the ]General Attestation and Login pagd. Then select the Login button. __ W Comment [411]: Same comment re
””””” name of page.

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


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

Sl Business Services Online

Wik Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability g Sk, LOGOUT HELP

Monday — Friday: 5am — 1am EST —M i Welcome, Jane Doe
Saturday: 5am — 11pm EST % iﬁim z M al n Men u Your password expires on July 28, 2008
Sunday: 8am — 11:30pm EST IpgrasS
;%E S%SR?SY&; Report Wages to Social Security
Submit, download, or process unsubmitted W-2s and W-2cs,
BUTTON

View submission stalus, acknowledge resubmission notices, or
Request resubmission extensions

o B B n i View File/Wage Report Status with Name/SSN Errors
you must Fl’rst request access to that : View report status, errors, and notice information

service. To request access lo BSO
Services, select “Account

e e Social Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN verification, or
Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance
Reguesi, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

ain Menu | BSO lnfo.rmationl Contact Us | Keyboard Navigation

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays
the Account Maintenance page.



. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability [ -, | sienance LOGOUT HELP
Monday — Friday: 5am — 1am EST | - 3 i
Saturday: 5am - 11pm EST '\‘\“““ & ACCO u nt M a I ntena nce
Sunday: Sam —11:30pm EST ' Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Mumber (PIN) is now service(s).
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

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

Step 5: Select the Activate Access to BSO Services link on the Account Maintenance
page. The system displays the Activate Access to BSO Services page. (To return to the BSO
Main Menu, select the Cancel button.)



il Busness Services Online

{WWw Sacialsecurity.gov BSO Main Menu | BSO Information | Contact Usl Keyboard Navigation

Online Services Availability o B ‘-,_:_ Main Menu > Account Maintenance = Activate Access LOGOUT HELP
Saurasan st | 5l Activate Access to BSO Services

Sunday: 8am — 11:30pm EST

DON'T USE YOUR e, :
BROWSER'S BACK Please enter the activation code for any service for

BUTTON which you have requested access and received an
activation code. Activation codes may only be entered
one at a time.

If you have received more than one activation code you
will have the option to enter the remaining codes upon
the successful or unsuccessful activation of each code
entered.

Enter Your activation code: |:|

Call 1-800-772-6270 to spesk with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

wAsacaseorty g BSO Main Menu | 8S0 Info.'rr_ation] Conta-:tUsl Keyboard Navigation

Step 6: Enter the activation code and select the Activate button. The system displays the
Activation Code Approved page.



o Business Services Online

WH.Socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

DAIIHS S8kvizes Avaliability 2 Main Menu > Account Maintenance > Activate Access LOGOUT HELP

Monday — Friday: 5am — 1am EST ¥ ACtlvation COde Approved

o)
Saturday: 5am — 11pm EST Yo I_l‘[l ¥
Sunday: 8am — 11:30pm EST

DON'T USE YOUR . i
BROWSER'S BACK Your request to Report Wages to the Social Security
BUTTON Administration has been approved.

Please select “Enter Another Activation Code” to enter
another activation code, or select “BSO Main Menu” to
access Report Wages to the Social Security
Administration.

BSO Main Menu [ Enter Another Activation Code ]

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

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

Step 7: Select the BSO Main Menu link or button to return to the BSO Main Menu. The

BSO Main Menu should display the newly activated service. \Otherwise\, select the Enter _ - | Comment [412]: Situation for

H H H H H “Otherwise” not very clear. How about:
Another Activation Code link to enter another activation code. If you have more than one service to
activate, select the Enter . . .




Lesson 6: 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/bos/bsowelcome.htm.

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

displays the [General Attestation and Login page.

Comment [413]: Same comment as

77777777777777777777777777777777 - A‘ before.

—— Business Services Onine

W Socialsecuritygov BSO Welcome | BSO Information | Contact Us | Keyhoard Navigation
Online Services Availability £ “ﬁ‘;ﬁﬂ_ HELP
Menday — Friday: 5am — 1am EST | il’lil‘l‘l , Log In to BSO
Saturday: 5am — 11pm EST et .
Sunday: 8am — 11:30pm EST User ID: | |
] (formerly referred to as PIN})
DON'T USE YOUR
BROWSER'S BACK Password: | | Eorgot your password?
BUTTON {not case sensitive)
. I understand that the Social Security Administration (SSA) will validate the
Effective Octaber 2007, your information | provide against the information in the SSA’s files.
Personal |dentification Number
(PIN} is now referred to as your I certify that:
Wk (1, * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
* | understand that SSA may prevent me from using these services if
S5A determines or suspects that there has been misuse of the services.
* | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both.

* | am authorized to do business under this User ID

By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.

[ r1Accept.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

WA Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

conditions defined on the [General Attestation and Login page. Then select the Login button. . - - 1 S;n?;r;epr;;emlﬂ: Same comment re



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

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

Sl Business Services Onling

Wik Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability Sk, LOGOUT HELP
Monday — Friday: 5am — 1am EST “’ Welcome, Jane Doe
Saturday: 5am — 11pm EST % |||"| z M al n Men u Your password expires on July 28, 2008.

Sunday: 8am - 11:30pm EST

DON'T USE YOUR

S Fae Report Wages to Social Security
Submit, download, or process unsubmitted W-2s and W-2cs,
BUTTON View submission slatus, acknowledge resubmission notices, or

Request resubmission extensions

View File/Wage Report Status with Name/SSN Errors

To use any Business Services Online,

you must first request access to that View report status, errors, and notice information
service. To request access lo BSO

lect * t . . e e .
Noruces, Selec Aol ot Social Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN verification, or
Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance
Reguesi, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

msicaseorlygy - BSO Main Menu | BSO lnfo.rmationl Contact Us | Keyboard Navigation

Step 4: Select the Account Maintenance link on the \Maln Menu page\ The system displays - w Comment [415]: Update this page as
the Account Maintenance page. - mentioned before re IRPA vs. OCSE?




. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation
~’ Main Menu > Account Maintenance M ﬂ

e A BLES ﬁﬁ% Account Maintenance

Saturday: 5am - 11pm EST

Online Services Availability

Sunday: Sam —11:30pm EST " Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Mumber (PIN) is now service(s).
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

mmscasicrlygy ~ BSO Main Menu | BS ormationlConlactUs|Keyboardwavigation

Step 5: Select the Re-Request Activation Codes link. The system displays the Re-Request
Activation Codes page.



il Business Services Online

wwwsocidsecurtygy: -~ BSO Main Menu| BSO Information ConlactUsl Keyboard Navigation

Online Services Availability » e, Main Menu > Account Maintenanca > Re-Request Activation Cades LOGOUT HELP

jonday — Friday: aam — lam iﬂﬁi}: 3 ) .
ety ammesr | =ill.- Re-Request Activation Codes

Saturday: 5am - 11pm EST
Sunday: 8am — 11:30pm EST

DON'T USE YOUR If you previously requested access to Business Services
BRO\gﬁE_IEgNBACK Online services and have not received, or have misplaced

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

O Report Wages to Social Security

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

+ Upload wage submission files that are prepared in the Electronic Filing
(EFW2) format, and

« Acknowledge resubmission request notices and obtain time extensions
for resubmission requests.

[] View File/Wage Report Status, Errors and Error notices
without Name/SSN Errors

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

+« Review the errors found by Social Security in wage files submitted by
or for your company, and

= Review error notices sent by Social Security about wage files
submitted by or for your company.

Call 1-800-772-6270 to speak with Employer Customer Service. For
TODITTY call 1-800-325-0778.

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

wavn_sociaisecur y gov

Step 6: Select the checkbox(es) for the service(s) you recently requested.

Step 7: Select the Re-Request button. The system displays the Re-requested Activation
Codes Confirmation page.
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DON'T USE YOUR
BROWSER'S BACK
BUTTON

Activation codes add a layer of
security to the employer and
employee using Business
Services Online. If the service
you requested requires an
activation code, you will not be
able to use this service until you
recelve this code. Activation
codes are usually received
within 2 weeks.

To enable your services when
your activation code arrives,
select Account Maintenance
from the BSO Main Menu and
then select the Activate Access
to BSO Services link.

L Secalsecurly g

Business Servces Online

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

Online Services Availability

Monday — Friday: 5am — 1am EST
Saturday: 5am — 11pm EST
Sunday: 8am — 11:30pm EST

e "": Main Menu > Account Malntenance > Re-Request Activation Codes

LOGOUT HELP
Re-Request Activation Codes
Confirmation

Your request was received on Monday, January 24", 2006.
Please print this for your records.

J- -

K, usn c

%, M &
Visteh

View File/Wage Report Status, Errors, and Error Notices

Your activation code has been sent by first class mail to the
address we have on record for you. (Baltimore, MD)

(BSO Main Menu |

Call 1-800-772-6270 to speak with Employer Custormer Service. For TDD/
TTY call 1-800-325-0778.

BSO Main Menu | BSO [nformatic-n] ContactUs] Keyboard Navigation

Step 8: Select the BSO Main Menu button to return to the BSO Main Menu.




Lesson 7: Remove Access to BSO Services
Follow the instructions below to remove access to BSO services. Use this option if you no
longer need to use a service in BSO.

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

Step 2: Select the Log In button on the Business Services Online Welcome page. The system
displays the General Attestation and Login page.

- Bustness Serviees Online

W Socialsecuritygov BSO Welcome | BSO Information | Contact Us | Keyhoard Navigation

Online Services Availability M L I t BSO HELP
S AN i ==l
Monday — Friday: 5am — 1am EST | i'ﬂ‘i‘l > og nto
Salurday: 5am — 11pm EST f e .
Sunday: 8am — 11:30pm EST User ID: |
- (formerly referred to as PIN}
DON'T USE YOUR
BROWSER'S BACK Password: | | Forgot your password?
BUTTON {not case sensitive)
. I understand that the Social Security Administration (SSA) will validate the
Effective Octot?erZFm?‘ fE information | provide against the information in the SSA’s files.
Personal |dentification Number
(PIN} is now referred to as your I certify that:
(kLo * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.

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

* | 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

Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both.

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

By checking the box below you certify that you have read, understand,

and agree to the user certification of Business Services Online.

[ 1accept.

Cancel Log In
Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

W Socialsecurity gov BSO Welcome | BSO Information | ContactUs| Keyboard Navigation

Step 3: Enter your User ID and Password and select the | Accept checkbox after reading the

””””””””””” name of page.

conditions defined on the ]General Attestation and Login page\. Then select the Login button. . w Comment [416]: Same comment re
The system displays the Main Menu page. (To return to the Business Services Online

Welcome page, select the Cancel button.)


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

Sl Business Services Online

Wik Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability g Sk, LOGOUT HELP

Monday — Friday: 5am — 1am EST —M i Welcome, Jane Doe
Saturday: 5am — 11pm EST % iﬁim z M al n Men u Your password expires on July 28, 2008
Sunday: 8am — 11:30pm EST IpgrasS
;%E S%SR?SY&; Report Wages to Social Security
Submit, download, or process unsubmitted W-2s and W-2cs,
BUTTON

View submission stalus, acknowledge resubmission notices, or
Request resubmission extensions

o B B n i View File/Wage Report Status with Name/SSN Errors
you must Fl’rst request access to that : View report status, errors, and notice information

service. To request access lo BSO
Services, select “Account

e e Social Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN verification, or
Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance

Reguesi, aclivate or remove access o services,
Re-request activation code for services,

Change your password,

Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays - w Comment [417]: Replace Main Menu
the Account Maintenance page. page throughout, if appropriate.




. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation
~’ Main Menu > Account Maintenance M ﬂ

e A BLES ﬁﬁ% Account Maintenance

Saturday: 5am - 11pm EST

Online Services Availability

Sunday: Sam —11:30pm EST " Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Mumber (PIN) is now service(s).
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

mmscasicrlygy ~ BSO Main Menu | BS ormationlConlactUs|Keyboardwavigation

Step 5: Select the Remove Access to BSO Services link. The system displays the Remove
Access to BSO Services page.



SocialSecurtyOnlne

Business Services Online

wewsocialsecurtygy -~ BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability

Monday — Friday: 5am — 1am EST
Saturday: 5am — 11pm EST
Sunday: 8am — 11:30pm EST

o Sl Main Menu > Account Maintenance >Remove Access o BSO Services LOGOUT H ELP

'—ﬁ"‘.tr\;_,’li,_‘.m‘__“:‘: Remove Access to BSO Services

DON'T USE YOUR
BROWSER'S BACK
BUTTON

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

[[] Report Wages to Social Security

e  Create, print, and submit Forms W-2 and W-2¢ Online,

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

*  Acknowledge resubmission request notices and obtain time exiensions
for resubmission requests, and

= View basic submission status,

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

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

e  Review the errors, including Name/Social Security Number
mismatches, found by Social Security in wage files submitted by or for
your company, and

* Review error notices, including Name/Social Security Number
Mismatch notices, sent by Social Security about wage files submitted
by or for your company

O social Security Number Verification Service (SSNVS)

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

| Form SSA-1694 Request for Business Entity
Taxpayer Information
Law firms, partnerships, corporations, and multi-member LLCs/ LLPs
that have attorneys and /or non-attorney representatives as partners or
employees who receive direct payment must provide us with taxpaver
identification information for that business entity using the Business
Taxpayer information Form. ¥You will be able to:
* Complete a Business Taxpayer Information Form
« Update a Business Taxpayer Information Form
| OCSE — Process Electronic Income Withholding
Orders
Process transactions for stale-to-employer income withholding orders
for child support enforcement.
[[] OCSE - Match Financial Accounts against
Outstanding Child Support Balances
Match information on individuals owing past-duc child support
against account information maintained by their financial institutions.

[___Cancel [ Remove ]

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/

TTY call 1-800-325-0778.

WA SocisecUy g BSO Main Menu | BSO Information ‘ Contact Us | Keyboard Navigation

Step 6: Select the checkbox(es) of the service(s) you wish to remove and select the Remove - w
button. The system displays the Remove Access to BSO Services Successful page.

Comment [418]: OCSE incuded for
TYO08? If not, replace screenshot.




il Business Services Online

i Socialsecurity.gov BSO Main Menu | BSO Information | Contact Us| Keyboard Navigation

Online Services Availability M Main Menu > Account Maintenance >Remove Access to BSO Services | OGOUT HELP
Monday — Friday: 5am — 1am EST| - (38 oo
Mondsy - day sdin. "v,\l_.‘l.f.!";-"' Remove Access to BSO Services

Sunday: Bam - 11:30pm EST Successful

DON'T USE YOUR
BROWSER'S BACK
BUTTON

Your request to remove access to the following services was
successful:

Report Wages to Social Security

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

If you have removed this access in error you may use the
“Request Access to BSO Services" option from the “Main
Menu”, “Account Maintenance” selection to re-request access.

[ Main Menu | | Deactivate Another Service |

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-B00-325-0778.

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

Step 7: Select the BSO [Main Menu button to go to the BSO Main Menu. Select the __ { comment [419]: If the button only

Deactivate Another Service button to return to the Remove Access to BSO Services page. saye el Menu “BS0 should not be




Lesson 8: Login Procedures
Follow the instructions below to log in to BSO with your User ID and password.

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

. . . Change to
Step 2: Select the Log In button on the Business Services Online Welcome page. The system updated
displays the General Attestation and Login page.
play gin pag menu w/o
OCSE and
Business Services Online with IRPA
SUMSemmyOnhle with IRPA
W Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
Online Services Availability F \‘S\E 'ﬁ. HELP
Monday — Friday: 5am — 1am EST , il'ﬁl‘l‘l , Log In to Bso
Saturday: 5am — 11pm EST g
Sunday: 8am — 11:30pm EST User I1D: | |
] (formerly referred to as PIN}
DON'T USE YOUR
BROWSER'S BACK Password: | | Eorgot your password?
BUTTON {not case sensitive)
. I understand that the Social Security Administration (SSA) will validate the
Effective Octaber 2007, your information | provide against the information in the SSA’s files.
Personal |dentification Number
(PIN} is now referred to as your I certify that:
Wz Lo * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
* | understand that SSA may prevent me from using these services if
SS5A determines or suspects that there has been misuse of the services.
= | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both,
* | am authorized to do business under this User ID.
By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.
[ 1Accept.
Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

WA Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3: Enter your User ID and Password and select the | Accept checkbox after reading the

conditions defined on the |General Attestation and Login pagel. Then select the Login button.. - w Comment [420]: Same comment re
name of page.

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


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

Soca Securty Onng

Wiw Sociaisecurty.gov

Online Services Availability

Monday — Friday: 5am — 1am EST
Saturday: 5am — 11pm EST
Sunday: 8am - 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON

To use any Business Services Online,
you must first request access to that
service. To request access lo BSO
Services, select “Account
Maintenance”, From the Account
Maintenance page, select “Request
Access to BSO Services”

7
‘»,\ _‘I‘IJ 2

Business Services Online

BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Skery, LOGOUT HELP

Mai n Menu Welcome, Jane Doe

Your password expires on July 28, 2008

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

View File/Wage Report Status with Name/SSN Errors

iew report status, errors, and notice information

Social Security Number Verification Service (SSNVS)

Request online SSN verification, or
Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance
Reguesi, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

ain Menu | BSO lnformationl Contact Us [ Keyboard Navigation




Lesson 9: Logout Procedures
Follow the instructions below to log out of BSO

Step 1: Select any Logout button or link where displayed.

——— Business Services Online

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

Online Services Availability Main Menu > Screen Name > Log Gut LOGOUT HELP

Setuamoame amest | il s Log Out of BSO

Sunday: 8am — 11:30pm EST

DON'T USE YOUR Are you sure you want to log out of Business
BROWSER'S BACK i :
BUTTON Services Online?
( No Yes

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

WAL SocRSECr iy oV BSO Main Menu | BSO Information | Contact Us I Keyboard Navigation

Step 2: Select Yes 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 No.)



Lesson 10: Change Your Password
Follow the instructions below to change your password.

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

Step 2: Select the Log In button on the Business Services Online Welcome page. The system
displays the General Attestation and Login page.

—— Bustess Serviees Online

W Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
Online Services Availability m Log In to BSO

Monday — Friday: 5am — 1am EST 7 ||||||| >
Saturday: 5am — 11pm EST gy n

HELP

Sunday: 8am — 11:30pm EST User ID: | |
(formerly referred to as PIN}
DON'T USE YOUR
BROWSER'S BACK Password: | | Eorgot your password?
BUTTON {not case sensitive)
. I understand that the Social Security Administration (SSA) will validate the
Effective Octaber 2007, your information | provide against the information in the SSA’s files.
Personal |dentification Number
(PIN} is now referred to as your I certify that:
Wz Lo * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
* | understand that SSA may prevent me from using these services if
SS5A determines or suspects that there has been misuse of the services.
= | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both,

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

By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.

[ 1Accept.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

WA Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3: Enter your User ID and Password and select the | Accept checkbox after reading the

conditions defined on the |General Attestation and Login pagel. Then select the Login button.. - w Comment [421]: Same comment re
name of page.

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


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

Sl Business Services Online

Update
S . . s menu
Wik Socialsecurty gov BSO Main Menu | BSO Informatlonl ContactUsl Keyboard Navigation

Online Services Availability g Sk, LOGOUT HELP

Monday — Friday: 5am — 1am EST —M i Welcome, Jane Doe
Saturday: 5am — 11pm EST % iﬁim z M al n Men u Your password expires on July 28, 2008
Sunday: 8am — 11:30pm EST IpgrasS
;%E S%SR?SY&; Report Wages to Social Security
Submit, download, or process unsubmitted W-2s and W-2cs,
BUTTON

View submission stalus, acknowledge resubmission notices, or
Request resubmission extensions

o B B n i View File/Wage Report Status with Name/SSN Errors
you must Fl’rst request access to that : View report status, errors, and notice information

service. To request access lo BSO
Services, select “Account

e e Social Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN verification, or
Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance
Reguesi, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

ain Menu | BSO lnfo.rmationl Contact Us | Keyboard Navigation

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays
the Account Maintenance page.



. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation
~’ Main Menu > Account Maintenance M ﬂ

e A BLES ﬁﬁ% Account Maintenance

Saturday: 5am - 11pm EST

Online Services Availability

Sunday: Sam —11:30pm EST " Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Mumber (PIN) is now service(s).
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

mmscasicrlygy ~ BSO Main Menu | BS ormationlConlactUs|Keyboardwavigation

Step 5: Select the Change Your Password link on the Account Maintenance page. The
system displays the Change Password page.
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W SOcalsecurty Jov

Online Services Availability

Monday — Friday: 5am — 1am EST
Saturday: 5am - 11pm EST
Sunday: 8am - 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON

Business Services Onling

BSO Main Menu

>

- e, Main Menu > Account Maintenance Menu > Change p

» il - Change Password

BSO Information | Contact Us | Keyboard Navigation

LOGOUT HELP

User ID: FFQERT99

Effective October 2007, your
Personal ldentification Number
(PIN} is now referred to as your
User 1D,

Your new password is valid for 80
days. You will be forced to
change your password during the
log in process if your password is
older than 90 days.

W Socalsecury pv

Step 5: Enter your current password and new password. Enter your new password again for

verification purposes.

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

Successful page.

Input Old Password: | |

Input New Password: | |

Confirm New Password: | |

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

Online services accounts must have a minimum password
length of 8 characters.

Passwords must contain both alpha and numeric characters.
(Letters and numbers but NOT special characters.)
Passwords are NOT case sensitive.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

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




. Bustness Services Onling

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

Online Services Availability o T Main Menu > Account Maintenance Menu > Changes Passward LOGOUT HELP

Loy s Sen L SST 1< lil.-  Password Change Successful

Sunday: 8am — 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON Your password has been successfully changed.

BSO Main Menu

Call 1-800-772-6270 to spaak with Employer Customar Sarvice. For TDD/
TTY call 1-800-325-0778.

WL SecaseCur iy pov BSO Main Menu | BSO 1nformalion| Contact Usl Keyboard Navigation




Lesson 11: Forgotten Passwords

BSO allows you to request a new password if you have forgotten your current password.
There are two ways of requesting a new password:

(1) By answering the Knowledge Based Authentication questions which you had set
during registration.

last address your provided. Until you receive your new password in the mail, you will
not be able to log in to BSO. Password by mail is not available to foreign registrants.

Follow the instructions below to request a new password.

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

Step 2: Select the Log In button on the Business Services Online Welcome page. The system
displays the General Attestation and Login page.

Comment [422]: Previous wording
could mean that you fill out a form and
mail it in, asking for your password to be
changed.



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

— Business Servces Online

W Socialsecurty.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability M L I t BSO HELP
Monday — Friday: 5am — 1am EST , ii"‘ 2 Og nto
Saturday: 5am - 11pm EST gy .
Sunday: 8am — 11:30pm EST User 1D: | |
‘ (formerly referred to as PIN)
DON'T USE YOUR
BROWSER'S BACK Password: | | Forgot vour password?
BUTTON {not case sensitive)
. I understand that the Sacial Security Administration (SSA) will validate the
Effective October 2007, your information | provide against the information in the SSA’s files.
Personal |dentification Number
(PIN) is now referred to as your I certify that:
il * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
® |understand that SSA may prevent me from using these services if
SS5A determines or suspects that there has been misuse of the services.
e | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both,
* lam authorized to do business under this User ID
By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.
[ 1Accest.
Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

W Socilsecurity gov BSO Welcome | BSO Information | Contact Us| Keyboard Navigation

Step 3: Select the Forgot your password? link on the General Attestation and Login page.

Step 4: The system displays the BSO Forgot Password Page.



Busness Servioes Onlng

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

HELP

Online Services Availability

- - .
Monday — Friday; 5am — 1am EST m‘ FOFQOt PaSSWO I'd
Saturday: 5am — 11pm EST f.“ |]I||[| g
Sunday: 8am - 11;30pm EST MNpern it

Request to replace forgotten password
DON'T USE YOUR
BROWSER'S BACK

BUTTON To select a new password, you must answer three random questions

that you previously supplied the answers to. If you correctly answer
the questions, your new password will replace your forgotten
If you cannot answer the
o password.
questions, please select

“Reguest Password by Mail" and Mother's Maiden Name: |:|

you will be asked to enter your

First Name, Last Name, Social Mame of High School: [:

Security Number (if you have

temporary password will be sent
to you by first class mail usually

within two weeks. Choose your new password.

Input New Password: [:]
Your User 1D and password
are required 1o access Confirm New Password: [:]

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

* Online services accounts must have a minimum password
Remember your password, To Ienglh of B characters.

::;Z"':;: i:":":sgés"fnzm ; « Passwords must contain both alpha and numeric characters.
password. Social Security can (Letters and numbers but NOT ;})emal characters.)

help you start the process over = Passwords are NOT case sensitive.

again, but we cannot access
your password. More info.

[ Cancel [ Request Password by Mail ] Submit New Password

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

| W Socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 5: Do either of the following, but not both:
e To change the password yourself, enter the answers to the questions, input your new
password and select the Submit New Password button. Go to Step 7.

o Select the Request Password by Mail button to get a new password by mail.
NOTE: This process may take up to two weeks.

Step 6: If you have selected the button Request Password by Mail:
1. The Request Password by Mail page displays.



. Busness Services Online

i Socialsecurity gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability o

M . HELP
vonday — Frisay: sam _tamest | 77U Request Password by Mail

Salurday: 5am — 11pm EST
Sunday: 8am — 11:30pm EST

é’fggg—éﬁ%"&i You have requested to receive a temporary
BUTTON password by mail to replace your forgotten
password.

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:

US Saocial Security Number:

Date of Birth: |
MMDDYYYY)
[ Request Temporary Password ]

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

W Socialsecurty gy BSO Welcome | BS0 Information | Contact Us | Keyboard Navigation

2. Enter your First Name, Last Name, U.S. Social Security Number (if applicable),
Date of Birth and select the Request Temporary Password button.

3. The Request for New Password Successful page displays.



o Business Services Online

W Socialsecurity gov BSO Welcome | BSO Information | Contact Usl Keyboard Navigation

Online Services Availability y . S o, HELP
S e ey o ;”f\a_i,ﬁ‘f_}f.“_‘_; Request for New Password Successful
Sunday: 8am - 11:30pm EST T

Your request for a new password by mail was

DON'T USE YOUR ful
BROWSER'S BACK successtul.
YT Your temporary password will be sent to you by first class mail

usually within 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. Please do not try to use it.

BSO Welcome

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

W Socilsecurty oy BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 7: If you have entered your information and selected the Submit New Password button
in Step 5, the Forgot Password Update Successful page displays.

- Busimess Services Onling

W Socialsecurty gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability ‘ - %, HELP
Monday — Friday: 5am — 1am EST | il’li““l , F
St 3am o I EST . il = Forgot Password Update Successful

Sunday: 8am — 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK Your forgotten password has been successfully
BUTTON
changed.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778,

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

Lesson 12: Update Your Registration Information



Follow the instructions below to update your registration information.

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

Step 2: Select the Log In button on the Business Services Online Welcome page. The system
displays the General Attestation and Login page.

—— Business Services Onlne

Wi Sociatsecuriy gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
Online Services Availability .\‘s‘ % ‘o HELP
Monday — Friday: 5am — 1am EST | - ifﬁlfl p Log In to BSO
Salurday: 5am — 11pm EST R e .
Sunday: 8am — 11:30pm EST User ID: | |
- (formerly referred to as PIN})
DON'T USE YOUR
BROWSER'S BACK Password: | | Forgot your password?
BUTTON (not case sensitive)
. I understand that the Social Security Administration (SSA) will validate the
Effective October 2007, your information | provide against the information in the SSA's files
Personal |dentification Number
(PIN} is now referred to as your 1 certify that:
Wiz * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
* | understand that SSA may prevent me from using these services if
S5A determines or suspects that there has been misuse of the services.
® | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both,

* | am authorized to do business under this User 1D.

By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.

] 1Accept.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

Wil Socialsecurty gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3: Enter your User ID and Password and select the | Accept checkbox after reading the

””””””””””” name of page.

conditions defined on the ]General Attestation and Login page\. Then select the Login button... w Comment [423]: Same comment re
The system displays the Main Menu page. (To return to the Business Services Online

Welcome page, select the Cancel button.)


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

. Busness Serviees Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl Contact Usl Keyboard Navigation

Online Services Availability ‘_. Gk LOGOUT HELP U d t
Meonday — Friday: 5am — 1am EST m Mal n Menu Welcome, Jane Doe p ate
Saturday: 5am — 11pm EST % ||||| Your password expires on July 28, 2008. menu
Sunday: 8am — 11:30pm EST
DONT USE YOUR Report Wages to Social Security
BROWSER'S BACK Submit, download, or process unsubmitted W-2s and W-2cs,
BUTTON View submission stalus, acknowledge resubmission notices, or

Request resubmission extensions

S View File/Wage Report Status with Name/SSN Errors
you must %r,st request access to that ! View report status, errors, and notice information

service. To request access to BSO
Services, select “Account

e i ey MUY Sacial Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN varification, or
Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Support Enforcement Services menu of
authorized applications

Account Maintenance
Request, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remove employer information

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

mmsecasearlygy BSO Main Menu | BSO lnfo.rmaﬁonl Contact Us | Keyboard Navigation

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays
the Account Maintenance page.



. Busingss Services Onlin

Wi Socilsecury gov BSO Main Menu | BSO Informationl Contact Usl Keyboard Navigation

Online Services Availability | .t o Meintenance LOGOUT HELP
Monday — Friday: S5am — 1am EST :ﬁ 3 Ek/ H
Saturday: S5am — 11pm EST T'\-,\i_""_TI_.\-' Accou nt Ma l ntena nce
Sunday: Sam = 11:30pm EST ' Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selected
BROWSER'S BACK separately to request activation. For some services, we use the U.S
BUTTON Pastal Service to send an activation code.

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Number {PIN) is now service(s).
referred to as your User ID, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-B00-772-6270 1o speak with Employer Cuslomer Service. For TOD/
TTY call 1-800-325-0778.

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

Step 5: Select the Update Your User Registration Information link on the Account
Maintenance page. The system displays the Update Your User Registration Information

page.



SocalSeuynlne Business Services Online

Www.socialsecurity.gov BSO Welcome | BSO Informa!ion' Contact Us | Keyboard Navigation

Online Services Availability i) Main Meny > Acpeunt Maintenance > Update Your User Registration Information HELP

nsnlaad;y - g;day'ﬁam - ;.:,[m EST m‘
aturday: S5am —11pm F3 . - .
Ilillii\\« Update Your User Registration Information

Sunday: Bam - 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK BUTTON

First Name: |Jﬂ”E |

Effective October 2007, your Personal

Identification Number (PIN) is now Middle Name: :’ (Optional)
referred to as your User 1D.
Last Name: [poe ]
Suffix: [ | (ptiona)

U.S. Social Security Number:  XXX-XX-9999

Date of Birth: (mmddyyyy)

Enter your permanent U.S. Domestic

Address or Forsign Address. Permanent Address Line 1: | 123 Main Strest |
Permanent Address Line 2: | | (Optional)
ciy
Country:  |United States ]
State Abbreviation (for U.S.) / Pravince:
ZIP (for Us ) / Postal Code: ZIP Extension orus): [____| (©ptona)

Phone Number:

.
i

Phone Extension:

[

{Optional)

Fax Number:

|

(Optional)

E-mail: | Jane Doe@janedoe com
(Naaded to notify you abaut registration and ather updates)

You may change the five questions and answers below that are used to verify your identity if you forget your
password.

Mother's Maiden Name:|«|
Name of High Sch:)nlz|v:|
Name of First Pel:‘vj
Favorite Color:[|
Grandfather’s First Name:[=]

Updats

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 6: Make the updates to your user registration and select the Update button. The systems
displays the Update Your User Registration Information Successful Page.



Socl Securty Onlne

Business Services Online

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

Online Services Availability

Monday — Friday: 5am — 1am EST
Saturday: 5am — 11pm EST
Sunday: 8am - 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON

i e, Main Menu > Account Maintenance > Update Your Registration Information L QGQUT HELP

“M< Update Your User Registration
Information Successful

Your user registration information has been updated.

Call 1-800-772-8270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

W Scaisecury g BSO Main Menu | BSO Informationl Contact Us | Keyboard Navigation




Lesson 13: Update Your Employer Information
Follow the instructions below to update your employer information.

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

Step 2: Select the Log In button on the Business Services Online Welcome page. The system
displays the General Attestation and Login page.

Business Services Onling

Socal Securty nlne

Wi Socialsecuiyov

Online Services Availability
Menday — Friday: 5am — 1am EST
Saturday: 5am - 11pm EST
Sunday: 8am — 11:30pm EST

m\ . "
%, I &

NagpaF

Effective October 2007, your
Personal |dentification Number
(PIN) is now referred to as your
User ID.

Need to complete your
phone registration?

Wi Sociasecurty gov

BSO Welcome | BS0 Information | Contact Us | Keyhoard Navigation

HELP

Log In to BSO

UserID: | [

(formerly referred to as PIN)

DON'T USE YOUR
BROWSER'S BACK Password: | | Forgot vour password?
BUTTON {not case sensitive)

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

I certify that:
* | understand that | may be subject to penalties if | submit fraudulent

information. | agree that | am responsible for all actions taken with my
User ID.

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

* | 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,

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

By checking the box below you certify that you have read, understand,
and agree fto the user certification of Business Services Online.

[ 1Aceept.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation



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

Step 3: Enter your User ID and Password and select the I Accept checkbox after reading the

conditions defined on the ]General Attestation and Login pagd. Then select the Login button...

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

Comment [424]: Same comment re
name of page.

-

Welcome page, select the Cancel button.)

S ety One
WHNSOcRIsecuritygov

Online Services Availability

Monday — Friday: 5am — 1am EST
Saturday: 5am - 11pm EST
Sunday: 8am — 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON

To use any Business Services Online,
you must first request access to that
service. To request access lo BSO
Services, select “Account

g Sk,

N Main Menu

Fonp,

Business Services Online

BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

LOGOUT HELP
Welcome, Jane Doe
Your password expires on July 28, 2008,

Report Wages to Social Security

Submit, download, or process unsubmitted W-2s and W-2cs,
View submission status, acknowledge resubmission notices, or
Request resubmission extensions

View File/Wage Report Status with Name/SSN Errors

View report status, errors, and notice information

Social Security Number Verification Service (SSNVS)

Maintenance”, From the Account
Maintenance page, select “Request
Access to BSO Services”.

Request online SSN varification, or
Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

Submit or updale a Business Taxpayer Information form lo receive form
1099 for work relatad to claimant representation

Office of Child Support Enforcement Services

Access the Office of Child Support Enforcement Services menu of
authorized applications

Account Maintenance

Request, acfivate or remove access fo services,
Re-request activation code for services,

Change your password,

Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

W Sacassecuriy gy

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

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays
the Account Maintenance page.



. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability Sy h"/, Main Menu > Account Maintenance M ﬂ
Monday — Friday: 5am — 1am EST | /08 i
Saturgay: Sam - 11pm EST “liii - Account Maintenance
Sunday: gam =11:2pmEST ' Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code
Activate Access to BSO Services
) Enter activation code(s) to gain full access to requested online
Effective October 2007, your Personal service(s)
Identification Mumber (PIN) is now ’
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

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

Step 5: Select the Add/Update Your Employer Information link on the Account
Maintenance page. The system displays the Update Your Employer Information page if
you have already provided your employer’s information in the past.



Social Security Online BUSiHESS Services Oﬂ.ﬁne

Ww.socialsecurity.gov S come Information
Online Services Availability NS s Moy > Accoun Mairsnancs > Updass You Emekoyee Inksrmation HELP
Monday - Friday: Sem - fam EST % il = .
Saturay: Sam - 11pm EST Update Your Employer Information

Sunday: 8am — 11:30pm EST

DON'T USE YOUR This employer information form is used 10 gather information about the busingss you own or by which you ane employed, We will
. compara this information with our records o verify you are currently employed by the business or organization you reprasent.
BROWSER'S BACK BUTTON Correspondence with your employer will be sent to the address we have on file.

To change your EIN you must first “Remaove Your jon” which will d i all active services with this employer

and then re-request senaces from "Account Maintenance”, "Request Acoess 1o BSO Services”,

I have an S5N and | am an employee of a business or an organization that has an EIN,

Employer Identification Number (EIN).  99-0909509

Business or O Mama: (Moo £ Inc ]

Please check the following statement ONLY if applicable.
O 1ama 3 party submitter registering 1o do business on behall of another business or organization.

I Cancel ] Update )

Call 1:800-772-6270 to spoai with Employer Gustomar Sandcs. For TODV
TTY cal 1-800-325-0778.

BSO Welcom [ S0 Information | Contact Us | Keyboard Na




Step 6: Update the information and select the Update button. The system shall display the
Update Your Employer Information Successful page.

. Business Services Oniine

i Socialsecurty gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability | " '“% MainMenu > Acount Mainterance > Update Your Employer Information  LOGOUT HELP
Monday — Friday: 5am — 1am EST , il’lim

Saturday: 5am — 11pm EST & Update Your Employer Information

Sunday: 8am - 11:30pm EST

Successful
DON'T USE YOUR
BROWSER'S BACK . .
BUTTON Your employer information has been updated.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

Wi Secaisecr iy ov BSO Main Menu | BSO Information ‘ Contact Us | Keyboard Navigation



Lesson 14: Remove Your Employer Information
Follow the instructions below to remove your employer information.

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

Step 2: Select the Log In button on the Business Services Online Welcome page. The system
displays the General Attestation and Login page.

Business Services Onling

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability m LOg In tO BSO M

Menday — Friday: 5am — 1am EST
Saturday: 5am — 11pm EST

Sunday: Bam — 11:30pm EST User ID: | |
(formerly referred to as PIN)
DON'T USE YOUR
BROWSER'S BACK Password: | | Forgot your password?
BUTTON {not case sensitive)
, I understand that the Social Security Administration (SSA) will validate the
Effective October 2007, your information | provide against the information in the SSA’s files.
Personal Identification Number
(PIN) is now referred to as your 1 certify that:
Wiz * | understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with my
User ID.
* | understand that SSA may prevent me from using these services if
S5A determines or suspects that there has been misuse of the services.
* | am aware that any person who knowingly and willingly makes any
representation to falsely obtain information from Secial Security records
and/or intends to deceive the Social Security Administration as to the
Need to complete vour true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both,

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

By checking the box belew you certify that you have read, understand,
and agree to the user certification of Business Services Online.

[ 1accept.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778

W sociasecurygov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation



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

Step 3: Enter your User ID and Password and select the I Accept checkbox after reading the

conditions defined on the ]General Attestation and Login page\. Then select the Login button... w Comment [425]: Same comment re
The system displays the Main Menu page. (To return to the Business Services Online

name of page.

Welcome page, select the Cancel button.)

1] L] L
. Business Services Online Replace
Socil SecurtyOnlne with
Wiwsocasecuiygey -~ BSO Main Menu | BSO Informationl ContactUsl Keyhoard Navigation updated
menu.
Online Services Availability S S, LOGOUT HELP
Q;Z‘ij:; ;Sff‘ﬁi’;;éf‘r”’ &8t ifﬁ‘“ » Main Menu ?:Jf?.?:sii?i 3«?:;98 on July 28, 2008.

Sunday: 8am — 11:30pm EST s

DON'T USE YOUR
BROWSER'S BACK
BUTTON

To use any Business Services Online,
you must first request access to that
service. To request access lo BSO
Services, select “Account
Maintenance”. From the Account
Maintenance page, select “Request
Access to BSO Services”.

ARSI

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays

Report Wages to Social Security

Submit, download, or process unsubmitted W-2s and W-2cs,
View submission status, acknowledge resubmission notices, or
Request resubmission extensions

View File/Wage Report Status with Name/SSN Errors

View report status, errors, and notice information

Social Security Number Verification Service (SSNVS)
Request online SSN varification, or
Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

Submit or updale a Business Taxpayer Information form lo receive form
1099 for work relatad to claimant representation

Office of Child Support Enforcement Services

Access the Office of Child Support Enforcement Services menu of
authorized applications

Account Maintenance
Request, acfivate or remove access fo services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

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

the Account Maintenance page.




. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability [ -, | sienance LOGOUT HELP
Monday — Friday: 5am — 1am EST | - 3 i
Saturday: 5am - 11pm EST '\‘\“““ & ACCO u nt M a I ntena nce
Sunday: Sam —11:30pm EST ' Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Mumber (PIN) is now service(s).
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

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

Step 5: Select the Remove Your Employer Information link on the Account Maintenance
page. The system displays the Remove Your Employer Information Successful page.



. Business Services Online

Wi Socialsecurity gov BSO Main Menu | BSO Information I Contact Us | Keyboard Navigation

Online Services Availability | - . Main Menu > Account Maintenance > Remove Your Employer Informaton  LOGOUT HELP
Monday — Friday: 5am — 1am EST r, h’"‘m ;
Saturday: 5am — 11pm EST Ty .
Sunday: 8am - 11:30pm EST Remove Your Employer Information Successful
DON'T USE YOUR Your employer information has been removed and all
BROWSER'S BACK access to services associated with that employer has been
BUTTON deactivated.

Select “Request Access to BSO Services” to request access to
business services online and add new employer information, if
required.

[ Request Access to BSO Services ]

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778,

W socalsecurly pv BSO Main Menu | BSO Informatioﬂ‘ Contact Usl Keyboard Navigation



Lesson 15: User ID Deactivation
Follow the instructions below to deactivate your User ID.

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 General Attestation and Login page.

il Busess Servies Cnlne

Wi Socasecurtygov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability '\lﬁ\;ﬁl % HELP
Monday — Friday: 5am — 1am EST il'lil‘i‘l - Log In to Bso
Saturday: 5am - 11pm EST Ry .
Sunday: 8am - 11:30pm EST User ID: | |
- {formerly referred to as PIN)
DON'T USE YOUR
BROWSER'S BACK Password: | | Forgot vour password?
BUTTON (not case sensitive)
: | understand that the Social Security Administration (SSA) will validate the
Effective October 2007, your information | provide against the information in the SSA's files.
Personal Identification Number
{PIN} is now referred to as your I certify that:
Lo & | understand that | may be subject to penalties if | submit fraudulent
information, | agree that | am responsible for all actions taken with my
User ID.
8 | understand that SSA may prevent me from using these services if
SSA determines or suspects that there has been misuse of the services.
s | 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
Need to complete your true identity of an individual could be punished by a fine or
phone registration? imprisonment, or both.
* | am authorized to do business under this User ID.
By checking the box below you certify that you have read, understand,
and agree to the user certification of Business Services Online.
] 1 Accent.
Cancel Log In
Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778.

Wi Socalsecurygov BSOWeIcome| BS Information|ContactUs| Keyboard Navigation



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

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

name of page.

conditions defined on the [General Attestation and Login page. Then select the Login button... W Comment [426]: Same comment re

Welcome page, select the Cancel button.)

) ' '
. Business Services Oniine Replace
wnsodsecuriygy ~~ BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation umpednaJEd

Online Services Availability | . .. LOGOUT HELP

iy S e T | VSN Main Menu Yee w2y 220

Sunday: 8am — 11:30pm EST Pirg e i

DON'T USE YOUR Report Wages to Social Security
BROWSER'S BACK Submit, download, or process unsubmitted W-2s and W-2cs,
BUTTON View submission slalus, acknowledge resubmission notices, or

Request resubmission extensions

View File/Wage Report Status with Name/SSN Errors

View report status, errors, and notice information

To use any Business Services Online,
you must first request access to that
service. To request access lo BSO
Services, select “Account
Maintenance”, From the Account
Maintenance page, select “Request
Access to BSO Services”

Social Security Number Verification Service (SSNVS)

Request online SSN verification, or
Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance
Reguesi, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

WA Socaiseurtyov

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

Step 4: Select the Account Maintenance link on the Main Menu page. The system displays
the Account Maintenance page.



. Busngss Services Online

Wi Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation
~’ Main Menu > Account Maintenance M ﬂ

e A BLES ﬁﬁ% Account Maintenance

Saturday: 5am - 11pm EST

Online Services Availability

Sunday: Sam —11:30pm EST " Request Access to BSO Services
B Select the option or options that best describe what you plan to do
DON'T USF‘E YOUR using this web site. The services available must be selecled
BROWSER'S BACK separately to request activation. For some services, we use the U.S.
BUTTON Postal Service to send an activation code

Activate Access to BSO Services
Enter activation code(s) to gain full access to requested online

Effective October 2007, your Personal :
Identification Mumber (PIN) is now service(s).
referred to as your User 1D, Re-request Activation Codes

Re-request activation code(s) if you have not received or have
misplaced them.

Remove Access to BSO Services
Disable your access to selected online services.

Deactivate Your User ID
Deactivate your user identification and disable your access to all
online services.

Change Your Password

Your password expires on July 28, 2008 and must be changed before
that date to keep your User ID active.

Update Your User Registration Information

Update or change your registration information — update name,
address, phone number, e-mail address, or change questions or
answers to forgot password guestions.

Add/Update Your Employer Information

Add or update employer information including your work location
address, phone number, or e-mail address.

Remove Your Employer Information

Remove your employer information and deactivate all services associated
with that employer.

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

mmscasicrlygy ~ BSO Main Menu | BS ormationlConlactUs|Keyboardwavigation

Step 5: Select the Deactivate Your User ID link on the Account Maintenance page. The
system displays the Deactivate User ID page.



Business Services Onling

Sl ety nle

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

Online Services Availability ."‘\ 3 2. Main Menu » Account Maintenance » Deactivate User ID LOGOUT HELP
Monday — Friday: 5am — 1am EST | 7 73A™S ;
e mesr. |+ ¢ Deactivate User ID
Sunday; 8am — 11:30pm EST
DON'T USE YOUR This will deactivate your User ID for Online
BROWSER'S BACK Services.
BUTTON

Effective October 2007, your Personal Password: I:|

Identification Number (PIN) is now refamed
to as your User [D.

Select the reason for deactivating your User ID:

® | am no longer authorized to use Online Services.

~ This User ID was compromised (e.g., disclosed to an
" unauthorized person).

If you deactivate your User ID you can no _
longer acgess Online Serviees. Cancel Deactivate

Call 1-800-772-6270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778,

mascasecriygy BSO Main Menu | BSO 1nformation| Contact Us|Ke~,fboard Navigation

Step 6: Enter your password and select the appropriate radio button. Select the Deactivate
button to deactivate your User ID. The system displays the User 1D Deactivated page.



il Busness Services Online

Wi Socialsecurty gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
Online Services Availability O T b, . LOGOUT HELP
Monday — Friday: 5am — 1am EST ﬁﬁ"ﬁk: USEI’ ID Deactlvated
Saturday: 5am —~ 11pm EST DregaF
Sunday: 8am — 11:30pm EST
DON'T USE YOUR : : .
BROWSER'S BACK Your Online Services User ID has been deactivated.
BUTTON
Effective October 2007, your Personal
Identification Mumber (PIN) is now

to as your User ID.

Call 1-800-772-6270 o speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

W Socialsecuriygov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation




Lesson 16: Contact Social Security Administration

Follow the instructions below to submit a question or statement to the Social Security
Administration.

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 General Attestation and Login page.


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

Online Services Availability
Monday — Friday: 5am — 1am EST
Saturday: 5am — 11pm EST
Sunday: 8am — 11:30pm EST

DON'T USE YOUR
BROWSER'S BACK
BUTTON

Effective October 2007, your
Personal |dentification Number
(PIN} is now referred to as your
User ID.

Need to complete your
phone registration?

Business Services Online

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Log In to BSO HELP
UserID: | |

(formerly referred to as PIN)

Password: | | Forgot your password?
{not case sensitive)

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

I certify that:

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

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

* | am aware that any person who knowingly and willingly makes any
representation to falsely obtain information from Social Security records
andior 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,

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

By checking the box below you certify that you have read, understand,
and agree fo the user certification of Business Services Oniine.

[ 1Accept.

Call 1-800-772-6270 to speak with Employer Customer Service, For TDD/
TTY call 1-800-325-0778

W Socialsecurty gov BSO Welcome | BSO Information | ContactUs| Keyboard Navigation

Step 3: Enter your User ID and Password and select the 1 Accept checkbox after reading the
conditions defined on the ]General Attestation and Login pagd. Then select the Login button.

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

-

Comment [427]: Same comment re
name of page.




Sl Business Services Online

Wik Socialsecurty gov BSO Main Menu | BSO Informationl ContactUsl Keyboard Navigation

Online Services Availability | . .. LOGOUT HELP Replace
Monday — Friday: Sam — 1am EST —'m‘%’ i Welcome, Jane Doe i
Saturd:y: Bam _y 11pm EST % iﬁim z M al n Men u Your password expires on July 28, 2008, Wlth
Sunday: 8am — 11:30pm EST Dpggul UpdatEd
i . . menu
SF?NVJ l—éSRE Y&Ji Report Wages to Social Security
0 BgTTC?N C Submit, download, or process unsubmitted W-2s and W-2cs,

View submission stalus, acknowledge resubmission notices, or
Request resubmission extensions

o B B n i View File/Wage Report Status with Name/SSN Errors
you must Fl’rst request access to that : View report status, errors, and notice information

service. To request access lo BSO
Services, select “Account

e e Social Security Number Verification Service (SSNVS)
Maintenance page, select “Request Request online SSN verification, or
Access to BSO Services” Submit file for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer
Information

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

Office of Child Support Enforcement Services

Access the Office of Child Suppert Enforcement Services menu of
authorized applications

Account Maintenance
Reguesi, aclivate or remove access o services,
Re-request activation code for services,
Change your password,
Update your user registration or employer information, or
Remaove employer information

Call 1-800-772-8270 to speak with Employer Customer Service. For TDD/
TTY call 1-800-325-0778.

ain Menu | BSO lnfo.rmationl Contact Us | Keyboard Navigation

Step 4: Select the Contact Us link from the header. The system displays the Contact SSA
pop-up window.



ﬁﬁ“ Social SecurityOnline

i Business Services Online

Social Security’s Business Services Online {(BS0) i

A BSO Help

FPlaase note that vou may have to close this window in ordar to resume your BSO session.
Close Browser Window
You can use the File menu to close this window.

Contact SSA

Type your question or comment below and select Send Your Message. Type your e-mail address andfor phone number with area code in the space provided
Allow one to three days to receive a response. Fields marked with an asterisk () MUST be completed

WARNING! Do not include private information, such as your Social Security Mumber, in your message. This messags will be
transmitted via Internet e-mail and could be viewed by a third party

Name: JANE DOE
E-mail:

(example: usemame@company.com)

Phone Number: [

GChoose BSO Program Questions or Comments for topics such as wage reporting instructions and deadlines, registration, or resubmission notices. Choose BSO
Technical Questions or Comments for topics such as communications problems, preparing wage data files, or Accuwage. Choose your region's Employer
Services Liaison Officer (ESLO) for general wage reporting concerns

Recipient:” Select your mail recipient... -
Message:
Send Your Message

Please note that you may have to close this window in order to resume your B session
Close Browser Window ]
You can use the File menu to close this window

Have a question? Call 18007726270 to speak with Employer Customer Service personnel
For TODATY call 1800-3250778.

Note: Your name, telephone number, and e-mail address should automatically appear in the
appropriate fields.

Step 7: Enter your telephone number in the Phone Number field if it is not populated. If your
phone number is in the field, verify that it is correct.

Step 8: Enter your e-mail address in the E-mail field if it is not populated. If your e-mail
address is in the field, verify that it is correct.

Step 9: Select the desired organization in the Recipient drop-down menu. This is a required
field.

Step 10: Type your message in the Message field. This is a required field.




Step 11: Select the Send Your Message button. (Select the Close Browser Window to cancel
the message.)

Step 12: Select the Close Browser Window button to close the pop-up window and return to
the BSO Main Menu.



