GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO, sus
SIGLASEN INGLES) PARA EL ANO TRIBUTABLE 2008 (TY 08, sUs
SIGLASEN INGLES)

SERVICIO DE VERIFICACION DE
NUMEROS DE SEGURO SOCIAL
(SSNVS)
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Contiene la siguientes L ecciones:

e Como pedir una Verificacion de nimeros de Seguro Social por
| nternet

e COmo presentar un archivo electrénico para Verificacion de nimeros
de Sequro Socia

e COmo ver informacion de estado y recuperacion

e Como ver e manua de SSNVS
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIO DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

LECCION 1: COMO PEDIR VERIFICACION DE UN NUMERO DE
SEGURO SOCIAL POR INTERNET

L os usuarios registrados (empleadores y ciertos terceros que presenten) pueden verificar hasta 10 nombresy
numeros de Seguro Social (SSNs) por Internet y recibir resultados inmediatos.

Para obtener acceso al Servicio de verificacion de nimero de Seguro Social (SSNVS, los

usuarios deben inscribirse con el Integrated Registration Services (IRES, sus siglas eninglés)
o/ (en espariol, Servicio deinscripcion integrado) primero y recibir un nimero de identificacion
NOTA de usuario (User ID) y contrasefia.

=

Para obtener acceso al SSNV'S, después de inscribirse, sigalos siguientes pasos:

Paso 1: Dirija su navegador ala paginatitulada, Business Services Online (BSO) Welcome (Bienvenido
alos Servicios por Internet para Empresas — BSO, siglas en inglés):
www.segurosocial .gov/bso/bsowel come.htm (sélo disponible en inglés).

Paso 2: Pulse en el boton que lee, «Log I n» (Ingrese) en la paginatitulada, «Business Services Online
Welcome». El sistema mostrara en pantallala paginatitulada, «Log In to BSO» (Ingrese al BSO).
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY 08)
SERVICIO DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

SocialSecifiyontine  BUSINESS Services Online

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

Log In to BSO BSO HELP
ES0 Welcome = Login

Online Services
Availability
& Monday-Friday: S AN -1 2 User ID:
ET
= Saturday: 5 AM - 11 PMET

cfarmerly refarrad to as
[

N

& Sunday: 5 &M - 11:30 P ET P 1 Forgot wour
asswaord: password?
DONT USE YOUR inot case sensitive)
BROWSER'S BACK BUTTON | understand that the Social Security Administration

(SSAYwill validate the information | provide against the

Effective October 2007, your information in SSA's files

Personal Identification | certify that:
Mumber {PIN} is now
referred to as your User ID. « | understand that | may be subject to penalties i |

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

4‘3—w‘f§ﬁ;?;ﬁ$r§§nfur « lunderstand that SSA may prevent me frorm using
phone registration’ h
these services if SSA determines or suspects

there has been misuse of the services

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

« | am authorized to do business under this User D,
By checking the box below you certify
that you have read. understand arnd

agree to the user certification of
Business Services Online.

[ | Accept

Cancel | Login

Have a guestion? Call 1-800-TT2-62T0 Monday through
Friday, 7:00 a.m_ to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDDTTY call 1-800-325-0T78.

security.gowv BSO Welcome | BSO Information | Keyboard Navigation

Paso 3: Ingrese su «User ID» (Identificacion de Usuario) y contrasefia.

Paso 4: Pulseen el encasillado que lee, «I Accept» (Acepto) después de leer las condiciones definidas.
Paso5: Pulseen e botdn que lee, «Login». El sistema mostrarala paginatitulada, «<BSO Main Menu »
(pégina principal del BSO).

Para regresar ala paginainicial del BSO que lee « Business Services Online
Welcome», pulse el boton que lee «Cancel» [ Cancelar].
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY 08)
SERVICIO DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

SocilSeciiyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
5y Main Menu LOGOUT | BSO HELP
Online Services \Welcome, Jane Doe
Availability Your password expires on June 14, 2009
o Monday-Friday: 5 AM -1 AWM < == mmm e m e m i m ey o my e e
ET

* Sauday. SaM-11PMET — Report Wages To Social Security
* Sunday: & AM - 11:30 PM ET Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or

DONT USE YOUR Reguest resubmission extensions
BROWSER'S BACK BUTTON

View File / Wage Report Status with Name / SSN Errors
To use any Business “iew report status, errors and notice information
Services Online, you must

“'S‘.'Eq“fs‘ access to that . Social Security Numbers Verification Service
Service. 10 request access to Request online SSM verification, or

BSO services, select . -
"Account Maintenance™. Submit files for SN verification

From the Account
Maintenance page, select ~ Account Maintenance
"REQ_“'?S‘“ACCESS to BSO Request, activate or remove access to sewices
Services”. Re-request activation code for services
Change your passward
Update your user registration or emplayer information, ar Remove employer information

Have a guestion? Call 1-800-TT2-6270 Monday through
Friday, 7:00 a.m.to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TDOVTTY call 1-800-325-0778.

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

Paso 6: Pulseen el enlace que lee «Social Security NumbersVerification Service» (Servicio de verificacion de
nimeros de Seguro Social).

Social Security Numbers Verification Service

Request onling S5H verification, or
Submd filas for S5N venfication

El sistema mostrara en pantallala pagina de opciones de tareas titulada,
«Socia Security Numbers Verification Service».
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

SocialSecfiyonline  BUSINESS Services Online

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

s Social Security Number Verification
il Service

ES0 Main Menu = Social Security Number Werification Senvice

LOGOUT | BSO HELP

Online Services

oL Request Online SSN Verification
& Monday-Friday: 5 AM -1 M Manually enter and submit up to 10 Social Security Numbers and Mames to be verified by
ET Social Security. Results are returned immediately for review.

& Saturclay: 5 AM - 11 PMET

+ Sunday 8 aM-11:30PMET - SUbmit an Electronic File for SSN Verification
Submit a file containing Names and Social Security Murnbers to be verified by Social
DONT USE YOUR Security. The data in the file must be in the correct format.

BROWSER'S BACK BUTTON

View Status and Retrieval Information
“iew the current status of & submission.

View Social Security Number Verification Service Handbook

Review additional information an submitting files to Social Security for verification and
retrieving the results of the submissions.

[ BS0 Main Menu |

Have a question? Call 1-800-T72-6270 Monday through
Fricdsy, 7:00 =.m. ta 7:00 pm. Eastern Time to speak with Employer Customer
Service perzonnel. For TODUTTY call 1-800-325-0778.

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

Paso 7: Pulseen el enlace que lee, «Request Online SSN Verification» (Pedir verificacion de nimeros
de Seguro Socia por Internet).

Request Online SSN Verification
Manually enter and submit up to 10 Social Security Murbers and Names to be venfied by Social Secunty. Results
are returned immediately for review.

El sistema mostraré la pagina de verificacion de SSNVS.
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY 08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

Social Security Online
Business Services Online

OME Approval No. 0960-0660
SSNWVS Attestation
Proper Use of Social Security Number Verificatlon Service (SSNVS)
- SSMWS should only be usoed for the purposc for which it is intondod

- SSA will verifv Social Security Numbers (SSMs) solely to ensure the records of current or
former employees are correct for the purpose of completing Internal Revenue Service (IRS)
Form w2 (vWage and Tax Statement)

- Itisillegal to use the service to verify SShs of potential news hires or contractors or in the
preparation of tax returns

- Itis appropriate to use SSMNWVS only once an official emplover-employees relationship has
been established. SSA defines the existence of an employer-employee relationship as when
one of the following has occurred

- The employer's offer of employment and acceptance by the person being hired {even though
hesshe hasn?t started working; andior

- The futire employees's completion of the papenwork tao establish the pavroll record

- Company policy concerning the use of SSMWS should be applied consistentiy to alf
workers, for example

o If used for newdly hired vworkers, verily infornalion on all newly bired workers
o If used to verify information on other workers, werify the information for all other workers

- Third-party use of SSMNWS is strictly limited to organizations that contract with emplovers to
either handle the wagde reporting responsibilities or perform an administrative function directly
related to annual wagde reporting responsibilities of hired employees. It is suggested that
contracts between the third-party and the employer stipulate that the functions being
performed by the third-party contractor adhere to the proper use of SSMNWS. It is not proper to
Use SSMWYS for nonwage reporting purposes, such as identity, credit checks, mortgage
applications, etc

- Anyone who knowingly and willfully uses SSMNVS to request or obtain information from SSA
under false pretenses violates Federal law and may be punished by a fine, imprisonment or
both

- SSA may ban you andfor the company you repressnt from the use of SSHNVS if SSA
determines there has been misuse of the service

- SSA returns all names and SShs submitted . If the name and SSM do not match our records,
SSA advises the following

o This response does not imply that you or your employee intentionally provided incorrect
information about the omployes's namoe or SSh

= This response does not make any statement about vour emplovee's immigration status

o This response is not @ basis, in and of itself, to take any adverse action against the
employee, such as laying off, suspending, firing, or discriminating against the
employes

If you rely only on the information SSA provides regarding name and SSN
verification to _jlLstifyr adverse actiorn against a worker. yoLs may violate Starte or
Federal faw and be subject ro legal conseguences.

Federal Privacy Act Statemernt for Third-Farty Submitters

ol can nse afee-hased approach when offering SSRWS ta wolr clients Howrewer, caltion shonld
be taken. SSA offers services, like SSMNWS, free of charge. Some companies in the private sector
offer those same services for a fee and dewvelop misleading brochures and advertisements. To
discourage the use of misleading mailings about Social Security and Medicare, Congress enacted
specific prohibitions in Section 312 of the Social Security Independence and Program
Improvements Act of 189 that broadesned the existing deterrents. The prohibitions are codified at
Title 42 of the U.S. Code, Section 1320b-10. ¥ou should ensure that you are aware of these legal
provisions and conform to their requirements and

- Be cautious not to suggest to your clients that this service is only available through you;

- Advise all clients that this service is available at no cost from SSA and that this service is not
S unigue or sxclusive arangsment bebaeen SSA and your CompEany; S

- Be sure not to dive any impression when describing your SShNYS service to your clients that
wour company has an arrangement that allows direct access to SSA databases, program
software, etc

Paperwork Reduction Act Statement

This information collection meets the clearance requirements of 44 LI.S.C. § 3507, as amended by
Section 2 of the Papenwvark Reduction Act of 1995. You do not nesd to answer these questions
unless we display a valid Office of Managernent and Budget contral number. WWe estimate that it will
take about 2 minutes to read the instructions, gather the facts, and answer the questions. You may
send comments on our estimate of the time needed to compléte the form to: SSA, 1338 Annex
Building. Baltimore, MD 21235-0001

User Certification for Use of SSNVS - Please Read Carefuliy!
| certif that
- | have read and understand the above section titled "Froper LUse of Social Security INumiber
Werification Service (SSMNWS)" and the "Federal Privacy Act Statement for Third-Party

Submitters"

- | am verifying SShs solely to ensure that the records of my client's or my current or former
employees are correct for the purposes of Form -2 reporting

- | am authonzed, under vald contracts with all outside employers of any indrvidual tor whorm |
will request SSI verification, to transmit employee SSMNs and identifying information and to
roccive the recsults of SSrW S,
or
| have the authority from my employer (or am the owner of the company) to transmit
employee SSMs and identifying information and to receive the results of SSHNVS

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

[Taccert | [ I DO MOT Accept ]

Paso 8: Pulseen e boton quelee, «I Accept» (Acepto) después de leer las condiciones definidas en
lapaginatitulada, SSNV'S. Entonces € sistema mostrarala paginade SSN Verification.
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

. Sodal Security Online
s Business Services Online

Social Security Number Verification System (SSNWS) N

BSO Main Menu | BSO Information | Contact Us | Keyhoard MNawvigation | Logoot

HMarme: JATNE DOE

SSMN Werification

mlame: JOHMN BENT

Flease enter the following information for each employves you would like to verify. Mandatory fields are indicated by an ™.
Field specific help is available by selecting the underlined links below.

Please Note:

- Al werified, Unverified and deceased records will be returned
= Inthe event SSMNWS may not be able to Process your reguest, you will be given two (2) options
© Owernight Processing - saves the data vou entered to a file far overnight processing and displays a
confirmation number on the Caonfirmation page that you will need to check the status of vour request
© BSO0 mMain Menu - cancels the request and any data you entered on the SSh Verification fTorm is not saved

~Employer's EIN The Ermpioyers EIN s the Ermpioyer identification Nwmber (EIN) of the
(0900000 a0) SITHNONE! WROSE SrTIONees’ Names and SSNS are being veritied. For

SECLrT SNG SUGHT LR OSES, IS INTOrTmation TSt e Drovice o SnG will
not be processed withrowt it

S=T=1.8] * Eirst Mame Middle fLast Name Suffisx Date of Birth Gender
{000 005000 0} Mame LMD D Y Y v vy (F /by

1

=

3

a

=

5

7

El

a

10,

ou may wantio print or save this page BEFORE you submit, as this information will NOT be visible after submission

This page contains confidential information. Please keep the printed f saved page in & secure place.

[[Submit_| [ Slear Farm |

Hawve a guestion? Call 1800 772 6270 to speak with Employer Customer Semice personnel.
For TODY/TTY call 1-800-325 0778

BSO Main Menu | BSO Information | Contact Us | Keyhoard MNawvigation | Logoot

Paso 9: En e campo parael «kEmployer’s EIN» (nimero de identificacion del empleador», ingrese el EIN del
empleador bajo € cual estainformando salarios paralos nombresy nimeros de Seguro Social que
esta verificando. Llene una (1) filapor cada nombre y nimero de Seguro Social que desea verificar.
Usted debe llenar todos |os campos obligatorios (*) en por lo menos una (1) fila antes de seleccionar
el botdn que lee, «Submit» (presentar).

. = Loscamposdel numero deidentificacion del empleador «EIN», nimero de Seguro
N Social «<SS\», nombrey apellido son obligatorios.

{\’*} =  Loscampos del Middle name (segundo nombre), Suffix (sufijo), Date of birth

~d (fecha de nacimiento) (DOB, sus siglas en inglés) y Gender (género) son

NOTA opcionales.

Paso 10:  Pulse en el boton que lee «Submit» (presentar) para procesar lainformacién. (Delo contrario, Pulse
en el boton que lee, «Clear Form» (disipar € formulario). El sistema mostrard los resultados de la
paginade «SSN Verification» (verificacion de nimero de Seguro Socid).
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)

SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

Soc:lal_SecmltvOnlmc . )
Business Services Online

ESO Main Menu | BSO Information | Contact Us | Kevboard Mavigation | Logout

Records Submitted: 10

Failed: 7
Deceased: 1
werified Records 2

werify More SSMs
what to do if an SSM fails to

Wby Are Some SSHs Masked?
Field Office Locator

SSHM Verification Results

Mame: JANE DOE
Employer's EIMN: 010816050 MName: JOHN BENT

= Verified - Data matches Social Security Administration's records

For TDDUTTY call 1-800-325-0778.

Esta pagina mostrara:

Results 99!33;'999 First Hame "::::“: "';:'s‘; D;:fu?r
MMDDYYYY
Werified  [MR®¥®0703 | WELLEY RAE  |REWMOLDS 10201965
Faled |08S7E7000 |SYLWVESTER u WULLIAMS 08031955
Failed  |RAKXA0803 | Dlana Lok JONES 04241965
Failed  [:000%2103 | DELIND, % GaRAY 01011966
Failed  |x000x2203 RITa LEDELLa | JONES 03031930
Failed | 449400404 JIL - VULLIAMS 12221979
Werified |¥RX¥®03902 | BETHANY |MICHELL | HUBBARD 03081978
Deceased | 240215300 | MELISS® | CAaROL | MILLER 05271977
Failed  |HM#X#2202 | THOMAS |[ECWyaRD | MIESE oz201978
Failed  |xxxx8802 | DEBORAH - AMBLES 04161361
Verification Results
Code Description

Have a guestion? Call 1-800-772-6270 to speak with Employer Customer Service personnel

BSO Main Menu | BSO Information | Contact Us | Kevboard Mavigation | Logout

Gender Verification

Fma

ME NN E N E|E N

The following table displays your submitted results. The first column indicates ifthe submitted record
verified, failed or employee is deceased. The first five digits of the SSM will be masked for verified
records and records with a verification resulis code of 2, 3, 4 or 6

+ Failed - Data does not match Social Security Administration's records. Select What to do if
an SSM Fails to “erify for more information

werify * Deceased - Data matches Social Security Administration's records, and our records indicate
thatthe person is deceased. For more information, please contact our general SSA
infarmation line at 1-800-772-1213 (TDOD/TTY 1-800-325-0778) aryour local Social Security
field office. Select Field Office Locatar to find the office nearest you

Results

00| M| h |

o | |

= Unresumeny conexiones ainformacion (til al lado 1zquierdo. El resumen incluye € nimero
de identificacion del empleador «EIN», €l nimero total de registros presentados, €l nimero
total de verificaciones que fallaron, el nimero total de registros de fallecidosy el nimero
total de registros verificados.

=  Cuerpo — Todalainformacion presentada por el usuario mas el codigo de los resultados

verificados.

Administracion del Seguro Social
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

S ocurren problemas con esta verificacion, el sistema mostrara la pagina de «Convert to
Batch» (convertir en lote). Pulse en € botén que lee, «Overnight» y € Seguro Social
procesara su pedido y le enviara los resultados dentro de dos (2) dias laborables. Sga las
instrucciones en la Leccidn 2 para obtener mas informacion: « Submit an Electronic File for
SSN Verification» (Cémo presentar un archivo electrénico para verificacion del nimero de
NOTA Seguro Social.)

Paso 11: El SSN presentado para verificacién concuerda con los registros del Seguro Social. El usuario veraun
«-» en el campo de «V erification Results» (resultados de verificacion).

Por razones de seguridad, si €l registro tiene un resultado de verificacién de «-», los primeros
cinco (5) nimeros del Seguro Social se ocultaran con una «X».

Paso 12:  El nimero de Seguro Social «SSN» presentado para verificacion concuerda con los registros del
Seguro Social pero nuestros registros indican que la persona hafallecido. El usuario verala palabra
«Deceased» (fallecido) en la columnade resultado y un «-» en € campo de «Verification Results»
(resultados de verificacion).

Paso 13: S falaron algunas verificaciones, €l nimero en la columna de «Verification Results»
(resultados de verificacion) mostrara larazén por laque la verificacion falo.

L os siguientes son descripciones de codigos de resultados verificacion que han fallado:

1  SSNnotinfile (never issued). (El nimero de Seguro Social no se encuentraen el
registro (nunca se emitio).
2 Name and DOB match; gender code does not match. (El nombre y fecha de
nacimiento concuerda; el género no concuerda)
3 Name and gender code match; DOB does not match. (El nombrey género
concuerdan, la fecha de nacimiento no concuerda).
4 Name matches;, DOB and gender code do not match. (EI nombre concuerda; la
fecha de nacimiento y género no concuerdan)..
5  Name does not match; DOB and gender code not checked. (EI nombre no concuerda; 1afecha de nacimiento y

género no se verificaron).
SSN did not verify; other reason. (El nimero de Seguro Socia no verifico; otrarazon).

Por razones de seguridad, si € registro tiene un cédigo de resultado de verificacion 2, 3, 4 6 6, los
primeros cinco (5) nimeros del Seguro Social se ocultaran con una «X».,
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SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

NOTA

S la informacién no concuerda con losregistros del Seguro Social, Pulse en e enlace, « What to do if an SSN fails
to verify» ( en espafiol, Qué hacer s los nombres o nimeros de Seguro Social no concuerdan) para ver
una informacién importante.

Paso 14: Pulseen € botdn quelee, «Verify More SSNs» para verificar nimeros de Seguro Social adicionales.
(Pararegresar al paginaprincipa del BSO, pulse € boton que lee «<BSO Main Menu.)
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

L eccion 2: Como presentar un ar chivo electronico para verificacion
del nimer o de Seguro Social

Siga las instrucciones a continuacién para subir un registro que contiene los nombres y niimeros de Seguro Social
para ser verificados por la Administracion del Seguro Social. Usualmente, los resultados estan disponibles €l
proximo dialaborable del gobierno.

Paso 1: Dirijasu navegador ala pagina de «Business Services Online Welcome» (Pagina de
Bienvenida alos Servicios por Internet para empresas):
http://www.social security.gov/bso/bsowel come.htm.(Sélo disponible en inglés.)

Paso 2: Pulse en € botén que lee, «Log In» (Ingrese) en la paginade Bienvenida del BSO. El sistema
mostrard en pantallala paginatitulada, «Log Into BSO» (Ingrese al BSO).
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SocimlSectfiyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
f Loginto BSO BSO HELP
BSl;I\;’Velcome = Legin
Online Services
Availability
- lépl-ln_jnday-Frlday: 5 AM -1 AM User ID:

Cformerly referred to as
® Saturday: S AM-11 PMET PIN)

& Sunday: 5 AW - 11:30 PMET P I Forgot your
a ord password?
DONT USE YOUR (not case sensitive)
BROWSER'S BACK BUTTON | understand that the Social Security Administration

(SSA) will validate the information | provide against the

Effective October 2007, your information in SSA's files.

Personal ldentification I certify that:
Number {PIN} is now
referred to as your User ID. « | understand that | may be subject to penalties if |

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

Meed to complete wour
phone registration?

I understand that SSA may prewvent me from using
these services If 354 determines or suspects
there has been misuse of the services.

= | am aware that any person who knowingly and
willingly makes any representation to falsely abtain
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 ar
imprisonment, or both.

e | am authorized to do business under this User D,
By checking the box below you certify
that you have read. understand and

agree to the user certification of
Business Services Online.

O | Accept

Cancel | Login

Hawve a question? Call 1-800-TT2-62T0 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDOUVTTY call 1-800-325-0778.

www_socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

Paso 3: Ingrese su «User ID» (nimero de identificacion del usuario) y contrasefia

Paso 4: Pulse en € encasillado que lee, «I Accept» (Acepto) después de leer las condiciones definidas
en lapaginatitulada, «Log In to BSO».

Paso 5. Pulse en el botdn que lee, «L oginx». El sistema mostrara la pagina titulada, «BSO Main Menu
» (pagina principal del BSO).
L (Pararegresar alapaginainicial del BSO [que lee, «Business Services

B Online Welcome], pulse en el boton que lee, «Cancel» [ Cancelar] .)
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

SocilSeciiyonine  BUSINESS Services Online

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

g S

5y Main Menu LOGOUT | BSO HELP

Online Services
Availability Welcome, Jane Doe

Your password expires onJune 14, 2000
o fonday-Friday: 5 A0 - 1 Ak . . - .
ET
* Sauday. SaM-11PMET — Report Wages To Social Security
* Sunday: & AM - 11:30 PM ET Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or

DONT USE YOUR Reguest resubmission extensions
BROWSER'S BACK BUTTON

View File / Wage Report Status with Name / SSN Errors
To use any Business “iew report status, errors and notice information
Services Online, you must

“'S‘.'Eq“fs‘ access to that . Social Security Numbers Verification Service
Service. 10 request access to Request online SSM verification, or

BSO services, select . -
"Account Maintenance™. Submit files for SN verification

From the Account
Maintenance page, select ~ Account Maintenance
"REQ_“'?S‘“ACCESS to BSO Request, activate or remove access to sewices
Services”. Re-request activation code for services
Change your passward
Update your user registration or emplayer information, ar Remove employer information

Have a guestion? Call 1-800-TT2-6270 Monday through
Friday, 7:00 a.m.to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TDOVTTY call 1-800-325-0778.

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

Paso 6: Pulseen el enlace «Social Security Numbers Verification Service» (Servicio de verificacion de
numeros de Seguro Social.)

Social Security Numbers Verification Service
Reguest enline SSH venfic ation, of
Subma files for SSN venfic ation

El sistema mostrara la paginade Internet de «Sacia Security Numbers Verification Service» (Servicio

de verificacion de nimeros de Seguro Social.
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

SocialSeciiiyonlie  BUSINESS Services Online

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

s Social Security Number Verification
il Service

ES0 Main Menu = Social Security Number Werification Senvice

LOGOUT | BSO HELP

Online Services

oL Request Online SSN Verification
& Monday-Friday: 5 AM -1 M Manually enter and submit up to 10 Social Security Numbers and Mames to be verified by
ET Social Security. Results are returned immediately far review.

& Saturcay: 5 AM - 11 PMET
+ Sunday 8 aM-11:30PMET - SUbmit an Electronic File for SSN Verification
Submit a file containing Names and Social Security Murbers to be verified by Social
DONT USE YOUR Security. The data in the file must be in the correct format.
BROWSER'S BACK BUTTON

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

View Social Security Number Verification Service Handbook

Review additional information an submitting files to Social Security for verification and
retrieving the results of the submissions.

| BSO Main Menu |

Have a question? Call 1-800-T72-6270 Monday through
Fridsy, 7:00 s.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TODUTTY call 1-800-325-0778.

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

Paso 7: Pulseen el enlace que lee, «Submit an Electronic Filefor SSN Verification» (Presentar un archivo

electronico para verificacion de nimero de Seguro Social).

Submit an Electronic File for SSN Verification
Submit 2 file contalhlng Matnes and Saclal Secumy Mumbers to be verified hy Social Securlry. The data in the file
must be in the corect format.

El sistema mostrara la pagina de Internet de verificacion de «<SSNV S».
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

Social Security Online
Business Services Online

OME Approval No. 0960-0660
SSNWVS Attestation
Proper Use of Social Security Number Verification Service (SSNVS)
e SSMNWS should only be used for the purpose for which it is intended

. SSA Wil verify Social Security Mumbers (SSMs) solely to ensurs the records of current or
former employees are correct for the purpose of completing Internal Revenue Service (IRS)
Farm wWoo (Wiage and Tax Starerment)

- Itisillegal to use the service to verify SShs of potential news hires or contractors or in the
preparation of tas returns

- Itis appropriate to use SSMNWS only once an official employer-employee relationship has
been established. SSA defines the existence of an employer-employee relationship as when
ane of the following has occlrred

- The employer's offer of employment and acceptance by the person being hired {even though
hefshe hasn?t started working), and/or

- The future employee's complstion of the papenwork to establish the payroll record

- Company policy concerming the use of SSHNWVS should be applied consistentiy ro all
workers, for example

o If used for newly hired workers, verify information on all newly hired workers
o If used to werify Information on other workers, verify the informaton for all other workers

- Third-party use of SSMNVS is strictly limited to arganizations that contract with ermployers to
either handle the wage reporting responsibilities or perform an administrative function directhy
related to annual vwagde reporting responsibilities of hired employees. It is suggested that
contracts between the third-party and the employer stipulate that the functions being
performed by the third-party contractor adhere to the proper use of SSMNWS. It is not proper to
use SSRWS for non-wage reporting purposes, such as identity, credit checks, mortgags
applications, etc

- Anyone who knowingly and willfully uses SSMNVS to request or obtain information from SSA
under false pretenses violates Federal law and may be punished by a fine, imprisonment or
both

- SSA may ban you andior the company you represent from the use of SSNVS if GSA
determines there has been misuse of the service

- SSA returns all names and SShs submitted . If the name and SSM do not match our records,
SSA advises the following

o This response does not imply that you or your employee intentionally provided incorrect
information about the employes's name or S5

o This response does nof make any statement abolt your employvee's immigration stats

o This response is not @ basis, in and of itself, to take any adverse action against the
employee, such as laying off, suspending, firing, or discriminating against the
employes

If you rely only on the information SSA provides regarding name and SSN
verification to _jlLstifyr adverse actiorn against a worker. yoLs may violate Starte or
Federal faw and be subject ro legal conseguences.

Federal Privacy Act Statemernt for Third-Farty Submitters

ol can nse afee-hased approach when offering SSRWS ta wolr clients Howrewer, caltion shonld
be taken. SSA offers services, like SSMNWS, free of charge. Some companies in the private sector
offer those same services for a fee and dewvelop misleading brochures and advertisements. To
discourage the use of misleading mailings about Social Security and Medicare, Congress enacted
specific prohibitions in Section 312 of the Social Security Independence and Program
Improvements Act of 189 that broadesned the existing deterrents. The prohibitions are codified at
Title 42 of the U.S. Code, Section 1320b-10. ¥ou should ensure that you are aware of these legal
provisions and conform to their requirements and

- Be cautious not to suggest to your clients that this service is only available through you;

- Advise all clients that this service is available at no cost from SSA and that this service is not
S unigue or sxclusive arangsment bebaeen SSA and your CompEany; S

- Be sure not to dive any impression when describing your SShNYS service to your clients that
wour company has an arrangement that allows direct access to SSA databases, program
software, etc

Paperwork Reduction Act Statement

This information collection meets the clearance requirements of 44 LI.S.C. § 3507, as amended by
Section 2 of the Papenwvark Reduction Act of 1995. You do not nesd to answer these questions
unless we display a valid Office of Managernent and Budget contral number. WWe estimate that it will
take about 2 minutes to read the instructions, gather the facts, and answer the questions. You may
send comments on our estimate of the time needed to compléte the form to: SSA, 1338 Annex
Building. Baltimore, MD 21235-0001

User Certification for Use of SSNVS - Please Read Carefuliy!
| certif that
- | have read and understand the above section titled "Froper LUse of Social Security INumiber
Werification Service (SSMNWS)" and the "Federal Privacy Act Statement for Third-Party

Submitters"

- | am verifying SShs solely to ensure that the records of my client's or my current or former
employees are correct for the purposes of Form -2 reporting

- | am authonzed, under vald contracts with all outside employers of any indrvidual tor whorm |
will request SSI verification, to transmit employee SSMNs and identifying information and to
roccive the recsults of SSrW S,
or
| have the authority from my employer (or am the owner of the company) to transmit
employee SSMs and identifying information and to receive the results of SSHNVS

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

[Taccert | [ I DO MOT Accept ]

Paso 8: Pulseen el encasillado que lee, «I Accept» (Acepto) después de leer las condiciones
definidas en la paginatitulada, « SSNV S Attestation». El sistema mostrara la pégina titulada
«Submit aFilefor SSN Verification — Before Y ou Start web page».
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

ﬁv‘% Sodial SecurityOnline

“0i: Business Services Online

BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation |Logout
Submit a File for SSN Verification - Before You Start

Narne: JANE DOE

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

1. Before You Start
The fallowing items below are suggestions to fallow hefare submitting your file far SEN verification.

+ Review your file(s) for correct formatting
Before submitting your file, we recammend that you ensure the file is errar-free and can be sent guickly.

o W provide the proper file format on the SS5MNYE Help page and in the S5MWS Handbook. Reviewing your file far proper
formatting may prevent it from being rejected.
Submission File Format

¢ Do NOT send an Excel Spreadshest. Ifyou are using Excel, select Excel Users for mare information,

« Zip Your File
Ifyou have over 500 NamefS8M requests aor a slow connection, the transmission will be faster ifthe file is zipped {compressed).
WinZip and PkZip are examples of acceptahle compression packages. This will substantially reduce the time required to transmit
your file.

BS0 Main Menu ] [ Continue

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TODATTY call 1800-3250778.

BESO Main Menu |BSO Information | Contact Us |Keyboard Mavigation | Logout

Paso 9: Pulseen el botén que lee, «Continue» (Continuar) después de leer lainformacion en la
pagina titulada «Submit a File for SSN Verification — Before Y ou Start web page». El sistema
mostrarala paginatitulada «Submit a File for SSN Verification — Submit Y our File web page» (en
espafiol, Presentar un archivo para Verificaciéon del nimero de Seguro Socia — Presentar su
Archivo).
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SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

. Social Security Online

- Business Services Online

BSCO Main Menu |BSO Information | Contact Us |Keyboard Mavigation | Logout
Submit a File for SSN Verification - Submit Your File

Harae: JANE DOE

Steps: 1. before ¥ouw Start 2. Submit Your File 3. Confirmation

2. Submit Your File

= First, enter the Employer's EIMN. (Also select a Submitter's EIN if required.)

e Second, ifyou know the name of the file you wish to upload, type the filename in the data entry field or use the Browse button to
locate wvour file

= Third, selectthe Submit button to upload vour file.

*Employer's EIMN The Empliover's EiN is the Empiover Identification Number (EIN) of the employer whose
(0900300909} ermployess' names and SSNs are belng verified. For security and audit purposes, this

information st be provided and will not be processed without i

Select file

Exceptfor peak submission periods, file results will usually be available the next government business day. You will receive a confirmatian
number and message when yvour file submission is complete.

B=0 Main Menu ] [ Frevious Fage

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

BSO Main Menu |BSO Information | Contact Us jKeyvboard Mavigation | Logout

Paso 10: Ingrese el nimero de identificacion del empleador (EIN) bajo € cual se estan informando los
salarios paralos nombres y niimeros de Seguro Social que se estan verificando. Si usted sabe €l
nombre del archivo que quiere subir, escriba en méaquina el nombre del archivo en el campo que
lee, «Select file» (seleccione el archivo) o seleccione un archivo de su directorio o red local
seleccionando el botén que lee, «Browse» (curiosear).

=  El archivo no debe contener mas de 250,000 pedidos de verificacion de ndmeros de
Seguro Social.

= S tiene mas de 500 pedidos de verificacion de nimeros de Seguro Social o tiene una
conexion de Internet lenta, recomendamos que comprima su archivo usando el WipZip,
PKZIP, u otro programa de comprimir compatible.

Paso 11: Pulse € botdn que lee, «Submit» (Presentar). El sistema mostrara un «file upload in process» en
una ventana emergente.
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GUIA DE SERVICIOS POR INTERNET PARA EMPRESAS (BSO) PARA EL ANO TRIBUTABLE 2008 (TY08)
SERVICIOS DE VERIFICACION DE NUMEROS DE SEGURO SOCIAL (SSNVS)

<2 https://secureval.ssa.gov - Your file is being uploaded... - Microsoft Internet Ex... Q‘E|E|

Please wait. Your file upload is in progress....

D 254

@]Done é 0 Internet

Unavez que € archivo se hayatrasferido, € sistema mostrara la pagina de confirmacién titulada
«Submit aFilefor SSN Verification — Confirmationy.

- Business Services Online

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

Submit a File for SSN Verification - Confirmation
Mame: JANEDOE

Steps: 1. Before ¥ou Start 2 Submit ¥our File 3. Confirmation

3. Confirmation Receipt - Your File Was Received

Your submission was successful. Use your browser menu to save or print this acknowledgement of receipt far your recards.
You will need the confirmation number assigned by S5A to retrieve the results of your submission.

Confirmation Number assigned by SSA: 11C28A173B3D3840D

Date: 09/03/2008 10:33 AM Eastern Time Your file name: ssnvs b Assigned file name:
11C28A1738308400_CE700007 File size: 42 vtes (0 Kh)

What You Should Do Next;

Check the size of your file. Right click on the file {ortah to it and select Shift + F10) and select Properies. The
size given in bytes should match the size given on the Confirmation page. If it does not match, there may have
been a problerm with transmission. Please contact the Employer Reporting Branch at 1-800-772-6270. Far
TODITTY call 1-800-325-0778.

‘What to expect:
You may check your results from the View Status and Retrieval Information link on the BSO Home page. Except
far peak submission periods, file results will usually be available the next government business day.

Thank you for submitting your file using Business Services Online.

BSO Main Menu Submit Anather File

Have a gquestion? Call 18007726270 to speak with Employer Custormer Service personnel.
For TOOWTTY call 1-800-3250778.

BSO Main Menu |BSO Information | Contact Us | Keyboard Mavigation | Logout
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AsegUrese de mantener un registro de su nimero de confirmacién. Lo necesitara para obtener €
estatus del archivo que presento.

Paso 12: Pulse e botén quelee, «OK» en laventana emergente paraimprimir la pagina de confirmacion
titulada «SSN V erification — Confirmationy.

Microsoft Internet Explorer @

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

e J[ Cancel ]

De otro modo, pulse el boton que lee, «Cancel» (cancelar) paracerrar la ventana emergente

Paso 13:  Pulse el boton que lee, «Submit Another File» en la paginatitulada «Submit a File for SSN
Verification — Confirmation» para presentar otro archivo o pulse en el botén que lee, «<BSO
Main Menu» pararegresar alapaginaprincipal del BSO.
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L eccion 3: Como ver informacion de estado y recuperacion

Sigalas siguientes instrucciones para ver el estado actual de los archivos presentados para procesar de un dia al
otro.

Paso 1:  Dirijasu navegador alapagina, Business Services Online Welcome (en espafiol,
Bienvenido alos Servicios en linea para negocios):
www.segurosocial.gov/bso/bsowel come.htm (sélo disponible en inglés).

Paso 2:  Seleccioneel enlace deLog I n (en espafiol, Acceso) en la pagina, Business Services Online Welcome.
El sistema mostraralapagina, Log in to BSO (en espafiol, ingrese al BSO).
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www.socialsecurity.gowv

Online Services
Awvailability
*  Mondsy-Fridsy: 5 S0 -1 26
ET
& Saturcisy: 5 AR - 11 PMET
Sunday: & AM - 11:30 P ET

DONT USE YOUR
BROWSER'S BACK BUTTON

Effective October 2007, your
Personal ldentification

SocialSecifityontine  BUSINESS Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Log In to BSO BSO HELP

ESO welcoms > Login

cformerly referred to as
FIN)

Eorgot wour
assword?

inot case sensitive)
| understand that the Social Security Administration
(SSAYwill validate the information | provide against the
information in SSA's files.

| certify that

NMumber (PIN) is now

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

Meed to complete wour
phone registration?

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

e | @m aware that any person who knowingly and
willinaly 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.

= |lam authorized to do business under this User ID
By checking the box below you certify
that you have read. understand and

agree 1o the user certification of
Business Services Online.

[ | Accept

Cancel | Login

Have a guestion? Call 1-800-TTZ-62T0 Maonday through
Friday, 7.00 a.m. to 7.00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDODUTTY call 1-800-325-0778.

www.socialsecurity.gov

BSO Welcome | BSO Information | Keyboard Navigation

Paso 3: Ingresesu User ID (identificacion del usuario) y contrasefia.

Paso 4: Seleccione el botén de | Accept (en espafiol, Acepto) después de leer y aceptar las condiciones
definidas en la pagina.

Paso5: Seleccione el botén de Login. El sistema mostrarala pégina, BSO Main Menu.

Pararegresar ala pagina, Business Services Online Welcome seleccione el boton
de Cancel (en espafiol, Cancelar).
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Socil Seciiyonlie  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
By Main Menu LOGOUT | BSO HELP
Online Services ‘elcome, Jane Doe
Availability Your password expires onJune 14, 2009
o Mondy-Friday: 5 aM- 1 am  YOUr PASSWOrd expires on May 05, 2009

ET

* Satucay SeM-11PMET - Report Wages To Social Security
O SUmez B Rl = 1150 FET Submit, download o pracess WW-25 and W-2cs
“iew submission status, acknowledge resubmission notices or

DONT USE YOUR Request resubmission extensions
BROWSER'S BACK BUTTON

View File / Wage Report Status with Name / SSN Errors
To use any Business “iew report statug, errors and notice information
Services Online, you must

f"s‘.'eq‘?“ accessto that S cjal Security Numbers Verification Service
service. 1o request access to Request online SSM verification, or

BSO services, select ) L
"Account Maintenance™ Submit files for SSM verification

From the Account
Maintenance page, select  Account Maintenance
“Req.uest“Access to BS0O Reguest, activate or remove access to serices
Services". Re-request activation code for services
Change your password
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-T72-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service personnel. For TDOUTTY call 1-800-325-0778.

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

Paso 6: Seleccione €l enlace de Social Security Numbers Verification Service (en espafiol, Servicio de

verificacion de los nimeros de Seguro Social).

Social Security Numbers Verification Service
Reguest enline SSH venfic ation, of
Subma files for SSN venfic ation

El sistema mostrara la pagina mend, Verify Social Security Numbers (en espafiol, Verificar nimeros de Seguro
Social).
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Socil Seciiyonline  BUSINESS Services Online

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

. Social Security Number Verification
he Service

ES0 Main Menu * Social Security Number Verification Senice

LOGOUT | BSO HELP

Online Services

Availability Request Online SSN Verification
o Monday-Friday: 5 AN - 1 A tanually enter and submit up to 10 Social Security Numbers and Names to be verified by
ET social Secunity. Results are returned immediately for review.

& Saturday: 5 AM-11 PMET

+ Sunday 8 #M-11:30PMET - SUbmIt an Electronic File for SSN Verification
Submit a file containing Names and Social Security Mumbers to be verified by Social
DON'T USE YOUR Security. The data in the file must be in the correct format.

BROWSER'S BACK BUTTON

View Status and Retrieval Information

“Wiew the current status of a submission.

View Social Security Number Verification Service Handbook

Feview additional infarmation an submitting files to Social Secunty for verfication and
retrieving the results of the submissions.

| BS0 Main Menu |

Have a guestion? Call 1-800-T72-62T0 Monday through
Fricay, 700 a.m.to 7.00 p.m. Eastern Time to speak with Employer Customer
Service personnel, Far TOOUTTY call 1-300-325-0773.

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

Paso 7: Seleccione € enlace de View Status and Retrieval Information (en espafiol, Ver informacion de estado

y recuperacion).

View Status and Reftrieval Information
Wiew the currenl status of a submission.

El sistema mostrara la pagina, SSNV S Attestation (en espafiol, Atestacion de SSNVS).
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Social Security Online
Business Services Online

OME Approval No. 0960-0660
SSNWVS Attestation
Proper Use of Social Security Number Verification Service (SSNVS)
e SSMNWS should only be used for the purpose for which it is intended

. SSA Wil verify Social Security Mumbers (SSMs) solely to ensurs the records of current or
former employees are correct for the purpose of completing Internal Revenue Service (IRS)
Farm wWoo (Wiage and Tax Starerment)

- Itisillegal to use the service to verify SShs of potential news hires or contractors or in the
preparation of tas returns

- Itis appropriate to use SSMNWS only once an official employer-employee relationship has
been established. SSA defines the existence of an employer-employee relationship as when
ane of the following has occlrred

- The employer's offer of employment and acceptance by the person being hired {even though
hefshe hasn?t started working), and/or

- The future employee's complstion of the papenwork to establish the payroll record

- Company policy concerming the use of SSHNWVS should be applied consistentiy ro all
workers, for example

o If used for newly hired workers, verify information on all newly hired workers
o If used to werify Information on other workers, verify the informaton for all other workers

- Third-party use of SSMNVS is strictly limited to arganizations that contract with ermployers to
either handle the wage reporting responsibilities or perform an administrative function directhy
related to annual vwagde reporting responsibilities of hired employees. It is suggested that
contracts between the third-party and the employer stipulate that the functions being
performed by the third-party contractor adhere to the proper use of SSMNWS. It is not proper to
use SSRWS for non-wage reporting purposes, such as identity, credit checks, mortgags
applications, etc

- Anyone who knowingly and willfully uses SSMNVS to request or obtain information from SSA
under false pretenses violates Federal law and may be punished by a fine, imprisonment or
both

- SSA may ban you andior the company you represent from the use of SSNVS if GSA
determines there has been misuse of the service

- SSA returns all names and SShs submitted . If the name and SSM do not match our records,
SSA advises the following

o This response does not imply that you or your employee intentionally provided incorrect
information about the employes's name or S5

o This response does nof make any statement abolt your employvee's immigration stats

o This response is not @ basis, in and of itself, to take any adverse action against the
employee, such as laying off, suspending, firing, or discriminating against the
employes

If you rely only on the information SSA provides regarding name and SSN
verification to _jlLstifyr adverse actiorn against a worker. yoLs may violate Starte or
Federal faw and be subject ro legal conseguences.

Federal Privacy Act Statemernt for Third-Farty Submitters

ol can nse afee-hased approach when offering SSRWS ta wolr clients Howrewer, caltion shonld
be taken. SSA offers services, like SSMNWS, free of charge. Some companies in the private sector
offer those same services for a fee and dewvelop misleading brochures and advertisements. To
discourage the use of misleading mailings about Social Security and Medicare, Congress enacted
specific prohibitions in Section 312 of the Social Security Independence and Program
Improvements Act of 189 that broadesned the existing deterrents. The prohibitions are codified at
Title 42 of the U.S. Code, Section 1320b-10. ¥ou should ensure that you are aware of these legal
provisions and conform to their requirements and

- Be cautious not to suggest to your clients that this service is only available through you;

- Advise all clients that this service is available at no cost from SSA and that this service is not
S unigue or sxclusive arangsment bebaeen SSA and your CompEany; S

- Be sure not to dive any impression when describing your SShNYS service to your clients that
wour company has an arrangement that allows direct access to SSA databases, program
software, etc

Paperwork Reduction Act Statement

This information collection meets the clearance requirements of 44 LI.S.C. § 3507, as amended by
Section 2 of the Papenwvark Reduction Act of 1995. You do not nesd to answer these questions
unless we display a valid Office of Managernent and Budget contral number. WWe estimate that it will
take about 2 minutes to read the instructions, gather the facts, and answer the questions. You may
send comments on our estimate of the time needed to compléte the form to: SSA, 1338 Annex
Building. Baltimore, MD 21235-0001

User Certification for Use of SSNVS - Please Read Carefuliy!
| certif that
- | have read and understand the above section titled "Froper LUse of Social Security INumiber
Werification Service (SSMNWS)" and the "Federal Privacy Act Statement for Third-Party

Submitters"

- | am verifying SShs solely to ensure that the records of my client's or my current or former
employees are correct for the purposes of Form -2 reporting

- | am authonzed, under vald contracts with all outside employers of any indrvidual tor whorm |
will request SSI verification, to transmit employee SSMNs and identifying information and to
roccive the recsults of SSrW S,
or
| have the authority from my employer (or am the owner of the company) to transmit
employee SSMs and identifying information and to receive the results of SSHNVS

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

[Taccert | [ I DO MOT Accept ]

Paso 8: Seleccione el botdon de | Accept después de leer y aceptar |as condiciones definidas en la pagina, SSNVS
Attestation. El sistema mostraralapagina, Status and Retrieval (en espafiol, Estado y recuperacion).
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s Sodial SecurityOnline .
~iin- Business Services Online

BSO Main Menu | BSO Information | Contact Us | kKeyboard Mawvigation | Logout

Status and Retrieval

Harne: JANE DOE

There are three options for checking the status of yvour fileds):

Option 1 - Enter vour 16 character confirmation number aryour 8§ character tracking number for submitted files.
SelectDo you have 3 Tracking NMumber? for more information.

Option 2 - View status of your submitted files by entering a range of submission dates.

Option 3 - Retrieve a list of your submitted files available to your User ID.

Option 1 Confirmation or

Tracking Mumber
Range Start Date
MDD
Option 2

Range End Date

M BD DY Y

Option 3 All Submissions

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel.
For TDDVTTY call 1800-3250778.

BSO Main Menu | BSO Information | Cantact Us | Keyboard Mawvigation | Logout

Paso 9:  Seleccione unade las siguientes opciones para ver € estado del archivo que presento.

Opcion 1: Entre el Tracking number o confirmation number (en espafiol, nimero de rastreo especifico
0 ndmero de confirmacion) paraver €l estado de un archivo individual.

Opcién 2: Entre unafecha de comienzo y fina paraver el estado de los archivos presentados dentro

de ese periodo de rango.

Opcién 3: Vealos 100 archivos mas recientes de SSNV S presentados relacionados con su
| dentificacion de usuario.

Consgjos
S € sistema no muestra € archivo que busca, concentre su busgqueda con las
opciones16 2.

Paso 10: Seleccione el botén de Submit (en espafiol, Presentar) correspondiente. El sistema mostrarala
pagina, Status and Retrieval Results (en espafiol, Resultados de estado y recuperacion).
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Hame: JANE DOE

Retrieval Options

Submission
Date

075162007

O7MEZ007

07512/2007

O7M 22007

07512/2007

a7M 22007

07512/2007

O7M 22007

07510/2007

07/10/2007

a7i0a/z007

Paso 11:

Social Security Online

Business Services Online

BS0 Main Menu |BSO Inforroation | Contact Us |Kevhoard Mavigation |Logout

Confirmation Records

cking
umber

ACTOOODA
ACTO000S
AC300020
ACEI00021

AC300022
ACI00023
AC300024
ACEI00025

AC100003
AC100005

AcCO00001

Hawve & gquestion? Call 1-800-T72-6270 to speak with Employer Customer Service personnel.

Status and Retrieval Results

The following table displays your subrnitted files).
The following takle displays vour submitted file(s).

. Select"VIEW" ifthe total number of records submitted is 10 ar less
« Select"DOWRLOAD" to download your file
+ To save the downloaded file as a text file:

1.  Right click"DOWWHLOAD"

2 Select"Save Target As"
3. Complete the Save As dialog box

Status of Submissions from:

07092007 to O716/2007

Select the links below for maore information about vour submissionis)

Submitted | ¥e ation

Additionsl Status Request

what To Do If an SSM Fails to Werif:

ed Deceased  ¥Yerified

Faor TODUTTY call 1-800-325-0773.

Status

I
PROCESS
In
PROCESS
I
PROCESS
In
PROCESS
In
PROCESS
In
PROCESS
In
PROCESS
In
PROCESS

pav
PROCESS

FORMAT
OR

SURFACE
ERRORS

In
PROCESS

BES Main Menu |BSO Information | Contact Us | Kevyboard Mavigation |Logout

L as opciones de estado y recuperar estan mostradas en un atabla; paraver una

Social Security Number Verification System (SSNVS]

. You may retrieve your submission{s) by clicking the YIEYY andfor DOWRNLOAD link under Retrieval Options
. Please note large files may take some tirme to open

. Some SSMs may be masked. Select why Are Sorme SSMs Masked? for more information
. SSM did notverify? Select What to do if an SSN fails to verify.

explicacion completa de cada columna, haga clic en el encabezamiento de cada una. Esto abrira
un nuevo navegador alapagina, SSNV S Help (en espafiol, Ayuda con SSNVS), lo cua sdlo es
accesible cuando acceda el SSNVS.

Seleccione el enlace de Download/View (en espafiol, Descargar y Ver) en lacolumnade
Retrieval Option(s) (en espafiol, Opcidn[es| de Recuperar) paraver los resultados.
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+ Para 10 o0 menos numer os presentados, |os resultados pueden
ser descargados o vistos por Internet.

+  Para mas de 10 nameros presentados, solo se pueden descargar
los resultados.

Paso 12:  Seleccione el enlace en la columna de Status (en espafiol, Estado) parainformarse mejor sobre el
estado de sus datos presentados, si le corresponde.

La columna de Available Through (en espafiol, Disponible hasta) muestra hasta que fecha
€l estado y resultado estan disponibles al usuario.
= Los usuarios pueden ver o descargar los resultados por 30 dias desde el dia que

obtuvieron derecho.
= Después de 30 dias, y por hasta 2 afios, |os usuarios solo pueden ver € estado de sus

archivos.
= Durante el periodo en que los archivos estén disponibles, no hay cantidad limite en las

NOTA veces gque los usuarios pueden descargar o verlos.
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L eccion 4;: Como ver el manual de SSNVS

El manual de SSNV S se puede ver a acceder € programa de SSNV S o al seleccionar €l enlace de SSNVS
Handbook (en espafiol, Manual de SSNV S) a continuacion.

= Pagina, BSO Welcome (en espafiol, Bienvenido al BSO) —
http://www.ssa.gov/bso/

= Pagina, SSNV S News (en espafiol, Noticias de SSNVS) —
http://www.ssa.gov/empl oyer/ssnvsNews.htm

= P4gina, SSNV'S Information and Instructions (en espafiol, Informacién e Instrucciones de SSNVS) —
http://www.ssa.gov/employer/ssnv.htm#overview

Para acceder al manual de SSNV S desde € programa SSNV S, sigua las siguientes instrucciones.

Paso 1.  Dirijasu navegador alapagina, Business Services Online Welcome (en espafiol, Bienvenido alos
Servicios en linea para negocios): www.segurosocial.gov/bso/bsowel come.htm (sélo disponible en
inglés).

Paso 2:  Seleccione el enlace deLog I n (en espafiol, Acceso) en la pagina, Business Services Online Welcome.
El sistema mostrarala pagina, General Login Attestation (en espafiol, Atestacion general de acceso).
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SocialSecifityonlne  BUSINESS Services Online

winw.socialsecurity.gov BSO Welcome | BSO Information | Heyboard Navigation

Log Into BSO BSO HELP
ESO welcoms = Login

online Services
Availability

® Monday-Friday: 5 A6 - 1AM User 1D: I:l

B0 clarmerly referred to as

& Saturday: 5 Ak - 11 P ET FIMN)
* Sunday: § Ak -11:530 PMET P I'l:l Forgot wour
assward: password?
DONT USE YOUR fnot case sensitive)
BROWSER'S BACK BUTTON | understand that the Social Security Administration

(SSA) will validate the information | provide against the

Effective October 2007, your information in SSA's files.

Personal ldentification | certify that
Number {(PIN} is now
referred to as your User ID. = | understand that | may be subject to penalties if |

submit fraudulent information. | agree that | am
responsible for all actions talken with my User 1D

Meed to complete your
phone registration?

e | understand that SSA may prevent me from using
these services if 354 determines or suspects
there has been misuse of the services

e | am aware that any person who knowingly and
willingly makes any representation to falsely obtain
information from Social Security records 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 1D
By checking the box below you certify
that you have read. understand and

agree to the user certification of
Business Services Online.

| Accept

Cancel | Login

Have a guestion? Call 1-800-TT2-62T0 Mondsay throudh
Friday, 7.00 a.m.to 700 p.m. Eastern Time to speak with Emplover Customer
Service personnel. For TODUTTY call 1-800-325-0778.

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

Paso 3:  Ingrese su User ID (nimero de identificacion del usuario) y contrasefia.

Paso 4: Seleccione €l encasillado de | Accept (Acepto) después de leer y aceptar las condiciones definidas en la
pagina.

Paso 5: Seleccione el botén de L ogin. El sistema mostrara la pagina principal del BSO.

Para regresar a la pagina, BSO Welcome seleccione €l botén de Cancel, (en
espariol, Cancelar).
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SocilSeciiyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
5y Main Menu LOGOUT | BSO HELP
Online Services Welcome, Jane Doe
Availability Your passwaord expires onJune 14, 2009
o Monday-Friday: 5 aM .1 am 0Ll PESSWOIT 8XDITEs on May uo, Zuuy

ET

* Sauday. SaM-11PMET — Report Wages To Social Security
* Sunday: & AM - 11:30 PM ET Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or

DONT USE YOUR Reguest resubmission extensions
BROWSER'S BACK BUTTON

View File / Wage Report Status with Name / SSN Errors
To use any Business “iew report status, errors and notice information
Services Online, you must

“'S‘.'Eq“fs‘ access to that . Social Security Numbers Verification Service
Service. 10 request access to Request online SSM verification, or

BSO services, select . -
"Account Maintenance™. Submit files for SN verification

From the Account
Maintenance page, select ~ Account Maintenance
"REQ_“'?S‘“ACCESS to BSO Request, activate or remove access to sewices
Services”. Re-request activation code for services
Change your passward
Update your user registration or emplayer information, ar Remove employer information

Have a guestion? Call 1-800-TT2-6270 Monday through
Friday, 7:00 a.m.to 7:00 p.m. Eastern Time to spesk with Employer Customer
Service personnel. For TDOVTTY call 1-800-325-0778.

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

Paso 6: Seleccione €l enlace de Social Security Numbers Verification Service (en espafiol, Servicio de

verificacion de los nimeros de Seguro Social).

Social Security Numbers Verification Service
Reguest online SSH venfication, or
Submit files for S5N venfication

El sistema mostrarala pagina mend, Verify Social Security Numbers (en espafiol, Verificar nimeros de Seguro
Social).
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Socil Seciiyonline  BUSINESS Services Online

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

. Social Security Number Verification
e Service

ES0 Main Menu * Social Security Number Verification Semice

LOGOUT | BSO HELP

Online Services

Availability Request Online SSN Verification
o Monday-Friday: 5 AN - 1 A tanually enter and submit up to 10 Social Security Numbers and Names to be verified by
ET social Secunity. Results are returned immediately for review.

& Saturday: 5 AM-11 PMET

+ Sunday 8 #M-11:30PMET - SUbmIt an Electronic File for SSN Verification
Submit a file containing Names and Social Security Mumbers to be verified by Social
DON'T USE YOUR Security. The data in the file must be in the carrect format.

BROWSER’S BACK BUTTON

View Status and Retrieval Information
“iew the current status of a subrmission.

View Social Security Number Verification Service Handbook

Feview additional infarmation an submitting files to Social Secunty for verfication and
retrieving the results of the submissions.

| BS0 Main Menu |

Have a guestion? Call 1-800-T72-62T0 Monday throudgh
Fricday, 7:00 a.m.ta 7:00 p.m. Eastern Time ta speak with Emplayer Customer
Service personnel. For TDOUTTY call 1-800-325-0778.

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

Paso 7: Seleccione € enlace de View Social Security Number Verification Service (SSNVS) Handbook (en
espariol, Ver el manual del Servicio de verificacién del nimero de Seguro Social).

View Social Secul:ity Number Verification Service Handbook
Review additional infarmation on submitting files to Social Security for verification and
retrieving the resulis of the submissions,

El sistema mostrara el manual de SSNVS.
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Social Security Online

www.socialsecurity.gov

SocialsSecurity Number Verification Service

(SSNVS)

Questions? - Contact Us ~

search [N

Employer
Information
Directory

Eor or t

About the SSA "No-
Match™ Letter. Click
Here

Employer W-2
Filing Page
How to File W-2s

Werify Social Security
Mumbers Online

Forms & Publications

AccuvageltccuW2C
Information for

Software Developers
Wendor List

Employer
Recaonciliation
Process

General ¥W-2 Filing
Infarmation

Tax Farums and
Speaking
Engagements

Other Sites

Erequently Asked
Questions

Customer Support
Feedback

Social Security Number Verification Service (SSNVS)
|Ti Handbook

Ifyou are navigating using only the keyboard or using an assistive device and naad help, visit our Kevboard
Commands web page for alternative wiews and navigation. Warning: If you select this link, you will leave this site
and go to 3 new browser window, Fou will automatically retum to this page when you close the new browser
PLEE

1 Security
v

Social Security Administration
Office of Systerms Electronic Services
5401 Security Boulevard
Ealtimore, Maryland 21235

Reviszed June 2008
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