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BSO Tutorial for Tax Year 2007

Registration Services

Contains the following lessons:

e Registration for Domestic Registrants and Foreign
Reqgistrants

e Complete Phone Reqistration

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

and Remove Access

Login and Logout Procedures

Change and Forgotten Passwords

Update Y our Registration Information

User ID Deactivation

Contact SSA
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Lesson 1. Registration for Domestic Registrants

Follow the instructions below to register for a User ID and password if you are a domestic
registrant.

Step 1: Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

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

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

Registration Attestation HELP

BS0elcome = Registrati testati

Online Services Availability

o Monday-Friday: 5 AM - 1 AMEST Please read the following information about registering to use Business Services Online.

= Saturclay: 5 AM - 11 PM EST " ' : : i
o Sunday: 8 AM - 11:30 PMEST Please select the link below to read about S5A's legal authority for collecting information.

Paperwork Reduction Act Statement

DONT USE YOUR BROWSER'S BACK
BUTTON

Registering for Business Services

Effective as of October 2007, your To obtain a User ID and password, complete the registration form and select the submit button on the

Personal ldentification Number (PIN) ¢, 0ing page. The information you submit will be verified against our records

is now referred to as your User ID.
Upon successful registration, you will have your User ID and passwoaord
You may update your registration information or change your password at any time. Your User 1D waill
expirg if you do not change your password at least once a year. The systern will display your password

expiration date. If you provide an e-mail address during the registration process, you will receive an e-mail
notification when your User 1D is about to expire

| understand that the Social Security Administration (SSA) will validate the information | provide against
the information in S5A's files.

User Certification for SSA Business Services Online

| certify that:

« | am currently employed by the emplover associated with my registration and am authorized to
conduct business on behalf of the employer.

OR

I'am registering as the employer of an individual or individuals who warlds) for me in my
household.

OR
l'am registering as a self-employed individual

» | uUnderstand that | may be subject to penalties if | submit fraudulent information. | agree that | am
responsible for all actions taken with my User 1D,

« lunderstand that S5A may ban me andfor the company | represent from the use of these services if
554 determines or suspects 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 andfor intends to deceive the Social Security
Administration as to the true identity of an individual could be punished by a fine or imprisonment, or
both

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

| Do NOT Accept

Hawve a guestion? Call 1-800-T72-627# Monday through
Friclay, 7:00 a.m. to 7:00 pm. Eastern Tine to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
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Step 3. Select the | Accept button after reading and agreeing to the conditions stated on the
Registration Attestation page. The system displays the Registration for Business
Services Online form.

Social Security Online
WL O ke Ul .o

F}_ﬂllnl Services A}rallahﬂh_y_

= Mondsy-Fridey. 5 AM < 1 AR EST
» Saburday 5 AM. 18 PMEST
» Surdey B AM - 1130 PMEST

im:im USE YOUR BROWSER'S BACK|

Please snter your Emplaysr
ldentification Humber. Il you do MOT
havwe an EIN then leave this feld

Hank, More s,

|
- MNOTE: Accountants, CPAE, sle. You only nesd 1o regeler oncd in your own furn's name. Y¥ou can then condutt busingss fos

Business Services Online

BS0 Welcome | BS0 informaticn | Contact Us | Kevboard Masgation

Ty Registration for Business Services Online HELP

B Waithim ¥ Begabatian

Fam Approved: OME No. (9600026
Espiration date: (o000

¥ou must have an Employer Identification Mumber ([EIN) 10 reguest access (o the full range of Business Services Onfine, I
you ane selfemployed, you may reguaost limited access without an EIN, Appky For B

as many chents a% you with

Irdorreation Ak You, of Your Company of Busingss: wa will compare (hie informaton with oue records 1o venly you are
currenlly employed by the Compeny of DUtmess you fepresen]. Cofrespondance wih your employer will bé Lars 10 1he
addiess we Bivd on Bhe, nold The sddess you provide belew. Seladt fhis link for more help wilh complaticeg this foem

1 am an employes of a company that has an EIM
21 am Self Employed and have an EIN

2 1 am Seli Employed and do HOT have an EIM

3 1 am o Heugsehald Emplayer and e an EIN

O3 Pwork and peside outelde the U5, and have an EIN, bot Dda BOT have a L5, Social Security
Mumsber

Emplayei [domificarion Nuimbei {EIN) @ OF wou @0 HOT hawe an BIN thes leave Bic feld Blank)
Company Hame or Business Name: THE COMPANY
Company Plicne Number; J015557123
Campany Phons Extonslon: IOt
Flease check the statemsant belaw DMLY if applicable

m Fam @ 3rd pamy submiter registenng to do business on behall of andather
= company.
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Information About You: Ssnce pou are régueesting 3 Uleer 1D, we will need fo gather somi nformation about you The

Eftective asof Getaliar J00T, ot irdformation you provide will be companed with our records in order to varify your identity

Peisanal ldenification Mismbai (PINy
is mow relaired 1e a% yous Uear 10, Firel Namia:  JOHM

Midifle Nama: {Optienal)

Last Name: DOE
Please entar Name and S5H as they

appear an your Social Security Card, Suffix e s, o v (Dpbonan
::::1: ::)IleﬁIdh:;.n::Il:;:;:;n .5, Seclal Security Murber: | 12300 1325 (Myau 4o NOT haes an SSM leavs thin Al blask)

Date of Binth mmddoc e 05161952
Preferred Mailing &ddress Line 1: -1 Ho-Hams Street
Prefomed Malling Address Line #: Daticnal
Ciity: “onkars
Plewia antai a s Doimastic addiees
OF a loreign addiess. Mage ilo.
Country:  United Statas .
Srate Abbieviation ger U/ Province: RNy

Lip des v %)/ Postal Codes 10078 Zip Ent por s g (Optanal

Wk Plone Number; 018681123

Waik Phone Extension: Opticaaiy
Remiemben your password. Te snsane Fax Humber: P
your privacy, no one else can hve
ACCRSS 18 youl passwonil. Saclal E-puail:
Secuwiny can help you stan ths [Pt i ey i WO g AT ] e e regeiting R E0CO00 GOML
Plocess aver again, but we cannst -

ACCHEE youl passwond, Meie s,

Enfor Password: seessss® . mantive
Chooss your passwand: Yo User 1D

anil password are pequired 1o access Baaiter Passwoid: sSss8888 i pansies)
Business Services Ouline. Yo

Password mnust be 8 characters long . &t
anid be & comblnatizn of lefters and e

mimbers. Do HOT user special
characters. Paspwoids are HOT case
nithve. 9
s Mo fufn Haven & guestion™ Cal 1-B00-T12-82 T Modary e cugh
Fridary, 700 a.m, 10 .00 p m. Eastern Time 10 spoak wiih Emgloryer Custorers
Saiace perbotnel For TOODITT ool 1Sl XI5-8TTH

BS0 Welcoms | RS0 [nformatien | Centact Ls | Keybanrd Hmvgation

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

e Fieldsthat arenot required are marked with (Optional).

e Ane-mail reminder to change your password will be sent two weeks before
your password expireswhen a valid mandatory e-mail addressis provided.

e Do not use punctuation in any field. Thisincludes dashesin phone numbers.
The Help button, which islocated at the top of each page, linksto additional
help for each section.

e Passwordsmust be eight characterslong and contain numbersand letters.
Please remember your password.

Social Security Administration Page 4
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Step 5:  Select the Register button to process the registration form. The system displays the
Successful 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 isincorrect, the system re-displays the Registration
for Business Services Online formwith 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 Registration page for your User ID.

Social Security Online Business Services Online

Www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Successful Registration HELP

BE0 Welcome » Registration = Sueccessful Registration

Online Services Availability

& Monday-Friday: 5 AM - 1 AMEST
& Saturday: 5 AM- 11 PMEST
& Sunday: & Ab - 11:50 PM EST

Your registration request was successful.

Your User ID for Business Services Online is:

DONT USE YOUR BROWSER'S BACK
BUTTON 3ESTG6Y6

Please secure this User ID for your future use. You will need this ID and your password to

Effective as of October 2007, your R . ©
access Business Services Online.

Personal ldentification Number (PIN)
is now referred to as your User 1D.
Your passwiord will expire on 11/25/2008
Yol must change your password before this date to prevent it from expiring

To request access you must log in and select the "Account Maintenance", "Request Accessto BSO
Services" options.

Hawe & guestion? Call 1-800-T72-6270 Monday through
Frickay, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-300-325-07T§.

wWww.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 6:  Select the L ogin button to continue. The system displays the General Login
Attestation page. Refer to Lesson 8: Login Procedures for information on how to
loginto BSO.

Social Security Administration Page 5
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L esson 2: Registration for Foreign Registrants

Follow the instructions below to register for a User ID and password if you do not have an
SSN and you have aforeign address.

Step 1: Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

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

Social Security Administration Page 6
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Social Security Online Business Services Online

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

Registration Attestation HELP

BS0elcome = Registrati testati

Online Services Availability

o Monday-Friday: 5 AM - 1 AMEST Please read the following information about registering to use Business Services Online.

= Saturclay: 5 AM - 11 PM EST " ' : : i
o Sunday: 8 AM - 11:30 PMEST Please select the link below to read about S5A's legal authority for collecting information.

Paperwork Reduction Act Statement

DONT USE YOUR BROWSER'S BACK
BUTTON

Registering for Business Services

Effective as of October 2007, your To obtain a User ID and password, complete the registration form and select the submit button on the

Personal ldentification Number (PIN) ¢, 0ing page. The information you submit will be verified against our records

is now referred to as your User ID.
Upon successful registration, you will have your User ID and passwoaord
You may update your registration information or change your password at any time. Your User 1D waill
expirg if you do not change your password at least once a year. The systern will display your password

expiration date. If you provide an e-mail address during the registration process, you will receive an e-mail
notification when your User 1D is about to expire

| understand that the Social Security Administration (SSA) will validate the information | provide against
the information in S5A's files.

User Certification for SSA Business Services Online

| certify that:

« | am currently employed by the emplover associated with my registration and am authorized to
conduct business on behalf of the employer.

OR

I'am registering as the employer of an individual or individuals who warlds) for me in my
household.

OR
l'am registering as a self-employed individual

» | uUnderstand that | may be subject to penalties if | submit fraudulent information. | agree that | am
responsible for all actions taken with my User 1D,

« lunderstand that S5A may ban me andfor the company | represent from the use of these services if
554 determines or suspects 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 andfor intends to deceive the Social Security
Administration as to the true identity of an individual could be punished by a fine or imprisonment, or
both

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

| Do NOT Accept

Hawve a guestion? Call 1-800-T72-627# Monday through
Friclay, 7:00 a.m. to 7:00 pm. Eastern Tine to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

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

Social Security Administration Page 7
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Registration Services

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

Social Sécﬁ-ﬁly Online

www.socialsecurity.gov

Online Services Availability

# Monday-Fricsy: 5 &M -1 AMEST
» Saturday: 5 AM- 11 PMEST
® Sunday: § AM-11:30PMEST

DON'T USE YOUR BROWSER'S BACK
BUTTON

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

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

Please enter Name and SSN as they
appear on your Social Security Card.
If you do NOT have an SSH then
leave this field blank. More info.

Business Services Online

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

ES0 Welcome = Registration

Form Approved: OMB Mo, 0960-0628
Expiration date: 02/30/2009

You must have an Employer [dentification Mumber (EIN) to request access to the full range of Business Services Online. If

you are selfermployed, 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

Infarmation About You, or Your Company or Business: we will compare this information with our records to verify you are
currently employed by the company or business you represent. Correspondence with your employer will be cent to the
address we have on file, not the address you provide below. Select this link for mare help with completing this farm.

@ 1 am an employee of a company that has an EIN
© 1 am Self Employed and have an EIN

) 1am Self Employed and do NOT have an EIN

© 1am a Household Employer and have an EIN

O 1work and reside outside the U.S. and have an EIN, but | do NOT have a U.S. Social Security
Number

Employer ldentification Number (EIN): (009593999 (Ifyou do NOT have an EIN than leava this fiald blank))

Company Name or Business Name: [NO-MAME FROMAGE COMPANY

Registration for Business Services Online BSO HELP

Company Phone Number: |_DW|
Company Phone Extension: |_ ‘ (Dptionaly
Flease check the statement below ONLY If applicable
0O | am a third party submitter registering to do business on behalf of another
company.

Information About You: Since you are requesting a User |D, we will need to gather some information about you. The
information you provide will be cormpared with our records in order o verify your identity

Middle Name: ] (Optianal)

Last Name: DOE |
Suffix e, seonm, wy l_ (Optional)
U.S. Social Security Number: {111009993 (Ifyou do NOT have an SSN leave this field blank)

Date of Birth mmaacoyyy [06151961 |

Social Security Administration

Page 8
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Registration Services

Please enter a US Domestic address
OR a foreign address. More info.

Remember your password. To ensure
your privacy, no one else can have
access to your password. Social
Security can help you start the
precess over again, but we cannot
access your password. More info.

Choose your password: Your User 1D
and password are required to access
Business Services Online. Your
Password must be 8 characters long
and be a combination of letters and
numbers. Do NOT user special
characters. Passwords are NOT case
sensitive. More info.

www.socialsecurity.gov

Preferred Mailing Address Line 1:

Preferred Mailing Address Line 2:

City:

Country:
State Abbreviation for u.s.)/ Province:

Zip for 0.5.1/ Postal Code: |

Work Phone Number: |
Work Phone Extension:
Fax Number:

E-mail: .

[Meeded to notify you about reqgistration and other wage reporting
updates.]

Enter Password: |

Reenter Password:

Cancel

[7e018

GRUEDE X

(Optienaly

[PaRiS

| France

ENA

| Zip Extfor usy |
0011723344
| tOptionaly

(Dptienaly

ljacqued@nonamefromage.com

|meenomee | (ot cace cansitive)

(nat case sensitive)

Have a guestion? Call 1-800-TT2-6278 Monday through
Fridzy, 7:00 a.m. to 7:00 pm. Eastern Time to speak with Employer Customer
Service personnel. For TODATTY cal 1-800-325-0773.

BSOWelcome | BSO Information

| Contact Us | Keyboard Navigation

| tOptional

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

e Fieldsthat arenot required are marked with (Optional).
e Anemail reminder to change your password will be sent two weeks

provided.

e Donot use punctuation in any field.
The Help button, which islocated at the top of each page, linksto

additional help for each section.
e Passwordsmust be eight characterslong and contain numbersand letters.

Please remember your password.

Step 5t

before your password expireswhen a valid mandatory e-mail addressis

Select the Register button to process the registration form. The system re-displays

the Registration for Business Services Online form with alist of any corrections
you need to make before you can successfully register.

Step 6:

Select the Register button to process the registration form. The system displays the

Successful Registration page for your User ID. (To return to the Business Services

Online Welcome page without registering, select the Cancel button.)

Social Security Administration
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Social Security Online Business Services Online

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

Successful Registration HELP.

o

ES0 Welcome = Registration »

Online Services Availability

& Monday-Friday: 5 &M - 1 AMEST
& Saturclay: 5 AM- 11 PMEST
® Sunday: § AM - 11:30 Phi EST

Your registration request was successful.

Your User ID for Business Senvices Online is:

DONT USE YOUR BROWSER'S BACK
BUTTON 3E5TG6Y6

Please secure this User ID for your future use. You will need this ID and your password to

Effective as of October 2007, your . . i
access Business Services Online.

Personal Identification Number (PIN)
is now referred to as your User ID.

Your password will expire on 11/25/2008
You must change your passwiord before this date to prevent it from expiring.

To request access you must log in and select the "Account Maintenance”, "Request Access to BSO
Services" options.

Have & guestion? Call 1-800-T72-62T6 Mandsy through
Fricday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-800-325-07738.

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

Step 7. Select the BSO Welcome button to exit this page. The system displays the Business
Services Online Welcome page.

If you register without providing a U.S. Social Security Number, additional
authentication will be required before you can use BSO.

Social Security Administration Page 10
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L esson 3: 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.soci al security.gov/bso/bsowel come.htm.

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

Social Secility Online Business Services Online

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

i Complete Phone Registration HELP
ES0 Welcome > Complete Phone Registration

Online Services Availability A Useridentification {(User ID) and password are required to use Business Services Cnline. Your User 1D
wias issued during the registration process. You must now choose your personal password to complete
registration.

» Monday-Friday: 5 AM - 1 &M EST
* Saturday: 5 AM- 11 PMEST
= Sunday: &AM - 11:30 PMEST

User ID: l:l

DONT USE YOUR BROWSER'S BACK First N . |:|
BUTTON irst Name:
Effective as of October 2007, your . .
Personal ldentification Numhir (PIN} U.S. Social Security Number: l:l (Ifyou do NOT have an 55N leave this field blank)

is now referred to as your User ID. Date of Birth i mo 0 vvv g l:l

Employer ldentification Number (EIN): I:| (ityou da NOT have an EIN then leave this field blank)

Enter Password: I:I
Enter your Employer ID Number or Re-enter Password: l:l
:Eelzve blank if you Do NOT have an | Camplets Phons Registation

Enter your Social Security number or
leave blank if you Do NOT have an
SSN.

Your password must be at least §
characters long and be a
combination of letters and numbers.
For example, there must be at least 1
letter and 1 number in your

password. Passwords are NOT case Have & guestion? Call 1-800-T72-6270 Monday through
sensitive. Do Not use special Fricday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
characters. Service personnel. For TDDUTTY call 1-800-325-0778.

www.socialsecurity.gov BSOWelcome | BSO [nformation | Contact Us | Keyboard Navigation

Social Security Administration Page 11
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Step 3.  Enter the appropriate fields on the Business Services Online Complete Phone
Registration page.

U.S Social Security Number and Employer Identification Number (EIN) are
not required fields, depending on how you intend to register.

Step 4. Select the Complete Phone Registration button. The system displays 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.)

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

page.

Social Security Administration Page 12
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L esson 4. Request Accessto BSO Services

Follow the instructions below to log in to BSO with your User 1D and password.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2 Select the Log I n button on the Business Services Online Welcome page. The
system displays the General Login Attestation page.

Social Security Online Business Services Online

WwWW.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

General Login Attestation HELP

Bt

BSO welcome * General Login Attestation

Online Services Availability

o Monday-Friday: 5 AM- 1 A EST | understand_ tha_t the SQCi_aI Security Administration (SSA) will validate the information | provide against
the information in S5 A's files

» Saturday: 5 .AM- 11 PMEST
= Sunday: B AM - 11:30 PMEST

| certify that
oL Wz Yoggfr%gwsms BRCK « | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am
responsible for all actions taken with my User 1D,
Effective as of October 2007, your « |understand that S3A may ban me andfor the company | represent from the use of these services if
Personal ldentification Number (PIN} SSA determines or suspects there has been misuse of the services.

is now referred to as your User |D.

« | am aware that any person who knowingly and willfully malkes any representation to falsely obtain
infarmation from Social Security records andfor intends to deceive the Social Secunty
Administration as to the true identity of an individual could be punished vy a fine or imprisonment, or
bath.

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

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

| Do NOT Accept

Have & guestion? Call 1-300-T7T2-62T0 Monday through
Friday, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODVTTY call 1-800-325-07T8.

WwWW.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displaysthe Log In to BSO page.

Social Security Administration Page 13
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Social Security Online Business Services Online

WWw.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

o Log In to BSO HELP

\\\\\\

BS0 Welcome * Login

Online Services Availability

& Mondsy-Fricay: 5 AM - 1 AMEST

& Saturday: 5 AM- 11 PMEST User ID:| JEFTGEYE
& Sunday: § AM - 11:30 PM EST Pa or(l'

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

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

Cancel Login

Type your User ID and password:
then select Log In.

Keed to complete your phone
registration?

Have a guestion? Call 1-800-T72-6270 Monday through
Frickay, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-300-325-07T§.

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

Step 4:  Enter your User ID and password.
Step 5. Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

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

Social Security Administration Page 14
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Social Security Online Business Services Online

www_socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu LOGOUT | HELP

Online Services Availability

Welcome, PATRICIA ORTALE

» Monday-Friday: 5 &M - 1 Al EST .
Your password expires on February 26, 2008

® Saturday: 580 - 11 PMEST
® Sunday: 5 &M - 11:30 PM EST
Account Maintenance
DONT USE YOUR BROWSER'S BACK Request, activate or remove access to senices
BUTTON Re-request or deactivate access to semvices
Change your password

Have a guestion? Call 1-800-T72-62T0 Monday through
Friday, 7:00 am. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

wWww.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation

Step 6:  Select the Account Maintenance link to display the Account Maintenance menul.

Social Security Online Business Services Online

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

; Account Maintenance LOGOUT | HELP

BS0 Main Menu * Account Maintenance henu

Online Services Availability

Request Access To BSO Services

® Monday-Fricay: 5 AM - 1 AMEST Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you
* Saturday: S AM-11 PMEST have completed your request, an activation code may be mailed.

* Sunday: B A6 -11:30 PM EST

Deactivate Your User ID
DON'T USE YOUR BROWSER'S BACK Deactivate your user identification and disable your access to B30 services.
BUTTON

Change Your Password
Your password expires on February 26, 2008 and must be changed before that date to keep your User 1D active.

Effective as of October 2007, your Update Your Reg_istration Information
Personal ldentification Number (PIN) Update or change your registration information - correct address, phone number, company phone number, or e-mail
is now referred to as your User 1D. address

B30 Main Menu

Have a gquestion? Call 1-800-T72-62T0 Manday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TODVTTY call 1-800-325-0778.

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

Step 7. Select the Request Accessto BSO Services link to display the Request Access to
BSO Services page.
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Request Access To BSO Services

Sebect the option or oplions that best describe the type of business you plan to conduct with Social Secunty, Once you
heave complabed your request, &0 Stivalon code may be mailed

Social Security Online Business Services Online

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

Request Access to BSO Services LOGOUT | HELP

BS0O Main Menu » Account Maintenance Mena = Request Access

Online Services Availability Select Service Suite
# Monday-Fricay: 5 AM - 1 AWM EST . . el . .
o Saturday: 5 AM - 11 PMEST Ycu._l must re_quest access to do specific functions within a service suite. Let us help you choose
» Sunday: 6 &M - 11:30 PMEST which functions to add.

DON'T USE YOUR BROWSER'S BACK Employer Services Suite:
BUTTON

Electronic Wage Reporting Service
Allows use of ane or more of the follwing services

« Reporting Wages to Social Security

« View FileMage Reports Status, Errors, and Error Motices without Mame / SSMN Errars

« View Filefage Reports Status, Errors, and Error Motices with Mame / SSM Errors
AND/OR
Social Security Number Verification Service (SSNVS)
Allowys the completion of an online form or submission of a file to request verification of names and Social
Security Numbers of employess.
[ Attorney Services Suite:
Form SSA-1694 Business Taxpayer Information
Allows attorneys or authonzed representatives to register with Social Securty for Form S5A-1694
Request for Business Entity Taxpayer Information and perform the following functions:

« Complete Form $5A-1694 Business Taxpayer Information
« Update Form S5 4-1694 Business Taxpayer Information

Have a question? Call 1-800-772-6270 Monday thraugh
Friclay, ¥:00 &.m. to 7:00 p.m. Esstern Time to spesk swith Employer Customer
Service perzonnel. For TODDUTTY call 1-800-325-0778.

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

Step 7. The Employer Services Suite isthefirst step of the BSO Request Access Wizard
and will allow the request of access to the Employer Service Suite of services.
Select the checkbox(es) for the service(s) to which you are requesting access.

If you do not see an option for a particular function, you may (1) have access
already, (2) have requested access recently, or (3) not have the required
permissions to gain access.
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Socal Security Online Business Services Online

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

Request Access to BSO Services LOGOUT | HELP

BES0 Main Menu » Account Mairtensnce kenu > Request Access

Fggnt

Online Services Availability Page 10f3

» Monday-Friday: 5 AM-1 AW EST
» Saturday: 5 .AM- 11 PMEST
= Sunday: B AM - 11:30 PMEST

Report Wages to Social Security

Do you want to report wages to Social Security?

DONT USE YOUR BROWSER'S BACK ) ) ) ) )
BUTTON 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,

Viewing basic submission status « Upload wage submission or resubmission files that are prepared in the Electronic Filing

|)rovifles a Iimite_(l fJeneraI s‘tfnus. (EFW2IEFW2C) format,

gfeg'ﬁE’W:;‘:';;‘;'ti‘:‘:"glr'nf;ra‘;:ﬁ“é'r':ﬂr « Acknowledge resubmission request notices and obtain time extensions for submission requests,
Notices with or without Name/SSN and i

Errors, access must be requested on » View basic submission status.

the "Request Access to BSO, View

File/Wage Status, Errors and Errers @ Yes

Notices™ page that follows.

O Mo

<< Previous MNext >>

Have & gquestion? Call 1-300-T72-62T0 Monday through
Fridsy, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDUTTY call 1-800-325-0778.

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

Step 8. Request access to Report Wages to Social Security by selecting the “Yes” radio
button and the “Next” button.
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Social Security Online Business Services Online

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

Request Access to BSO Services LOGOUT | HELP

BS0O Main Meny * Account Maintensnce Menu = Request Access

Online Services Availability Page 2 of 3

= Monday-Fricsy: 5 AM - 1 AWM EST . . .

o Seimty 5211 RIEST View File | Wage Report Status, Errors and Error Notices

* Suncay: 5 AM-11:30 PMEST

Wiew File S \Wage Report Status service allows yol to view the processing status of wage information
- submitted by or for your employer. This service also allows you to review any errors the Social Security

DUNIILSE Yoggﬁg?‘wsm SIEREK Administration found in the submitted information, and any error notices_ the Social _Security Adm\niStrat_ion
sent to your employer. You can choose whether the errors and errar notices you review include infarmation
about Mames f S5M errors.

Access to review wage information with or without Name / S5 errors requires obtaining an
activation code which may take up to 2 weeks. The activation notice for reviewing wage
infarmation status without Mame / SSM errors is sent directly to you. Access to review wage

& information with Mame / SSM errors invlovles a more rigorous process and requires
preauthaorization from your employer If access is requested with Mame [ 55N errars, your
employer will be notified via first class mail to the address we have on record, usually within 2
wigeks. The notice will include an activation code which is needed to activate your reguest.
You must then return to the BSO web site and enter the activation code

O 1 do NOT want any additional Submission Information. Basic Submission Status is included with
"Report Wages to Social Security”.

® Irequest access to View File /Wage Report Status, Errors and Error Notices without Name / SSN
errors.

O Irequest access to View File /VWage Report Status, Errors and Error MNotices with MName / SSN
errors.

<< Previous

Have a guestion? Call 1-800-T72-62T0 Monday through
Frickay, 7:00 s.m. to 7:00 p.m. Esstern Time to spesk with Employer Customer
Service perzonnel. For TODUTTY call 1-800-325-0778

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

Step 9: Request desired view of File/Wage Report Status by selecting one of the radio
buttons and the “Next” button.
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Social Security Online Business Services Online

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

Request Access to BSO Services LOGOUT | HELP

BES0 Main Menu * Account Mairtensnce hMenu > Request Access

Online Services Availability Page 3 of 3

# Monday-Fricksy: 5 AM -1 AW EST
» Saturday: 5 AM - 11 PMEST
® Sunday: 8 AW - 11:30 PM EST

Social Security Number Verification Service (SSNVS)

Do you want to verify Social Security Numbers Online?
DONT USE YOUR BROWSER'S BACK ) ) ) T ) '
BUTTON Requesting access for the Social Security Number Verification Service will allow you to complete an
online form or to submit files to reguest verification of names and Social Security Mumbers of employess
of the company for which you warlk or of the company that has hired you to perform this service.

Proper Use of Social Security Number
Verification Service . . . . .
Access to the name/mumber verification service involves a more rigorous process and

& requires pre-authorization from your employver. If access is requested, yvour emplover will be
notified wia first class mail, usually within 2 wiseks. The notice will include an activation code
wihich is needed to activats your reguest.

@ Yes

O Mo

<< Previous MNext >

Have a guestion? Call 1-800-T72-62T0 Monday through
Friday, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODVTTY call 1-800-325-07T8.

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

Step 10: Request access to Social Security Number Verification Services (SSNVS) by
selecting the “ Y es’ radio button and the “Next” button. The system will display the
Request Summary on the Request Access to BSO Services page
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Social Security Online Business Services Online

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

B Request Access to BSO Services LOGOUT | HELP

BE0 Main Menu = Account Maintenance Menu = Request Access

Online Services Availability Request Summary

= Monday-Friday: 5 AM -1 AMEST R R
o Soturday: 5 AM - 11 PMEST You have selected the following functions:

® Suncay: 3 AM - 11:30 PMEST
Report Wages to Social Security

DUNGILSE YO;'S-I?I-RO%WSER SIBRCH View File / Wage Report Status. Errers and Error Notices without Name/SSN Errors

Social Security Number Verification Service (SSNVS)

Selectthe "Confirm” button below to send your access request to the Social Security Administration. If you
wish to make changes, use the "==< Previous" buttan to return to the appropriate page.

<< Previous Caonfirm

Hawe & question? Call 1-800-T72-6270 Monday throudgh
Friclary, 7:00 &.m. to 7:00 pom. Eastern Time to speak with Employer Customer
Setvice personnel. For TODVTTY call 1-800-325-077%.

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

Step 11: Review thelist of functions selected and select the “ Confirm” button to confirm the
selections. The system displays the Request Access to BSO Services Confirmation

page.
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Social Security Onlize Business Services Online

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

Request Access to BSO Services Confirmation LOGOUT | HELP

BS0 Main Meny » Account Maintensnce Menu > Request Accessto BSO Services » Request Access to BSO Services Confirmation

Online Services Availability Your request for access to the services and tasks listed below was received on August 01, 2007.

» Monday-Friday: 5 AM -1 AMEST
o Saturcay: 5 AM-11 PMEST Flease print this for your records.

* Sunclay: 8 AM - 11:30 PM EST . .
Report Wages to Social Security

Your may begin to use this service immediately

DONT USE YOUR BROWSER'S BACK
BUTTON

View File/Wage Report Status, Errors, and Error Notices without Name / SSN Errors
Your activation code has been sent by first class mail to the address we hawve on record for your
amployer. [GLEMN BURMIE |, MDY

Activation codes add a layer of

security to the employer and Social Security Number Verification Service

employee using Business Services Your activation code has been sent by first class mail to the address we have on record for your

OllliI]e. If the sgwi(_:e you re(|ueste(_| employer [GLEN BURNIE , WD)
requires an activation code, you will

not be able to use this service until

you receive this code. Activation
codes are usually received within 2

weeks.

To enable your services when your

activation code arrives, select

Account Maintenance from the BS0O

Main Menu and then select the Have a question? Call 1-800-772-6270 Manday through

Activate Access to BSO Services link. Friday, 7:00 am.to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TODUTTY call 1-300-325-0778

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

The confirmation screen 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.

Step 12: Select the BSO Main Menu button to return to the BSO Main Menu.
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Lesson 5: Activate Accessto BSO Services

Step 1. Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bos/bsowel come.htm.

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

Social Security Online Business Services Online
WwWW.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
’ﬁﬁ‘* General Login Attestation HELP

"M
BSO welcome * General Login Attestation
Online Services Availability

o Monday-Friday: 5 AM- 1 A EST | understand_ tha_t the SQCi_aI Security Administration (SSA) will validate the information | provide against
the information in S5 A's files

* Saturday: 5AM-11 PMEST

*» Sunchay: 8 AM - 11:30 PM EST .
| certify that

oL Wz Yoggfr%gwsms BRCK « | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am

responsible for all actions taken with my User 1D,

Effective as of October 2007, your o |understand that SSA may ban me andfor the company | represent from the use of these services if
Personal ldentification Number (PIN} SSA determines or suspects there has been misuse of the services.
is now referred to as your User |D.
« | am aware that any person who knowingly and willfully malkes any representation to falsely obtain
infarmation from Social Security records andfor intends to deceive the Social Secunty
Administration as to the true identity of an individual could be punished vy a fine or imprisonment, or
bath.

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

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

| Do NOT Accept

Have & guestion? Call 1-300-T7T2-62T0 Monday through
Friday, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODVTTY call 1-800-325-07T8.

WwWW.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displaysthe Log In to BSO page.
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Social Security Online Business Services Online

WWw.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

o Log In to BSO HELP

\\\\\\

BS0 Welcome * Login

Online Services Availability

& Mondsy-Fricay: 5 AM - 1 AMEST

& Saturday: 5 AM- 11 PMEST User ID:| JEFTGEYE
& Sunday: § AM - 11:30 PM EST Pa or(l'

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

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

Cancel Login

Type your User ID and password:
then select Log In.

Keed to complete your phone
registration?

Have a guestion? Call 1-800-T72-6270 Monday through
Frickay, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-300-325-07T§.

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

Step 4:  Enter your User ID and password.

Step 5. Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

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

www.socialsecurity.gov

Online Services Availability

= Mondsy-Friday: 5 A0 -1 4M EST
= Saturcay: 5 AM - 11 PMEST
® Sunday: & AM - 11:30 PM EST

DONT USE YOUR BROWSER'S BACK
BUTTON

Business Services Online

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

Main Menu LOGOUT | HELP

Welcome, PATRICIA ORTALE
Your password expires on February 26, 2008

Report Wages

Submit, download or process W2s and W2cs
Yiew submission status, acknowledge resubmission notices or
Request resubmission extensions

Account Maintenance
Request, activate or remove access to semvices
Re-request or deactivate access to services
Change your password

Have a question? Call 1-800-T72-6270 Monday through
Friclsy, 7:00 s.m. to 7:00 p.n. Esstern Time to spesk with Employer Customer
Service personnel. For TODTY cal 1-800-325-07T8

Social Security Online

wWww.socialsecurity.gov

Online Services Availability

Business Services Online

BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation

i Account Maintenance LOGOUT | HELP

BS0O Main Meny » Account Maintenance henu

Request Access To BSO Services

# Monday-Fricay: 5 AM - 1 AMEST
» Saturday: 3 AM-11 PMEST
* Sunday: B A6 -11:30 PM EST

Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you
have completed your request, an activation code may be mailed.

Activate Access To BSO Services

DONT USE YOUR BROWSER'S BACK
BUTTON

Enter activation code(s) to gain full access to requested BS0 service(s).

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

www_socialsecuri

Remove Access To BSO Services

Disable your access to BSO sewices

Deactivate Your User ID

Deactivate your user identification and disable your access to BS0 services.

Change Your Password
Your password expires on February 26, 2008 and must be changed before that date to keep your User 1D active.

Update Your Registration Information
Update or change your registration information - correct address, phone number, company phone number, or e-mail
address.

B30 Main kenu

Have a gquestion? Call 1-800-TT2-62T0 Monday through
Fricday, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Custamer
Service perzonnel. Far TDDUTTY call 1-800-325-0778.

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

Social Security Administrati
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Step 7. Select the Activate Accessto BSO Serviceslink.

Activate Access To BSE0 Services
Erter activation code(s) bo gain full access to requestsd B50 denmce(s)

The system displays the Activate Access to BSO Services page.

Social Security Online Business Services Online

www.socialsecurity.gov

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

Activate Access to BSO Services LOGOUT | HELP.

BS0 Main Menu » Accourt Maintenance Menu = Activate Access

Online Services Availability

o Monday-Friday: 5 AM - 1 AMEST Please enter the activation code for any service for which you have requested access and received an
o Seturday 5 AM- 11 PMEST activation code. Activation codes may only be entered one at a time

® Sunday: 5 AM - 11:30 Pk EST . . . -

[f you have received more than one activation code vou will have the option to enter the remaining codes
IONTIUSENOIREROWSERSIERGK] “PO" the successiul or unsuccessful activation of each code entered

BUTTON
Enter Your activation code:

Have a gquestion? Call 1-800-T72-62T0 Mandsy through
Friday, 7:00 s.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-800-325-0778.

www.socialsecurity.gov

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

Step 8: Enter the activation code in the Enter Y our Activation Code field. and select the

Activate button. The system displays the Activation Code Approved page. (To
return to the BSO Main Menu, select the Cancel button.)
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Social Security Online Business Services Online

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

Activation Code Approved LOGOUT | HELP

ES0 Main Menu > Accourt Maintenance Menu > Activate Access = Activate Access Successful

Online Services Availability

& Monday-Friday: 5 &M - 1 AMEST . . .
o Saturday: 5 &M - 11 PMEST Your request to View FilelWage Report Status, Errors, and Error Notices has been approved.

® Sunday: & AM - 11:30 P EST o o
Please select the "Enter Activation Code" button to enter another activation code, or select the "BSO Main
DONT USE YOUR BROWSER'S BACK| Menu” button to access View Filefage Report Status, Errors, and Error Motices.

BUTTON
B30 Main benu | Enter Another Activation Code |

Have a gquestion? Call 1-800-T72-62T0 Mandsy through
Fridday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Emplover Customer
Service personnel. For TDDVTTY call 1-800-325-07738.

wWww.socialsecurity.gov BSO Main Menu | BSO [nformation | Contact Us | Keyboard Navigation

Step 9 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 Another Activation Code link to enter another activation code.
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L esson 6: Re-Request Activation Codes

Follow the instructions below to re-request activation codes for BSO services. Usethis
option if you have not received your activation codes from Social Security or if you have
misplaced them. Y ou may re-request activation codesif it has been at |east 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.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Log I n button on the Business Services Online Welcome page. The
system displays the General Login Attestation page.

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | HKeyboard Navigation

General Login Attestation HELP

BEO Welcome = General Login Attestation

Online Services Availability

| understand that the Social Security Administration (5547 will validate the information | provide against

# Monday-Fricay: 5 AM -1 AW EST N N A e
the information in SSA's files

» Saturday: 5.4M- 11 PMEST
* Sunday: 8 Aw - 11:30 PM EST
| certify that
DONT USE YOUR BROWSER'S BACK ) ) ) )
BUTTON « | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am
responsible for all actions taken with my User 1D

Effective as of October 2007, your « |understand that SSA may ban me andfor the company | represent from the use of these services if
Personal ldentification Number (PIN} SSA determines or suspects there has been misuse of the services.

is now referred to as your User |D.

| am aware that any person who knowingly and willfully makes any representation to falsely obtain
infarmation from Social Security records andfor intends to deceive the Social Security
Administration as to the true identity of an individual could be punished By a fine or imprisonment, ar
bath.

« | am authorized to do business under this User 1D

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

| Do NOT Accept | Accept

Have & guestion? Call 1-800-T72-62T8 Monday through
Fridksy, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | HKeyboard Navigation

Step 3:  Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Log In to BSO page.
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Social Security Online Business Services Online

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

Loginto BSO HELP

BS0 Welcome » Login

Online Services Availability

® honday-Friday: 5 AM - 1AM EST

& Saturday: 5 AM- 11 PMEST User ID:| 3EBTGEYE
& Sunday: § AM - 11:30 PMEST Pa o[(l'

(not case sensitive)

DON'T USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

Effective as of October 2007, your
Personal ldentification Number {PIN}
is now referred to as your User ID.

Cancel Login

Type your User ID and password;
then select Log In.

Need to complete your phone
registration’?

Harve & guestion? Call 1-800-T72-62T0 Monday through
Frickay, 7:00 a.m. to 7:00 pun. Eastern Time to speak with Employer Customer
Service personnel. For TDDUTTY call 1-300-325-0778.

wiww.socialsecurity.gov BS0 Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 4:  Enter your User ID and password.

Step 5:  Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

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

Social Security Administration Page 28



BSO Tutorial — Tax Y ear 2007 Registration Services

Social Security Online Business Services Online

www_socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu LOGOUT | HELP

i

Online Services Availability

Welcome, PATRICIA ORTALE

» Monday-Friday: 5 &M - 1 Al EST .
Your password expires on February 26, 2008

» Saturday: 5.2aM - 11 PMEST

o Sunday &AM - 11:30 PM EST .
Account Maintenance

DONT USE YOUR BROWSER'S BACK Request, activate or remove access to senices
BUTTON Re-request or deactivate access to semvices

Change your password

Have a guestion? Call 1-800-T72-62T0 Monday through
Friday, 7:00 am. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

wWww.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation

Step 6:  Select the Account Maintenance link to display the Account Maintenance menul.

Social Security Online Business Services Online

www.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | Keyboard Navigation

T Account Maintenance LOGOUT | HELP
BSO Main Menu » Account Maintenance Menu

Online Services Availability

o Monday-Friciy: 5 AM - 1 AMEST Request Access To BSO Services
® Saturday: 5 AM- 11 PMEST Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you
hawe completed your request, an activation code may be mailed.

* Sunday: 8 &M - 11:30 PMEST

DON'T USE YOUR BROWSER's Back| R€-Request Activation Codes _
BUTTON Re-request activation code(s) if you have not received or have misplaced them.

Remove Access To BSO Services

Disable your access to B30 sewices

Deactivate Your User ID

Deactivate your user identification and disable your access to BS0 services.

Change Your Password

Effecti f October 2007, -
eciive as o oner LAl Your password expires on February 26, 2008 and must be changed before that date to keep your User 1D active.

Personal ldentification Number (PIN)
is now referred to as your User ID.

Update Your Registration Information
Update or change your registration information - correct address, phone number, company phone number, or e-mail
address

B30 Main kenu

Have a guestion? Call 1-800-7T72-62T0 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TODTTY call 1-800-325-0778.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
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Step 7:  Select the Re-Request Activation Codes link.

Re-Request Activation Codes
Fe-request Ciwalmen code(s) if you Rave nod recesed or have mrsplaced 1hem

The system displays the Re-Request Activation Codes page.

Social Sectlity Online Business Services Online

www.socialsecurity.gov BS0 Main Menu | BSO Information | Contact Us | HKevhoard Mavigation

Re-Request Activation Codes LOGOUT | HELP

BS0O Main Menu * Account Maintenance Mena » Re-Request Activation Codes

S
i

Online Services Availability I you previoushy requested access to Business Services Online services and have not received, or hawve
misplaced your activation code(s), you may re-request them here. If it has not been at least 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.

= Monday-Fricsy: 5 AM - 1 &M EST
» Saturday: 3 AM - 11 PMEST
® Sunday: 8 AM - 11:30 PM EST

DONT USE YOUR BROWSER'S BACK

BUTTON [ View File'Wage Report Status, Errors, and Error Notices with Hame / SSH Errors
i . . « Review the status of wage files andior wage reports submitted by or for your company,
Select this link for more information o Review the errors, including MamefSocial Security Mumber mismatches, found by Social Security
LedardinojthelProperlIseafsosial in wage files submitted by or for your company, and

Security Number Verification Senvice ; . . . i . .
« Review error notices, including Mame/Social Secunty Mumber Mismatch notices, sent by Social

Security about wage files submitted by or for your comparny

*Access to this service involves a more rigorous process and requires pre-authorizaton from your employer. If it
has been 2 weeks since you requested this access and you ave not yet received your activation code from your
employer, please check with your empoyer first before re-requesting another activation code.

[ Social Security Number Verification Service (SSNVS)

« Complete an online form or submit files to request werification of names and Social Security
Mumbers of employess of the company for which you waork or of the company that has hired you to
perform this service

*Access to this service involves a more rigorons process and requires pre-authorizaton from your employer. If it
has been ? weeks since you requested this access and you ave not yet received your activation code from your
employer, please check with your empoyer first before re-raquesting another activation code.

Have a question? Call 1-800-772-6270 Monday thraugh
Friclay, ¥:00 &.m. to 7:00 p.m. Esstern Time to spesk swith Employer Customer
Service personnel. For TODVTTY call 1-800-325-0778.

www.socialsecurity.gov BS0O Main Menu | BSO Information | Contact Us | Keyhoard Havigation

Step 8. Select the checkbox(es) of the service(s) you recently requested.

Step 9:  Select the Re-Request button. The system displays the Re-requested Activation
Codes Confirmation page.
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Social Sectfity Online Business Services Online

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

'm“ Re-Request Activation Codes Confirmation LOGOUT | HELP

BS0 Main Menu = Account Maintenance Menu = Reguest Access to BS0 Services ® Re-Request Adtivation Codes Confirmation

Online Services Availability Your re-request was received on Jul 13, 2007.

* Monday-Fricksy: 5 AM - 1 AMEST R X
o Saturday: 5 AM-11 PMEST Please print this for your records

* Sunciay: 6 AM - 11:30 PM EST . . . .
View Name and Social Security Number Errors with Name / SSN Errors
DONT USE YOUR BROWSER'S BACK Your activation code has been sent by first class mail to the address we have on record foryour
BUTTON emplayer. (Crofton, WD)

Social Security Number Verification Service
Your activation code has been sent by first class mail to the address we have on record for your
An activation code enables the employer. (Croftan, WMD)
functionality associated with the

T e o [ ReRequest Another Actvation Code |
additional layer of security to either

the employer or the ployee using

the service(s). Functionality is not

enabled until the registered user

activates the service using the

activation code(s) received in the

mail. Activation codes are usually

received within 2 weeks.

To enable your services when your
activation code arrives, select

Account Maintenance from the BSO Have & ouestion? Call 1-800-T72-6270 handay through
Ma'_“ Menu and then select t!‘e i Fridary, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Activate Access to BSO Services link. Service personnel. For TDOVTTY call 1-800-325-0778.

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

Step 10: Select the BSO Main Menu button to return to the BSO Main Menu. Select the Re-
Request Another Activation Code button to return to the Re-Request Activation
Codes page.
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Lesson 7: Remove Accessto 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.Ssoci al security.gov/bso/bsowel come.htm.

Step 2 Select the Log I n button on the Business Services Online Welcome page. The
system displays the General Login Attestation page.

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
General Login Attestation HELP
BS0 Weloome > General Login Attestation
Online Services Availability
o Monday-Friday: 5 &M - 1 AMEST | understand that the Social Security Administration (SSA) will validate the information | provide against

o Soturcay: 5 AM_ 11 PMEST the information in SSA's files.

® Suncay: 8 AM - 11:30 PM EST
| certify that

DUNGUSE YO'&'E#%?‘WSERS EACK « |understand that | may be subject to penalties if | submit fraudulent information. | agree that | am

responsible for all actions taken with my User 1D,

Effective as of October 2007, your « | understand that SSA may ban me andfor the company | represent from the use of these services if
Personal Identification Number (PIN) SSA determines or suspects there has been misuse of the services.
is now referred to as your User 1D.
« | am aware that any person who knowingly and willfully makes any representation to falsely obtain
infarmation from Social Security records andfor intends to deceive the Social Security
Administration as to the true identity of an individual could be punished by a fine or imprisonment, ar
bath

» | am authorized to do business under this User ID

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

| Do NOT Accept

Have & question? Call 1-800-T72-62T0 Monday through
Ftiday, 7:00 s.m. to 7:00 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TDDUTTY call 1-800-325-0773.

Www.soclalsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Log In to BSO page.
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Social Security Online Business Services Online

WWw.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

o Log In to BSO HELP

\\\\\\

BS0 Welcome * Login

Online Services Availability

& Mondsy-Fricay: 5 AM - 1 AMEST

& Saturday: 5 AM- 11 PMEST User ID:| JEFTGEYE
& Sunday: § AM - 11:30 PM EST Pa or(l'

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

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

Cancel Login

Type your User ID and password:
then select Log In.

Keed to complete your phone
registration?

Have a guestion? Call 1-800-T72-6270 Monday through
Frickay, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-300-325-07T§.

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

Step 4:  Enter your User ID and password.

Step 5. Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu selection on your BSO Main Menu is unique to you, and only
presents the applications and services to which you have access.
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Social Security Online Business Services Online

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

Main Menu LOGOUT | HELP

Online Services Availability

Welcome, PATRICIA ORTALE

= Mondsy-Friday: 5 A0 -1 4M EST .
Your password expires on February 26, 2008

® Saturcay: 5 AM - 11 PMEST
® Sunday: & AM - 1130 PM EST

Report Wages
DONT USE YOUR BROWSER'S BACK Submit, download or process W2s and W2cs
BUTTON Yiew submission status, acknowledge resubmission notices or

Request resubmission extensions

Account Maintenance
Request, activate or remove access to semvices
Re-request or deactivate access to services
Change your password

Have a question? Call 1-800-T72-6270 Monday through
Friclsy, 7:00 s.m. to 7:00 p.n. Esstern Time to spesk with Employer Customer
Service personnel. For TODTY cal 1-800-325-07T8

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

Step 6:  Select the Account Maintenance link to display the Account Maintenance menul.

Social Security Online Business Services Online

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

Account Maintenance LOGOUT | HELP

BS0 Main Menu » Account Maintenance hMenu

Online Services Availability

o Monday-Friday: 5 AM - 1 &M EST Request Access To BSO Services
o Saturday: 5 AM - 11 PMEST Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you
have completed your request, an activation code may be mailed

* Sunday: 5 Ak - 11:30 PMEST

DON'T USE YOUR BROWSER's BACK| Re-Request Activation Codes .
BUTTON Re-request activation code(s) if you have not received or have misplaced them.

Remove Access To BSO Services
Disable your access to B30 serwices.

Deactivate Your User ID

Deactivate your user identification and disable your access to BSO services

Change Your Password

Your password expires on February 26, 2008 and must be changed before that date to keep your User ID active.

Effective as of October 2007, your
Personal ldentification Number (PIN}
is now referred to as your User ID.
Update Your Reg_istration Information
Update or change your registration information - correct address, phone number, company phone number, or e-mail
address.

BS0 Main Menu

Have a gquestion? Call 1-800-TT2-62T0 Monday through
Fricky, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDUTTY call 1-800-325-0778

www_socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Heyboard Navigation
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Step 7. Select the Remove Accessto BSO Services link.

Remove Access To BSO Services

Dhsable your scoess to BSO semices

The system displays the Remove Access to BSO Services page.

Social Sectlity Online Business Services Online

www_socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Remove Access to BSO Services LOGOUT | HELP

BE0 Main Menu * Account Maintenance Menu > Remove Accessto BE0 Services

online Services Availability Toremove access to BSO Services please select the services(s) that you would like to remove.

» Monday-Friday: 5 AM - 1 AMEST

* Saturday: 5 &M - 11 PMEST Report Wages to Social Security

* Sunday: 5 AM-11:30 PM EST

Create, print, and submit Forms W-2 and WW-2c Online,

DONT USE YOUR BROWSER'S BACK Upload wage submission or resubmission files that are prepared in the Electronic Filing
BUTTON (EFW2/EFW2C) format,

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

and

View basic submission status.

Cancel Remove

Have a guestion? Call 1-800-T72-62T0 Mondsy through
Fridday, 7:00 a.m.to 7:00 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TDDUTTY call 1-800-325-0778.

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

Step 8. Select the checkbox(es) of the service(s) you wish to remove and select the Remove
button. The system displays the Remove Access to BSO Services Successful page.
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Social Secilbity Online Business Services Online

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

Remove Access to BSO Services Successful LOGOUT | HELP

ESO Msin Menu * Accourt Maintenance Menu = Remowve Access = Remove Access Successful

Online Services Availability

Your request to remaowe access to Report Wages to Social Security was successful. If you hawve removed
this access in error you may use the "Reguest Access to BSO Services" option from the "BSO Main kenu”,
"Account Maintenance Menu” Selection to re-request access.

® Monday-Friday: 5 &AM -1 &AM EST
= Saturday: 5 AWM - 11 PMEST
® Sunclay: § AM - 11:30 PM EST

DONT USE YOUR BROWSER'S BACK B50 Main Manu

BUTTON

Deactivate Another Service

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Setvice personnel, For TDDUTTY call 1-800-325-07T78.

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

Step 9:  Select the BSO Main Menu button to go to the BSO Main Menu. Select the
Deactivate Another Service button to return to the Remove Access to BSO

Services page.
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L esson 8: Login Procedures

Follow the instructions below to log in to BSO with your User 1D and password.

Step 1. Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Log I n button on the Business Services Online Welcome page. The
system displays the General Login Attestation page.

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | HKeyboard Navigation

General Login Attestation HELP

BEO Welcome = General Login Attestation

Online Services Availability

o Manday-Fridsy: 5 AM - 1 AN EST | understand that the SQCi_aI Security Administration (SSA) will validate the information | provide against
the information in SSA's files

* Saturday: 5 AM-11 PMEST

* Sunday: 8 Aw - 11:30 PM EST
| certify that

DONT USE YOUR BROWSER'S BACK ) ) ) )
BUTTON « | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am

responsible for all actions taken with my User 1D

Effective as of October 2007, your « |understand that SSA may ban me andfor the comparny | represent from the use of these services If

Personal ldentification Number (PIN} SSA determines or suspects there has been misuse of the services.
is now referred to as your User |D.

| am aware that any person who knowingly and willfully makes any representation to falsely obtain
infarmation from Social Security records andfor intends to deceive the Social Security
Administration as to the true identity of an individual could be punished By a fine or imprisonment, ar
bath.

« | am authorized to do business under this User 1D

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

| Do NOT Accept | Accept

Have & guestion? Call 1-800-T72-62T8 Monday through
Fridksy, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | HKeyboard Navigation

Step 3:  Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Log In to BSO page.
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Social Security Online Business Services Online

WWw.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

o Log In to BSO HELP

\\\\\\

BS0 Welcome * Login

Online Services Availability

& Mondsy-Fricay: 5 AM - 1 AMEST

& Saturday: 5 AM- 11 PMEST User ID:| JEFTGEYE
& Sunday: § AM - 11:30 PM EST Pa or(l'

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

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

Cancel Login

Type your User ID and password:
then select Log In.

Keed to complete your phone
registration?

Have a guestion? Call 1-800-T72-6270 Monday through
Frickay, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-300-325-07T§.

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

Step 4:  Enter your User ID and password.

Step 5. Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

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

Social Security Online
BSO Main Menu | BSO Information | Contact Us | Keyboard Nawvigation

www.socialsecurity.gov

LOGOUT | HELP

Main Menu

il

Online Services Availability
Welcome, JANE DOE
Your passwiord expires on March 16,2008

& Monday-Fricsy: 5 AM -1 AMEST
» Saturday: 5 AM - 11 PMEST
® Suncay: 8 A6 - 11:530 PM EST

Report Wages To Social Security
Submit, download or process YW-2s and W-2cs
Wiew submission status, acknowledge resubmission notices ar

DONT USE YOUR BROWSER'S BACK

BUTTON
Request resubmission extensions

View File / Wage Report Status with Name / SSN Errors

“iew report status, errors and notice information

Social Security Numbers Verification Service
Request online SSN verification
Submit files for SSN verification

Account Maintenance

Request, activate or rernove access to senvices
Re-request or deactivate access to services
Change your password

Have a question? Call 1-800-TT2-6270 Monday through
Fricary, 7:00 qm. to 7:00 pun. Eastern Time to speak with Employer Customer

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

www.socialsecurity.gov
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L esson 9: L ogout Procedures

Follow the instructions below to log out of BSO.

Step 1. Select any L ogout button where displayed.

The system displays the Log Out of BSO page.

Social Sectlity Online Business Services Online

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

Log Out of BSO LOGOUT | HELP

ESO Main Menu * Log Out of BSO

Online Services Availability

o Monday-Friday: 5 AM - 1 SMEST Are you sure you want to log out of Business Services Online?

o Seturday: § AM- 11 PMEST
» Sunday: 6 &M - 11:30 PMEST | Mo | ‘ es

DON'T USE YOUR BROWSER'S BACK
BUTTON

Have a guestion? Call 1-800-T72-62T0 Mondsy through
Friclay, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TODUTTY call 1-800-325-07T8.

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

Step 2. Select Yesto 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.)

Social Security Administration Page 40



BSO Tutorial — Tax Y ear 2007 Registration Services

L esson 10: Change Your Password

Passwords must be changed at least once ayear in order to maintain an active User
| dentification Number (User ID). Follow the instructions below to change your password.

When you provide your e-mail address, the systemwill send you an e-mail
reminder two weeks before your password expires. Refer to Lesson 12: Update
Your Registration Information for information about entering your e-mail
address which is mandatory.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Step 2 Select the Log I n button on the Business Services Online Welcome page. The
system displays the General Login Attestation page.

Social Security Online Business Services Online

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

General Login Attestation HELP

ES0 Welcome = General Login Attestation

Online Services Availability

o Monday-Friday: 5 &M - 1 AMEST | understand_ that the Sgci_al Security Administration (SSA) will validate the information | provide against
o Soturcay: 5 AM_ 11 PMEST the information in SSA's files.

® Suncay: 8 AM - 11:30 PM EST

| certify that
DUNGUSE YO'&'E#%?‘WSERS EACK « |understand that | may be subject to penalties if | submit fraudulent information. | agree that | am
responsible for all actions taken with my User 1D,
Effective as of October 2007, your « |understand that =5A may ban me andfor the company | represent from the use of these services If

Personal Identification Number (PIN)

L S5A determines or suspects there has been misuse of the services.
is now referred to as your User 1D.

« | am aware that any person who knowingly and willfully makes any representation to falsely obtain
infarmation from Social Security records andfor intends to deceive the Social Security
Administration as to the true identity of an individual could be punished by a fine or imprisonment, ar
bath

» | am authorized to do business under this User ID

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

| Do NOT Accept

Have & question? Call 1-800-T72-62T0 Monday through
Ftiday, 7:00 s.m. to 7:00 p.m. Eastern Time to speak with Employer Custamer
Service personnel. For TDDUTTY call 1-800-325-0773.

Www.soclalsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation
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Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displaysthe Log In to BSO page.

Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Heyboard Navigation

Log Into BSO HELP

ES0 Welcome = Login

Online Services Availability

& Monday-Friday: 5 & - 1 AMEST
® Soturday: 5 AM- 11 PMEST User ID: 3E5TGEYE

& Sunclay: 8 AM - 11:30 P EST Password:

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

Effective as of Cctober 2007, your
Personal ldentification Number (PIN)
is now referred to as your User 1D.

Cancel Lagin

Type your User ID and password;
then select Log In.

Meed to complete your phane
reqistration?

Have a question? Call 1-800-T72-62T0 Mondsay through
Friday, 7:00 s.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TOOUTTY call 1-300-325-07738.

Www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 4:  Enter your User ID and password.

Step 5:  Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu selection on your BSO Main Menu is unique to you, and only
presents the applications and services to which you have access.
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Social Security Online BUSirIESS SerVices Onhne

Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Nawvigation

Main Menu LOGOUT | HELP

Online Services Availability

Welcome, JANE DOE

& Monday-Fricsy: 5 AM -1 AMEST ¢
Your passwiord expires on March 16,2008

* Saturday: 5AM - 11 PMEST
* Suncay: 8 AN - 11:30 PM EST
Report Wages To Social Security
DONT USE YOUR BROWSER'S BACK Submit, download or process YW-2s and W-2cs
BUTTON Yiew submission status, 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 Numbers Verification Service
Request online SSN verification
Submit files for SSN verification

Account Maintenance
Request, activate or rernove access to senvices
Re-request or deactivate access to services
Change your password

Have a question? Call 1-800-TT2-6270 Monday through
Fricary, 7:00 qm. to 7:00 pun. Eastern Time to speak with Employer Customer

BS0 Welcome | BSO Information | Contact Us | Keyboard N;

Social Securily Online Business Services Online
Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Account Maintenance LOGOUT | HELP
ES0 Main Menu » Account Maintenance henu
Online Services Availability
o Monday-Friday: 5 AM - 1 &M EST Request Access To BSO Services
o Saturday: 5 M- 11 PW EST Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you

o Sunday: &AM 11:30 PMEST have completed your request, an activation code may be mailed

DONT USE YOUR BROWSER'S Back] Re-Request Activation Codes

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

Remove Access To BSO Services
Disable your access to BS0O sewices.

Deactivate Your User ID

Deactivate your user identification and disable your access to BSO services.

Change Your Password

Effecti f October 2007, -
ective as o oner SRl Your password expires on February 26, 2008 and must be changed before that date to keep your User 1D active.

Personal ldentification Number (PIN}
is now referred to as your User ID.

Update Your Registration Information
Update or change your registration information - correct address, phone number, company phone number, or e-mail
address.

B30 Main kenu

Have a guestion? Call 1-800-T72-62T70 Monday through
Fridday, 7:00 a.m.to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TDDUTTY call 1-800-325-0778.

wWww.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
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Step 71 Select the Change Your Password link.

Change Your Password
Your passward sxpees on Febyuary 26, 2008 and must be changed bafore that date to keep your User 10 actie

The system displays the Change Password page

Social Socility Online Business Services Online

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

Change Password LOGOUT | HELP

ESO Msin Menu = Accourt Maintenance Menu = Change Pasaword

Online Services Availability

o Manday-Fridsy. 5 AM - 1 AMEST To change your password for Business Services Online, complete this form.

= Saturddsy: 5 AM - 11 PMEST .
o Suncay & AM - 11:30 PMEST « oumay change your passiword at any time and as often as you want.

IONTISE U B RGWSERSIHAGH « four password must be eight characters long and must be a combination of letters and numbers.

BUTTON

There must be at least one letter and at least ane number inyour password. The other six characters
may be all lettars, all numbers, or any combination of both. Fasswords are MOT case sensitive. Do

Effective as of October 2007, your not use special characters.
Personal ldentification Number (PIN}
is now referred to as your User ID.

If you provided a valid e-mail address during the registration process, you will be notified by e-mail
wihian your User ID s about to expire

You must change your password at
least once every 365 days to prevent Enter Current Password: l:l (nat case sensitive)

your User ID from expiring.
Enter New Password: l:l (not case sensitive)

Re-enter New Password: l:l (not case sensitive)
Cancel | Change FPassword

Have a guestion? Call 1-800-T72-62T0 Monday through
Friay, 7:00 &.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TOODGTTY call 1-800-325-0778.

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

You must change your password at least once a year in order to keep your
User ID active.

Step 8:  Enter your current password and new password. Enter your new password again for
verification purposes.
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Step 9:  Select the Change Passwor d button. The system displays the Password Change
Successful page.

Social Sectfity Online Business Services Online

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

-y
By Password Change Successful LOGOUT | HELP

ES0 Main Menu » Accourt Maintenance Menu = Change Password » Change Pasaword Successful

online Services Availability Your password has been sucessfully changed.

& Monday-Fridsy: 5 AM - 1 AMEST i
o Saturday: 5 AM - 11 PMEST B30 Main Menu

*» Sunchay: 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK
BUTTON

Have & guestion? Call 1-800-T72-62T0 Mondzy through
Friclay, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TODUTTY call 1-800-325-07T8.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
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L esson 11: Forgotten Passwords

BSO alows you to request a new password if you have forgotten your current password. To
reduce the possibility of fraud, the new password will be mailed to the last address you
provided. Until you receive your new password in the mail, you will not be ableto loginto
BSO. Thisfunctionality 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.Soci al security.gov/bso/bsowel come.htm.

Step 2. Select Login link from the Business Services Online Welcome page. The system
displays the General Login Attestation page.

Social Security Online Business Services Online

Www.soclalsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

i General Login Attestation HELP
ES0 Welcome = General Login Attestation

Online Services Availability

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

& Mondsy-Friday: 5 &6 - 1 AMEST : N A " e
the information in S5A's files.

& Saturcay: 5 AM- 11 PMEST

® Suncay: 5 AWM - 11:30 P EST
| certify that

DONT USE YOES#%?‘WSERS BACK « |understand that | may be subject to penalties if | submit fraudulent information | agree that | am

responsible for all actions taken with my User 1D

Effective as of October 2007, your « |understand that SSA may ban me andfor the company | represent from the use of these services if
Personal Identification Number (PIN} S5 determines or suspects there has been misuse of the senvices.
is now referred to as your User ID.
« | am aware that any person who knowingly and willfiully makes any representation to falsely obtain
infarmation from Social Security records andfor intends to deceive the Social Security
Administration as to the true identity of an individual could be punished by a fine or imprisonment, or
hoth

« | am authorized to do business under this User 1D

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

| Do NOT Accapt

Have & guestion? Call 1-800-T72-62T6 Mandsy through
Fridday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Emplover Customer
Service personnel. For TDDITTY call 1-800-325-0778

www.socialsecurity.gov BSD Welcome | BSO Information | Contact Us | Heyboard Navigation

Step 3. Select the | Accept button after reading and agreeing to the conditions stated on the
Genera Login Attestation page. The system displaysthe Log In to BSO page.
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Social Security Online Business Services Online

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

LogInto BSO HELP.

ES0 Welcome » Login

Online Services Availability

& Monday-Fricay: 5 &M - 1 AMEST

® Saturday: 5 AM- 11 PMEST User ID:| 3ERTGEYE
& Suncay: 5 AM - 11:30 PM EST Pa ord:

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Eorgot wour password?

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

Cancel Laogin

Type your User ID and password;
then select Log In.

Meed to complete your phone
reqistration?

Have & guestion? Call 1-800-T72-62T6 Mandsy through
Fricday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-800-325-07738.

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

Step 4:  Select the Forgot your password? link on the Log In to BSO page. The system
displays the Forgot Password page.
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Social Secality Online Business Services Online

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

Forgot Password HELP

BSO Welcome * Forgot P asauornd

Online Services Availability Request to replace forgotten password

» honday-Friday. 5 AWM -1 AMEST . . . .
o Seturday: 5 &M - 11 PM EST To request a new password enter your First Mame, Last Mame, Sacial Security Number {if you have onej,

o Sunday: 8 &M - 11:30 PMEST Date of Birth, and EIN {if you have one), then select "Request New Password".

DON'T USE YOUR BROWSER'S BACK First Name:
BUTTON
Last Name:
U.S. Social Security Number: I:I (it you do NOT have an S5N lzave this field blank
If you Do NOT have a U.S. Social Date of Birth (uup vy l:l

Security Number then leave this field
: . If you do HOT h EIM then leave this field
blank. Employer ldentification Number {EIN}: (fyou do e an en leave fisfie
blank)

:{?’c’f‘.' [I)? INIOTk"a"’e anEllNthen leave o) ey paceword will be sent to you by first class mail usually within 2 weeks. You must wait for your
LS e ok password to utilize the BSO systemn. All passwords issued prior to this reguest will become invalid.
Select this link to return to the Login Page.

‘ Feguest New Password |

Have a guestion? Call 1-800-T72-627¢ honday through
Fricday, 7:00 a.m.to 7:00 pm. Eastern Tine to speak with Employer Customer
Setvice personnel. For TODUTTY call 1-800-325-0778

www_socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Heyboard Navigation

Step 5:  Enter your First Name, Last Name, U.S. Socia Security Number (if applicable),
Date of Birth, and Employer Identification Number (if applicable).

Step 6:  Select the Request New Passwor d button to send the request. The system displays
the Request for New Password Successful page. (To return to the Business Services
Online Welcome page without sending the request, select the Cancel button.).
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Social Sccility Online Business Services Online

Www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Request for New Password Successful HELP

ES0%elcome = Forgot Password = Forgot Pasaword Successful

Online Services Availability Your request for a new password was successful

» Monday-Fricay: 5 AM -1 AMEST
» Saturclay: 5 &M - 11 PM EST
® Sunday: 8 A - 11:30 PM EST

Your temporary password will be sent to you by first class mail usually within 2 weeks Yol must wait for
your password to use BSO services. If you hawve previously requested a password, that password is now
cancelled. Please do nottryto use it.

DONT USE YOUR BROWSER'S BACK
BUTTON BS0Welcome

Have s question? Call 1-800-TT2-62T0 Monday through
Friclay, 7:00 a.m. to 7:00 pom. Eastern Time to speak with Employer Customer
Setvice personnel. For TODTTY call 1-800-325-0778.

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

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

Step 7. Select the BSO Welcome button to return to the Business Services Online Welcome
page.
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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.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Log I n button on the Business Services Online Welcome page. The
system displays the General Login Attestation page.

Social Security Online Business Services Online

www.socialsecurity.gov BSD Welcome | BSO Information | Contact Us | Heyboard Navigation

General Login Attestation HELP.

BSO Welcome * General Login Attestation

Online Services Availability

o Monday-Friday: 5 AM - 1 AMEST | understand that the Stljci_al Security Administration {35A) will validate the information | provide against
the information in SSA's files

® Saturday: 5 AM - 11 PMEST

® Sunday: 5 AM - 11:30 Pk EST
| certify that

oL M2 YOES#E?‘WSERS HRCK « | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am

responsible for all actions taken with my User ID.

Effective as of October 2007, your « | understand that SSA may ban me andfor the company | represent from the use of these services If
Personal Identification Number (PIN} S$SA determines or suspects there has been misuse of the services.
is now referred to as your User 1D.
« | am aware that any person who knowingly and willfully makes any representation to falsely obtain
information from Social Security records andfor 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 selecting the "l Accept” button, you certify that you have read, understand and
agree to the user certification of Business Services Online.

| Do NOT Accept

Have a gquestion? Call 1-800-T72-62T0 Mandsy through
Friday, 7:00 s.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-800-325-0778.

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Heyboard Navigation

Step 3. Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Log In to BSO page.
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Social Security Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Heyboard Navigation

Log Into BSO HELP

ES0 Welcome = Login

Online Services Availability

& Monday-Friday: 5 & - 1 AMEST
® Soturday: 5 AM- 11 PMEST User ID: 3E5TGEYE

& Sunclay: 8 AM - 11:30 P EST Password:

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

Effective as of Cctober 2007, your
Personal ldentification Number (PIN)
is now referred to as your User 1D.

Cancel Lagin

Type your User ID and password;
then select Log In.

Meed to complete your phane
reqistration?

Have a question? Call 1-800-T72-62T0 Mondsay through
Friday, 7:00 s.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TOOUTTY call 1-300-325-07738.

Www.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 4:  Enter your User ID and password.

Step 5. Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu selection on your BSO Main Menu is unique to you, and only
presents the applications and services to which you have access.
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Social Security Online BUSiness SerVices Onhne

Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Nawvigation

Main Menu LOGOUT | HELP

Online Services Availability

Welcome, JANE DOE

& Monday-Fricsy: 5 AM -1 AMEST ¢
Your passwiord expires on March 16,2008

* Saturday: 5AM - 11 PMEST
* Suncay: 8 AN - 11:30 PM EST
Report Wages To Social Security
DONT USE YOUR BROWSER'S BACK Submit, download or process YW-2s and W-2cs
BUTTON Yiew submission status, 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 Numbers Verification Service
Request online SSN verification
Submit files for SSN verification

Account Maintenance
Request, activate or rernove access to senvices
Re-request or deactivate access to services
Change your password

Have a question? Call 1-800-TT2-6270 Monday through
Fricary, 7:00 qm. to 7:00 pun. Eastern Time to speak with Employer Customer

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

Step 6:  Select the Account Maintenance link to display the Account Maintenance menul.
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Social Security Online Business Services Online

Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Account Maintenance LOGOUT | HELP
BS0 Main Meny » Account Maintenance Menu
Online Services Availability
o Monday-Friday: 5 AM - 1 AMEST Request Access To BSO Services
o Saturday: 5 M- 11 PW EST Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you

o Sunday: &AM 11:30 PMEST have completed your request, an activation code may be mailed

DONT USE YOUR BROWSER'S Back] Re-Request Activation Codes

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

Remove Access To BSO Services
Disable your access to BS0O sewices.

Deactivate Your User ID

Deactivate your user identification and disable your access to BSO services.

Change Your Password
Your password expires on February 26, 2008 and must be changed before that date to keep your User 1D active.

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

Update Your Registration Information
Update or change your registration information - correct address, phone number, company phone number, or e-mail
address.

B30 Main kenu

Have a guestion? Call 1-800-T72-62T70 Monday through
Fridday, 7:00 a.m.to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TDDUTTY call 1-800-325-0778.

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

Step 7. Select the Update Your Registration Information link.

Update Your Registration Information
Update or change your registration information - comact sddress, phorse numbaer, company phone nombser, or s-mail
addmss

The system displays the Update Y our Registration Information form.
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Social Secitfty Online Business Services Online

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

Update Your Registration Information LOGOUT | HELP

ES0 Main Menu = Accourt Mairtenance Menu » Update “rour Registration Information

Online Services Availability

= Monday-Fricay: 5 AM -1 AMEST

® Saturday: 5 AN - 11 PMEST First Name: |CRISTIMNA
& Sundsy: 8 A6 - 11:30 PM EST -
Middle Name: (Optional)

DONT USE YOéIS_IPI_Ié(;WSER S BACK Last Name: [MARTINEZ
Suffis (e, seoum, g (Optienall
Note: Accountants, CPAs, etc. You 1.5. Social Security Number: 23043040000

only need to register once in your

own firm’s name. You can then Date of Birth pw oovyyy: 04021973
conduct business for as many clients -

as you wish. Preferred Mailing Address Line 1: |100 3

Preferred Mailing Address Line 2: (Dptional)
Please do NOT use your hrowser’s
navigation keys during this City: |MEXICO CITY

application. Use of the browser’s

navigatien keys may cause a loss of

data. Please enter a U.S. Domestic Address OR a
Faoreign Address

This part of the form is to gather

information about you, ar the Country: ‘ Mexico v‘
company you own or by which you
are employed. We will compare this State Abbreviation ffor 1.5/ Province: I

information with our records to verify

you are currently employed by the Zip ffor 0.5/ Postal Code: |333333 Zip Ext fror u.s.]:] {Optional)

company or business you represent.
Correspondence with your employer

will be sent to the address we have Work Phone Number: [0299938387676
on file, not the address you provide
helow. Select this link for more help Work Phone Extension: (Optionaly

with completing this form. Help

Fax Number: (Optionaly

|

Effective as of October 2007, your E-mail:
Personal ldentification Number (PIN)
is now referred to as your User ID.

Employer ldentification Number (EIN): 09999999

To change your EIN you must first

(Iea_ctivme youl Usgr I and re- | work and reside outside of the US and DO NOT have a
register under your new EIN. US Social Security Number, but I DO have an EIN.

Company Name or Business Name: iNO-NAME COMPANY

Company Phone Number: 11 116551234

Company Phone Extension: (Optional)

Flease check the statement below ONMLY If applicabls.

lam a 3rd party submitter registering to do business on behalf of another

o company.

Have & question? Call 1-8300-T7T2-62T0 Monday through
Friday, T:00 a.m. to T:00 pum. Eastern Time to speak with Employer Customer
Service perzonnel. For TODITTY call 1-800-325-07T8.

www.socialsecurity.gov BSO0 Main Menu | BSO Information | Contact Us | Keyboard Navigation
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Step 8:  Update the information you wish to change.

Y ou can only change the following information:

Name
Suffix
Date of Birth
Address
Zip Code
City
State
Country
Zip Code
Zip Ext
Work #
Fax #
E-mail Address
Company/Business Name
Company Phone Number

Step 9:  Select the Update button to update the registration information. The system
displays the Update Y our Registration Successful page. (To cancel the update and
return to the BSO Main Menu, select the Cancel button.)
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Business Services Online

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

Update Your Registration Information Successful LOGOUT | HELP

BS0 Main Menu * Account Maintenance Menu * Update Your Registration Information = Update Wour Registration Inf ti |

Sl

Online Services Availability

o Monday-Fridsy: 5 AM - 1 AMEST Your registration information has been updated.

o Saturday: 5 AM - 11 PMEST
* Sunday: B AM - 11:30 PMEST B30 Main Menu

DONT USE YOUR BROWSER'S BACK
BUTTON

Have a question? Call 1-800-7T72-6270 Monday through
Fridday, 7:00 a.m. to 7:00 p.m. Eastern Time to spesk with Employer Customer
Setvice perzonnel. Far TODUTTY call 1-800-325-0778.

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

Social Security Administration Page 56



BSO Tutoria — Tax Y ear 2007

Registration Services

L esson 13: Deactivate Your User ID

Follow the instructions below to deactivate your User ID.

Step 1. Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

Step 2. Select the Log I n button on the Business Services Online Welcome page. The
system displays the General Login Attestation page.

Social Security Online

www.socialsecurity.gov

Online Services Availability

# Monday-Friciay: 5 AM -1 AMEST
» Saturday: 5.48M - 11 PMEST
= Sunday: B A0 - 11:30 PM EST

DONT USE YOUR BROWSER'S BACK
BUTTON

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

www.socialsecurity.gov

Business Services Online

ey

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

General Login Attestation

BSO welcome * General Login Attestation

| understand that the Social Security Administration (S3A) will validate the information | provide against
the information in SSA's files

| certify that

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

responsible for all actions taken with my User 1D

| understand that SSA may ban me andfor the comparny | represent from the use of these services if

S5A determines or suspects there has been misuse of the services.

| am aware that any person who knowingly and willfully makes any representation to falsely obtain

information from Social Security records andfor intends to deceive the Social Security

Administration as to the true identity of an individual could be punished vy a fine or imprisonment, or

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

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

| Do NOT Accept

Have & guestion? Call 1-800-T72-62T8 Monday through
Fridksy, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3. Select the | Accept button after reading the conditions defined on the General

Login Attestation page. The system displays the Log In to BSO page.
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Social Security Online Business Services Online

WWw.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

o Log In to BSO HELP

\\\\\\

BS0 Welcome * Login

Online Services Availability

& Mondsy-Fricay: 5 AM - 1 AMEST

& Saturday: 5 AM- 11 PMEST User ID:| JEFTGEYE
& Sunday: § AM - 11:30 PM EST Pa or(l'

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

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

Cancel Login

Type your User ID and password:
then select Log In.

Keed to complete your phone
registration?

Have a guestion? Call 1-800-T72-6270 Monday through
Frickay, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-300-325-07T§.

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

Step 4:  Enter your User ID and password.

Step 5. Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu selection on your BSO Main Menu is unique to you, and only
presents the applications and services to which you have access.
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Social Security Online BUSirIESS SerVices Onhne

Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Nawvigation

Main Menu LOGOUT | HELP

Online Services Availability

Welcome, JANE DOE

& Monday-Fricsy: 5 AM -1 AMEST ¢
Your passwiord expires on March 16,2008

* Saturday: 5AM - 11 PMEST
* Suncay: 8 AN - 11:30 PM EST
Report Wages To Social Security
DONT USE YOUR BROWSER'S BACK Submit, download or process YW-2s and W-2cs
BUTTON Yiew submission status, 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 Numbers Verification Service
Request online SSN verification
Submit files for SSN verification

Account Maintenance
Request, activate or rernove access to senvices
Re-request or deactivate access to services
Change your password

Have a question? Call 1-800-TT2-6270 Monday through
Fricary, 7:00 qm. to 7:00 pun. Eastern Time to speak with Employer Customer

BS0 Welcome | BSO Information | Contact Us | Keyboard N;

Social Securily Online Business Services Online
Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Account Maintenance LOGOUT | HELP
ES0 Main Menu » Account Maintenance henu
Online Services Availability
o Monday-Friday: 5 AM - 1 &M EST Request Access To BSO Services
o Saturday: 5 M- 11 PW EST Select the option or options that best describe the type of business you plan to conduct with Social Security. Once you

o Sunday: &AM 11:30 PMEST have completed your request, an activation code may be mailed

DONT USE YOUR BROWSER'S Back] Re-Request Activation Codes

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

Remove Access To BSO Services
Disable your access to BS0O sewices.

Deactivate Your User ID

Deactivate your user identification and disable your access to BSO services.

Change Your Password

Effecti f October 2007, -
ective as o oner SRl Your password expires on February 26, 2008 and must be changed before that date to keep your User 1D active.

Personal ldentification Number (PIN}
is now referred to as your User ID.

Update Your Registration Information
Update or change your registration information - correct address, phone number, company phone number, or e-mail
address.

B30 Main kenu

Have a guestion? Call 1-800-T72-62T70 Monday through
Fridday, 7:00 a.m.to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TDDUTTY call 1-800-325-0778.

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

Social Security Administration Page 59



BSO Tutorial — Tax Y ear 2007 Registration Services

Step 6: Select the Deactivate Your User ID link.

Deactivate Your User ID
Deesctivate your user identification and disable your socess 16 BE0 services

The system displays the Deactivate User ID page.

Social Secility Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Deactivate User ID LOGOUT | HELP
BS0 Msin Menu = Account Maintenance Meny » Deactivate User 1D
Online Services Availability This will deactivate your User ID for Business Services Online.

# Mondsy-Friday: 5 &AM - 1 AWM EST

= Saturclay: 5 AM - 11 PMEST Password: I:I

& Suncay: 3 AM - 11:30 PMEST

ONUIISEOURIBAOWSERS BACK‘ Select the reason for deactivating your User I
BUTTON

@ 1am no longer authorized to use Business Services Online.

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

If you deactivate your User ID you

can no longer access Business
Services Online.

O This User ID was compromised {e.g., disclosed to an unauthorized persen).

Have a guestion? Call 1-800-T72-62T0 Monday through
Fridary, 7:00 &.m. to 7:00 pom. Eastern Time to speak with Employer Customer
Service personnel. For TDOWTTY call 1-800-325-07T8.

www.socialsecurity.gov

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

Step 7:  Enter your password in the Password field and select the reason for deactivating
your User ID.

Step 8:  Select the Deactivate button to process the request. The system displays the User

ID Deactivated page. (To cancel the request and return to the BSO Main Menu,
select the Cancel button.)
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Social Secilfity Online Business Services Online

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

;unﬁ,,: User ID Deactivated LOGOUT | HELP

BS0 Main Menu * Accournt Mairtenance benu = Deactivate User 10 » Deactivate Uszer 1D

Online Services Availability

o Monday-Fridsy 5 AM - 1 AMEST Your Business Service Online User ID has been deactivated.

® Saturday: 5 AM - 11 PMEST

* Sunday: & AM - 11:30 PMEST BS0'Welcame

DONT USE YOUR BROWSER'S BACK
BUTTON

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

Have & gquestion? Call 1-800-T72-62T0 Monday through
Friday, 7:00 a.m. to 7:00 pm. Eastern Time to speak with Employver Customer
Service personnel. For TODVTTY call 1-800-325-077%.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
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L esson 14: 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.soci al security.gov/bso/bsowel come.htm.

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

Social Security Online Business Services Online

wWww_socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

General Login Attestation HELP

Online Services Availability

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

® tonday-Friday: 5 &M - 1 &M EST ;
the information in SSA's files

& Saturday: 5 AM- 11 PMEST
& Sunclay: 8 A6 - 11:30 PM EST

| certify that
JUMLSE YOI;JS.IPI%?JWSERS BACK « | understand that | may be subject to penalties if | submit fraudulent information. | agres that | am
responsible for all actions taken with my User 1D
Effective as of October 2007, your « |understand that SSA may ban me and/or the company | represent from the use of these services if
Personal ldentification Number (PIN) SSA determines or suspects there has been misuse of the services.

is now referred to as your User ID.
« | am aware that any person who knowingly and willfully makes any representation to falsely obtain
information from Social Security records andfor 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 selecting the "l Accept” button, you certify that you have read, understand and
agree to the user certification of Business Services Online.

I Do NOT Accept

Hawve & guestion? Call 1-8300-TT2-62T¢ Moncay through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TODUTTY call 1-800-325-0778.

wWww_socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

Step 3:  Select the | Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Log In to BSO page.
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Social Security Online Business Services Online

WWw.socialsecurity.gov BSO Welcome | BSO Information | Contact Us | Keyboard Navigation

o Log In to BSO HELP

\\\\\\

BS0 Welcome * Login

Online Services Availability

& Mondsy-Fricay: 5 AM - 1 AMEST

& Saturday: 5 AM- 11 PMEST User ID:| JEFTGEYE
& Sunday: § AM - 11:30 PM EST Pa or(l'

(not case sensitive)

DONT USE YOUR BROWSER'S BACK
BUTTON

Forgot your password?

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

Cancel Login

Type your User ID and password:
then select Log In.

Keed to complete your phone
registration?

Have a guestion? Call 1-800-T72-6270 Monday through
Frickay, 7:00 a.m. to 7:00 pum. Eastern Time to speak with Employer Customer
Service personnel. For TDDVTTY call 1-300-325-07T§.

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

Step 4:  Enter your User ID and password.
Step 5. Select the L ogin button to display the BSO Main Menu. (To return to the Business
Services Online Welcome page, select the Cancel button.)

The menu selection on your BSO Main Menu is unique to you, and only
presents the applications and services to which you have access.
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Social Security Online BUSirIESS SerVices Onhne

Www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Nawvigation

Main Menu LOGOUT | HELP

Online Services Availability

Welcome, JANE DOE

& Monday-Fricsy: 5 AM -1 AMEST ¢
Your passwiord expires on March 16,2008

* Saturday: 5AM - 11 PMEST
* Suncay: 8 AN - 11:30 PM EST
Report Wages To Social Security
DONT USE YOUR BROWSER'S BACK Submit, download or process YW-2s and W-2cs
BUTTON Yiew submission status, 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 Numbers Verification Service
Request online SSN verification
Submit files for SSN verification

Account Maintenance
Request, activate or rernove access to senvices
Re-request or deactivate access to services
Change your password

Have a question? Call 1-800-TT2-6270 Monday through
Fricary, 7:00 qm. to 7:00 pun. Eastern Time to speak with Employer Customer

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

Step 6:  Select the Contact Us link from the header.

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

The system displays the Contact SSA pop-up window.
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j’ . Sodial Security Online
HIT!‘I" 'Busmess Services Online

Social Security’s Business Services Online (BSO, i

4 BSO Help

Please note that you may have to close this window in order to resume your BSO session.
| Close BrowserWindow |
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 Number, in your message. This message will be
transmitted wia Internet e-mail and could be viewed by a third party.

Name: JANE DOE
E-mail:

(example: username @company. com)

Phone Number: |

Choose BSO Prograrn 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. . v
Message:”

Send Your Message ]

Please note that you may have to close this window in order to resume your BSO session.
| Close BrowserWindow |
You can use the Flle menu to close this window.

Have a gquestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TODUTTY call 18003250778,

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 isin the field, verify that it is correct.

Step 8:  Enter your e-mail addressin the E-mail field if it is not populated. If your e-mail
addressisin thefield, verify that it is correct.

Social Security Administration Page 65



BSO Tutorial — Tax Y ear 2007 Registration Services

You must provide your telephone number and e-mail address.

Step 9:  Select the desired organization in the Recipient drop-down menu. Thisisarequired
field.

Step 10: Type your message in the Message field. Thisisarequired field.

Step 11: Select the Send Your M essage 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.
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