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Servicios de inscripcion

LECCION 1: REGISTRACION DEL USUARIO

Siga las siguientes instrucciones pagistrarsey utilizar los servicios del «<Busess
ServiceOnline » Servicios para empresas por Intefin&SO, siglas en inglés).

Después de completar los pasos a seguir, recibira una identificacion de usuario (User ID)
y crearauna contrasefia para que pueda ingresar al B@diy acceso s rvicios
disponibles por Internet.

PASO 1: Dirija su navegador a la pagina de Internet titulada, «Business Services Online
(BSO) Welcome to Business Online» (Bienvenido é8esvicios para
empresas por InternlS0O]): www.segurosocial.gov/bso/bsowelcome.htm
(sdo disponible en inglés).

PASO 2. Seleccione el boton que led®egisters (Inscribase) que se encuentra en el
centro de la pagina inicial titulada, «Business Services Online Welcome». El
sistema mostrara en pantalla la pagina titulada, «Log In to Online Service
(Ingrese a los servicios por Internet).

social skenriyonine  *+ BUSINESS Services:Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
*Log In to Online Services

Online Services Availability For your security, please log out of the application and close all Internet windows when you are
finished.
« Monday-Friday: 5 AM - 1 AMET
A New User? Existing User?
® Sunday: 8 AM - 11:30 PM ET R N
You must create an account to use this Please log in below:
website.Once you do, you will be provided a User ID:
User ID to log in to our online services.
Password:
To create new account you will need to: Forgot user ID?

. . . Forgot your password?
« Provide personal information

« Provide contact information

. User Certification:
« Create your password and security

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

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

www.socialsecurity.gov BSO Welcome | |

PASO 3. En la columna que pregunta, «<New UserNugyo Usuari@) dela pagina
titulada, «og In to Online Servicesselecione el enlace que leeCreatea
Log In Accouns (Crear una cuenta para ingres&l) sistemanostrara en
pantalla la pagina tituladaCreate a Login Account, Step 1: Provide
Information» (Crear una cuenta para ingresar, Paso 1: Provea Informacion
Personal) (Para regresar a la pagina inicial titulada, «Business Services
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Online Welcome» selectone el enlace que leeB&O Welcome> en la
parte inferior de la pantalla

socsi By Osle Business Services Online

ww_sonlalssouigov E50Weloms [EE0 Inormation Feyboard Revigstion

Online Services Availability

3 Create a Login Account
+ Monday-Friday: 5AM- 1AM 3
ET

« Saturday: 5 AM- 11 PMET Step 1: Provide Information
+ Sunday:8 AM- 11:30 PMET

Create an Account The information you provide will be compared against our records inorder to verifry "'a"\:“
¥ . . e d Lpratoncate
1. Provide Information * Indicates required information EET

Personal Information

“Name:

[ I /] 1]

*First Middle | 3zt Suffix
“Date of Birth:

mmddyyyy
*Social Security Number (55N}
100000000

O natti ooty e 55N

Personal Contact Information

*Country:

“Home Street Address:
*City: *State:  *ZipCode Ext.

I [[= %] | [ |
*Daytime Phone Number:

C Tedensin [ ]

Fax Number:

*Email Address:

& iomy 50 o e an e mneT 7

e sonlalssourlgov

PASO 4. Ingrese la informacion que se solicita en la patitnada «Create a Login
Account, Step 1: Provide Informatierfvea ejemplo arriba)

NOTA ACLARATORIA :

8 Esrequerido que llene todos los encasillados marcados con un asterisco

(*)-
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8 Los enlaces a paginas con informacién adicional se indican con un
simbolo de enlace azu{i ). Siseleccioneel enlace, la pagina con
informacion adicional aparecera en una pantalla aparte

8 No usesignosde puntuacion en los encasilladosincluyendo, guiones o
diagonales para la fecha de nacimiento, nimero de Seguro Social, cédigo
postal y numeros telefénicos o de fax.

§ La fecha de nacimiento debe ingresarse en el formato de mmddaaaar P
ejemplo, si su fecha de nacimiento es el de enero del 1990, debe
ingresarla en este formato: 01011990.

8 Sino tiene un nimero de Seguro Social y trabaja fuera de los Estados
Unidos para una empresa u organizacion que tiene un namero de
identificacion de empresa (Employer Identification Numberi EIN, siglas
en inglés), no tiene que llenar el encasillado para el nimero de Seguro
Social.

8 Sivive fuera de los Estados Unidos, cuando seleccione su pais apareceran
encasillados para que ingrese la provincig codigo postal de la misma.

§ La Administracion del Seguro Social usara su email para enviarle
informacion que afecte a los usuarios del programa de «Business Sergice
Online».

PASO5: Seleccionesl boton que lee,Next» (Proximo)para continuar corus
registracion El sistema mostrara en pantalla la pagina titulada, «Create a
Login Account, Step 2: Create Your Passwof@rear una cuenta para
ingresar, Paso 2: Crear su contrasef@®leccionesl botdn que lee,Back»
(Regresar) para regresafa paina titulada, «Geate a Log In Account, Step
1: Provide Information. Para regresar a la pagina inicial del «<Business
Services Online Welcome» giagistrarse seleccionel bothin que lee,
«Cancel & Exit» [Cancelar y salir}
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Business Services Online

S ne B |BSO Information | Keyboard Navigation

. Create a Login Account
® Monday-Friday: 5 AM - 1 AbET &

® Saturday: 5AM- 11 PMET

® Sunday: 8 AM - 1130 PMET

Step 2: Create Your Password

Create an Account Your Password:
Your password will be used to log in to onling servees; your User ID will be provided to
1. Provide Information you o hust contain exactly 8 characters
2. Create Password * Indicates required information * Must contain ohly numbers and letters
3. Review and Submit ® Nust contain at least 1 number and 1
4. Print User ID “Enter Password: letter

® |5 not case sensitive

“Re-enter Password:

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

“Question 1:
Selewt a Question A\
“Answer 1:

“Question 2:
Select a Question v

*Answer 2:

*Question 3:
Select a Question v

“Answer 3:

*Question 4:
Select a Question \|

“Answer 4:

“Question 5:
Seleot a Question v
“Answer 5:

PASOQO 6: Debera creamnacontrasefia para ingresar a IBsrvicios para empresas por
Internet Vuelva a escribir su contrasefa para confirm&ilacontrasefa

Debe consistide exactamente @ractees

Se requiere que seangolimeros Yy letrahada de simbolds
Debe contengpor lo menos 1 numero y 1 letra

No es capaz de distinguir mayuscull@sminusculas

w W W W

PASQ 7. Seleccione 5 preguntas e ingrese las respuestas correspon&ieregsedira
gue ingrese lagiismasrespuestas si necesita cambiar su contrasefia.

8 No se le perntird seleccionar la misma pregunta mas de una vez.
8 No importa si escribe las respuestas en mayusculas o mindsculas pero no
pueden contener ning simbolo; solamente letras y nimeros

PASQO 8: Seleccionesl botdn que lee,Next» (Proximo)para continuaran su
registracion El sistema mostrara en pantalla la pagina titulada, «Create a
Login Account, Step:3Review and Submit» (Crear una cuenta para ingresatr,
Paso 3: Revise y Somet&eleccionel botdn que lee,Back» (Regresar)
para regresa la pagna titulada, «Grate a Log In Account, Step 1: Provide
Informatiorn». Para regresar a la pagina inicial del «Business Services Online
Welcome» sinregistrarse seleccionesl bobn que lee, ancel & Exit»
[Cancelar y salir)
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Business Services Onli

B850 1 BSO0 Information | Keyboard Navigation

7 Create a Login Account

Step 3: Review & Submit

Create an Account Please verify that the information you provided is correct
1. Provide Information Personal & Contact Information [ Edit Fersomal Informatiom ]
2. Create Password
3. Review and Submit
4. PrintUser ID sme:  JOHN PUBLIC
irth: 0411811978
: 999.01.1234
cuntry:  United States
ress: 123 MAIH STREET
e, Zip: MY CITY , AK 12345
er (123} 1231234
sil:  USER@DEMOEMPLOYER COM
Security Questions and Answers [ Edit Jecurity Infozmation )

Question 1: WHAT IS THE NAME OF YOUR FIRST NEPHEW?
: ANSWER
: WHAT IS THE NAME OF YOUR FIRST NIECE?
. ANSWER

©

ion 3: WHAT IS THE MIDDLE NAME OF YOUR MOTHER?
: ANSWER

: WHATIS THE MIDDLE NAME OF YOUR FATHER?

: ANSWER

: WHATIS THE YEAR YOU GRADUATED HIGH SCHOOL?

ANSWER

User Certification for Online Services

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

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

+ 1 understand that SSA may prevent me from using these services if SSA determines or suspects there has been misuse of the services.

hat any person who knowingly and willingly makes any representation to falsely obtain information from Social Security
record: tends to decaive the Social Security Administration s to the true identity of an individusl could be punished by s fine or
impri both

thotized to do business under this User ID.

By shecking the box below you certify that you have read, understand and agree to the user serfification of Business Services
Online

[T 1 Accept

PASQOQ9: Lainformacid que ingreso en las dos paginas anteriores sera desplegada en
pantalla para que la revise. Si necesita hacer correccisekescionel botén
gue lee«Edit Personal Information» pararegresara la pagina inicial
titulada, €reate a Log In Account, Stdp Provide Information page(Crear
una cuenta para ingresar, Paso 1: Provea Informacién Peffamdd)en
puede seleccionar el boton que ldedik Security Questions» (Editar las
preguntas de seguridaal)seleccionar el botén que leeBack» (Regresg en
la parte inferior de la pagina, para regresar a la pagina titulddeate a
Login Account, Step 2: Create your Passwofrear una cuenta para
ingresar, Paso 2: Crear su contrasefa)

PASO 10: Una vez haya hecho sus correccioheslas estiplaciones declaradas en la
seccion de Ipagina titulada, Wser Certification for Online Services
(Certificacion del usuario de los servicios por Interrié€cesita seleccionar
el encasillado que lee, «lI Accept» (Aceptajgppoder continuacertificand
gue eshde acuerd@on estas estipulacioneSeleccionesl botdn que lee,
«Submit» (Somete)y para procesar laegistracion El sistema mostrara en
pantalla la pagina que lee, «Create a Login Account, Step 4: Print your User
ID» (Crear una cuenta pairggresar, Paso 4: Imprima su nombre de usuario)
(Seleccionesl boton que lee,Back» (Regresarjjue se encuentra en la parte
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inferior de la paginpara regresa la pagina titulada, «Create a Log In
Account, Step 2Create Your PasswordPara regresarla pagina inicial del

«Business Services Online Welcome» sagistrarse seleccionesl botn que
lee, «Cancel & Exit» [Cancelar y Salir)

Aces Online

‘mation | Keyboard Navigation

o Manday-Friday 5 AM- 1 AMET 0
e Saturday: 5 AM - 11 PMET
e Sunday 8 AM- 11:30 PMET Step 4: Print your User ID

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

The User ID belovr has been assigned to you

1. Provide Information
2. Create Password .
3. Review and Subrmit User ID: 9LBXFWT5
4. Print User ID

Please secure this User ID for your future use.

You must enter the abowve User ID and your self-selcted Password each time you log in and access online
serices

Print a confirmation Receipt
What's Next?

Mowi that yau've created a log in account for Online Senvices, you will need to tell us what functions and
services you require to do your wark:

Depending on the services that you are requesting, you may be required to provide additional information
about yourself or the arganizations that you represent.

PASO 11 Debe seleccionar el enlace que lee, «Print a Confirmation Receipt» (Imprima
su acuse de recibo) aimprimir su nombre de usuario (User ID) para que lo
guarde en un lugar seguro. Necesitara su User ID y contrasefia para ingresar
en el «Business Services Online» y solicitar servicios o llevar a cabo otras
tareas. Consulte otras lecciones en esta Gudaimi@irm
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LECCION 2: COMO REGISTRARSE POR TELEFONO

Si se comunicé con uno de los agentes de Serdicikentepara empresasquiere su
registraciorparautilizar los servicios queos ofreddospor Internet o para llenar aig
formularig, siga las guientes instrucciones para completar su registracion por teléfono.

PASO 1: Dirija su navegador a la pagina de Internet titulada, «Business Services Online

(BSO) Welcome to Business Online» (Bienvenido agasvicios para

empresas por InternlS0O]): www.seairosocial.gov/bso/bsowelcome.htm

(solo disponible en inglés).

a. En el centro de laggina, seleccionel boton que lee,Gomplete Phone
Registration» (Complete la registracion que empez6 por teléfono) que se
encuentra en la pagina inicial d8usiness Seices Online ( Servicios
para empresas por Interndf) sistema mostrara en pantalla la pagina
titulada, «Log In to Online Serviceglngrese a los servicios por Internet)

Social Security Online

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

www.socialsecurity.gov

Online Services Availability

« Monday-Friday: 5 AM - 1 AMET
e Saturday: 5AM - 11 PM ET
® Sunday: 8 AM - 11:30 PM ET

www.socialsecurity.gov

“og In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
« Provide personal information
« Provide contact information
« Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social ;
Security Administration (SSA)
will validate the information | -

o | have read & agree to these terms.

PASO 2: En la columna que lee, «New User?Migvo usuarid) en la pagina titulada,
«Log In to Online Servicesseleccione el enlace que led)id you register
with SSA by phone or paper formand need to create a password?> (¢,

Se registro usted con SAr teléfono o formulario y necesita crear una
contrasefia El sistema mostrara en pantalladaipa titulada, €@omplete
Phone Registration AttestatiofConfirmacion de la registracion por
teléfono) (Para regresar a la pagina inicial titulada, «BusiSesgices Online

Administracion del Seguro 8l
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Welcome» seleccionesl enlace que leeB&O Welcome en la parte inferior
de la pantallg
Social Secrifity Online Business Services Online

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

= Complete Phone Registration Attestation
* Konday-Friday: 5 AM - 1 AN ET 4

& Saturday: 5 AM-11PMET

® Sunday: 8 AM - 11:30 PM ET

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

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

Paperwork Reduction Act Statement

Registering for Business Services

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

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

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

User Certification for SSA Business Services Online

| certify that:

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

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

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

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

[ 00 wor seeme )

PASO 3: Lealas estipulaciones que se encuentran en la seccion titulada, «User
Certification for SSA Business Services Onfirj€ertificacion del usuamide
los Servicios para empresas por Internet del Seguro S&aéd)requiere
gueese deacuerdo con las estipulaciones y que selec@bheton que lee,

«l Accept» (Acepto [las estipulacies]). El sistema mostrara en pantalla la
pagina tituladas«Complete Phone RegistratioiilComplete la registracion
gue empezo por teléfondBiseleccional botdn que lee,ld0o0 NOT

Accept» [No aceptd el sistema mostraren pantalla la pagina inicial titulada,
«Business Services Online Welcomg»
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Social S8ty Online Business Services Online

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

Online Services Availabili
L . Complete Phone Registration

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

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

* Indicates required information

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

*1J.8. Social Security Number:

{If you do NOT have an SSN |eave this field blank.)

* Date of Birth

(MMDDY Y YY)
* Enter Password:

* Re-enter Password:

[ Complete Phone Registration ]

www.socialsecurity.gov

PASO 4. Ingrese la informacién que sequiere
CONSEJOS
8§ Se requiere que llene todos los encasillados marcados con un asteri$go (
8 Entre su identificacion del usuario que se le dio cuando se regidtpor
teléfono o en persona.
8 No usesignosde puntuacion e los encasillados.Incluyendo, guiones o
diagonales para la fecha deacimiento o el nimero de Seguro Social.
8 Sino tiene numero de Seguro Social de los Estados Unidos, no llene el
encasillado que lorequiere.
8§ La fecha de nacimiento debe ingresarsen el formato de mmddaaaa. Por

ejemplo, si su fecha de nacimiento es el de enero del 1990, debe
ingresarla en este formato: 01011990.
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8§ Su contrasefia debe consistir de una combinacion de numenpletras
(por ejemplo: 9580859A o0 sapo2828). La contraseii@ permitird el uso
de caracteres que no sean palabras y letrasno es capaz de distinguir si
las letras son mayusculas minusculas. No divulgue su contrasefia a
nadie.

8§ Después de completar un encasillado, cuandeleccionda tecla de
tabulacion (Tab key) oseleccionentro encasillado para continuar, el
sistema cotejara el formato requerido y si no esta correcto producira un
mensaje de alerta haciéndole saber que necesita corregir la informani

PASOG6: Seleccionesl boton que lee,Gomplete Plone Registration> (Completada
registraciorgue comenzo por teléfono) para completar el procedimieato
pagina titulada, «Log In to Online Services» aparecera en pafala.
regresar a la pagina inicial del «Business Services Online Welcome» sin
registrarseseleccionesl bovn que lee, @ancebs [Cancelar])
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LECCION 3: COMO INGRESAR

Siga las siguientes instrucciones para ingresaal/las servicios por Internet para
empresagjsandosu identificacdbn como usuario (User ID) y contrasefia

PASO 5: Dirija su navegador a la pagina de Internet titulada, «Business Services Online
(BSO) Welcome to Business Online» (Bienvenido a los Servicios por Internet
para empresasiWww.segurosocial.gov/bso/bsowelcome.h(sdlo disponible
en inglés).

PASO 2: Selecione el boton kog In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Social Security Online

www.socialsecurity.gov

*Log In to Online Services

Online Services Availability For your security, please log out of the application and close all Internet windows when you are
finished.
« Monday-Friday: 5 AM - 1 AM ET
® Saturday: 5 AM - 11 PM ET
 Sunday: 8 AM - 11:30 PM ET

New User?
You must create an account to use this

Existing User?
Please log in below:

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

To create new account you will need to:

UserID:
Password:
Forgot user ID?

. . . Forgot your password?
» Provide personal information

« Provide contact information

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

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

Create Log In Account

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

www.socialsecurity.gov BSO Welcome | |

PASO 3Bajo la columna «Existing Use» (Usuario existente), ingreseidantificacion
de usuario (User ID) y contrasefi@a los términos de uso bajo el encasillado
«User Certification». Para poder continuar tendra que aceptar los términos de
uso marcando «l have read & agree to these terfhie leido y acepto estos
términos). Seleccione el botdéhag In». El sistema mostrara la pagina del
menu principal de los Servicios por Internet para empresas.

9 Siolvidé su identificacion de usuario, por favor llame-80D-772-6270
de lunes a @rnes entre las 7:00 a.m. y las 7:00 p.m. hora del este de los
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EE. UU. para comunicarse con un agente de servicio. Si llama usando el
equipo derDD/TTY, marque el 4800-325-0778.

1 Siolvidé su contrasefia, pulse en el enlace que feggeat your
password$ (¢ Olvidd su contrasefia?) que aparece inmediatamente debajo
del encasillado que lee, «Password» (Contrasefia). Consulte la lecciéon
titulada, «Forgot Password» (¢,Olvido su contrasefia?) en esta Guia para
informarse mejor.
(Para regresar a la pagina iniditdlada, «Business Services Online Welcome»,
pulse en el enlace que le®SO Welcome al pie de la pagina

NOTA ACLARATORIA

Las alternativas presentes en el Menu principal del BSO son Unicas para usted
y presentan solo los servicios a los que tengzsa.

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

View submission status, acknowledge resubmission notices or
Request resubmission extensions
View errors and error notices for wage files and/or wage reports submitted by or for your company

® Change Password
# Disable Account

agagEie s Social Security Number Verification Service

® View / Edit Senvices Request online SSN verification, or

# Request New Senices Submit files for SSN verification

# View Pending Senices

@ Enter Activation Code(s Form SSA-1694 Request for Business Entity Taxpayer Information

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

o AddUpdate Emplover Information Internet Representative Payee Accounting (IRPA)
® Remove Employer Information File a Form SSA-623, SSA-6230, or S5A-6234 Representative Payee Reports electronically

Submit and print representative payee accounting forms,
Download submitted forms for up to 30 days after submission

‘www.socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation
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LECCION 4: OLVIDO LA CONTRASENA

Servicios de Inscripcién

Siga las siguientes instruccionesesolvidadosu contrasefia y desea obtener una nueva.

PASO 1:Dirija su navegador a la pagina de Internet titulada, «Business Services Online
(BSO) Welcome to Business Ordin (Bienvenido a los Servicios por Internet
para empresaspyww.segurosocial.gov/bso/bsowelcome.h{sdlo disponible
en inglés).

PASO 2:Seleccione el boténLeg In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema naoéten pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Social Security Online

www.socialsecurity.gov

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availability

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

www.socialsecurity.gov

HW Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
» Provide personal information
« Provide contact information
« Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
UserID:
Password:
Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social 2
Security Administration (SSA)

will validate the information | -

1 | have read & agree to these terms.

PASO 3:En la columna que pregunta «Existing User?» (¢ Usuario existente?) seleccione
el enlace que indicaF@rgot your passworsq ¢, Olvido su conaisefia?) bajo la
palabra «Password» (Contrasefia).

El sistema mostrara en pantalla la pagina titulada «Forgot Password» (Olvidé la
contrasefa)

(Para regresar a la pagina inicial titulada, «Business Services Online Welcome»,
pulse el enlace que indicaBBSO Welcome» al pie de la paginp
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Social Se¥lrity Outine Business Services Online

WWW.soclalsecurity.gov BSO0 Welcome | BSO Information | Keyboard Navigation

: Forgot Password

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

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

WHAT IS YOUR ASTROLOGICAL
SIGN? :

WHAT IS YOUR FAVORITE TIME
OF YEAR? :

Choose your new password
Input New Password:

Confirm New Password:

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

« Must contain exactly 8 characters

« Must contain only numbers and letters

« Must contain at least 1 number and 1 letter
« Is not case sensitive

[ Submit New Password
[ Request Passwor d by Mail ]
Www.socialsecurity.gov BSO Welcome | |

PASO4: La péagina titulada «Forgot Password» (Olvido la contrasefia) le da la opcion
de ingresar y someter por Internet una nueva contrasefia o de pedir una
contrasefia provisional por correo.

9 Sidesea cambiar su contraseda Internet inmediatamente, continle
al paso 5,

1 Si prefiere recibir una contrasefa provisional por correo, no es necesario
ingresar informacién en la pagina titulada «Forgot Password» (Olvido la
contrasefia). Sélo pulse en el botdn que drequestPassword by Maibs
(Solicite la contrasefia por correo) y avance al paso 7.

(Para regresar a la pagina inicial titulada, «Business Services Online Welcome»,
pulse en el botdén que le€anceb)

PASO 5: Ingrese las respuestataatres preguntas de segiad que fueron
seleccionadas al azar de las cinco que usted escogio y 6éahiesite el
proceso de registracion. Después, ingrese una nueva contrasefa y confirme
ingresandola una segunda vez. Pulse en el botéimdjoa «<Submit New
Password> (Someta na nueva contrasei&)l sistema mostrara en pantalla la
pagina titulada «Forgot Password Update Successful». (Para regresar a la
pagina inicial titulada «Business Services Online Welcome» sin someter la
nueva contrasefa, pulse en el botén que indieaeel> (Cancelar)
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Online Services Availability

* Monciay-Friday: 5 AM -1 AM ET Your forgotten password has been successfully changed.

« Safurday: 5 AM- 11 P ET
BS0Welcome|  Lagln

* Sunday: & AM - 11:30 PM ET
BSO Welcome | BSO Information | Keyboard Navigation

PASO 6: Pulse en el botdn quedica«Log In» (Ingrese a los servicios de Interngiya
iniciar su sesion usando su nueva contrasefia. Pulse en el botddicae
«BSO Welcome» para regresar adgipa inicial titulada «Business #&ces
Online Welcome»

PASQ 7: Siusted puden el botén quandica«Request Password by Mai (Pida la
contrasefa por correo) en la pagina titulada «Forgot Password» (Olvido la
contrasefia), entonces el sistema mostrara la pagina titulada «RequestdPass
by Mail».

Business Services Online

BSO me | BSO Information | Keyboard Navigation

¢ Request Password by Mail

Online Services Availability
You have requested to receive a temporary password by mail to replace your forgotten password.
* Monday-Friday: 5 AW - 1 AMET

: 33;“;:;@;”’_‘;}*3;‘“;5“ To request a temporary password, enter your First Name, Last Name, Social Security Mumber {if you have onej and Date of Birth, then
select Request Temporary Password

First Name:

Last Name:

U.8. Social Security
Number:

Date of Birth (m mdayyyw:

Gancel| Request Temparary Password

BSO Welcome | BSO Information | Keyboard Navigation

PASO 8: Ingrese su primer nombre, apellido, nimero de Seguro Social y fecha de
nacimiento. Pulse en el boton que IBeguest Temporary Passwore (Pida
una contrasefia provisional) para enviar su peticion. El sistema mostrara en
pantalla la pagina titulada «Password by Mail Success» (pe&gitosade
contrasefa por corredPara regresar a la pagina inicial titulada «Business
Services Online Welcome» sin someter la peticion pulse en el botén que lee
«Canceb> (Cancelar).

Social Secdity Online Business Services Online

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

msx: Password By Mail Success

Online Services Availability

O [EDEIPHAEEYE SEk = U AET Your request for a new password by mail was successful
* Saturcay: 5 AM- 11 PMET

* Sunday: 6 AM- 11:30 PMET
Your temporary password will be sent to you by first class mail usually in 2 weeks. You must wait for your temporary password to use
Business Services Online. If you have previously requested a temporary passward, that password is now cancelled

BS0 Welcome

BSO Welcome | BSO Information | Keyboard Navigation
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NOTA ACLARATORIA
No podra ingresar al BSO por Internet hasta que reciba su nueva contrasefia
por correo.
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LECCION 5: COMO SALIR DEL SISTEMA

Siga las siguientes instrucciones para salir del programa de Servicio por Internet para
empresas (BSO)

PASO 1: Pulse en cualquier botén accesible quaique«Log Out» (Salir del sistema).

El sistema mostraren pantalla la pagingue indica «Log Out of BSO» (Salir del
programa de Servicio por Internet para empresas).

Social Sécurity Online. Busmess Services:Online

www._socialsecurity.gov Menu | Contact Us | # BSO Informatlon| % Keyboard Navigation

JOHN PUBLIC
* Log Out of BSO

Main Menu For your security, please log out of the application and close all
Internet windows when you are finished.

Manage Account
) , Are you sure you want to log out of Business Services Online?
® View/Edit Account Info

» Change Password
® Disable Account

Manage Services
o View/Edit Services

* Request New Services

e View Pending Services
» Enter Activation Codes

Manage Employer Information

* Add/Update Emplover Information
» Remove Employer Information

.socialsecurity.gov

PASO 2: Pulse en el botén que indicxes» (Si) para terminar esta sesion. El sistema
mostrara en pantalla la pagina de Internet titulada «Customer Satisfaction
Survey (Encuesta de satisfaccion del cliente) o la pagina «Business Services
Online Welcome» (Bienvenidos a los Servicios por lreepara empresas).
Para continuar su sesion y regresar al menu principal de BSO (Servicios por
Internet para empresas) pulse en el botén que intlioa. «
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LECCION 6: COMUNIQUESE CON LA ADMINISTRACION DEL SEGURO

SOCIAL

Siga las siguientes insicciones para someter una pregunta o declaracion al Seguro

Social.

PASQO 1: Dirija su navegador a la pagina de Internet titulada, «Business Services Online
(BSO) Welcome to Business Online» (Bienvenido a los Servicios por Internet
para empresasiww.segurosocial.gov/bso/bsowelcome.hfsdlo disponible
en inglés).

PASO 2: Seleccione el boténLeg In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services»ngrese a los servicios por Internet).

Social Security Online

Business Services Online

www.socialsecurity.gov

Online Services Availability

« Monday-Friday: 5 AM - 1 AMET
e Saturday: 5AM - 11 PM ET
® Sunday: 8 AM - 11:30 PM ET

www.socialsecurity.gov

BSO Welcome | BSO Information | Keyboard Navigation

‘Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
« Provide personal information
« Provide contact information
« Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Eorgot your password?

User Certification:

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

PASO 3: Bajo la columna «Existing User?» (¢ Usuario existente?), ingrese su
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo
el encasillado «User Certification». Para poder contiteraira que aceptar
los términos de uso marcando «l have read & agree to these terms.» (He leido
y acepto estos términos). Seleccione el bot@yd4n». El sistema mostrara
la pagina del menu principal de los Servicios por Internet para empresas.
(Para egresar a la pagina inicial titulada, «Business Services Online
Welcome», pulse en el enlace que &5 Welcome al pie de la paginp
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NOTA ACLARATORIA

Las alternativas presentes en el Menu principal del BSO son Unicas para usted
y presentan solo loservicios a los que tenga acceso.

R R . Business Services Online
WWW.SoCalsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 19, 2011
Manage Account Report Wages To Social Security
O Ve iR Aem T Submit, download or process W-2s and W-2¢s

View submission status, acknowledge resubmission nofices or
Request resubmission extensions

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

® Change Password
# Disable Account

Manage Services Social Security Number Verification Service

Request online SSN verification, or

® View / Edit Senices

# Request New Senices Submit files for SSN verification
® View Pending Senices
® Enter Activation Coda(s Form $SA-1694 Request for Business Entity Taxpayer Information

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

o Add/Update Emplover Information Internet Representative Payee Accounting (IRPA)
® Remove Employer Information File a Form SSA-623, SSA-6230, or $SA-6234 Representative Payee Reports electronically

Submit and print representative payee accounting forms,
Download submitted forms for up to 30 days after submission

‘www.socialsecurity.gov

BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation

PASOQO 4:Seleccione el enlace que se encuentra en la parte superior o inferior de la
pagina que indicaGontact Us» (Contactenos). El sistema mostrara en pantalla
la ventanilla titulada «Hnail a Wage Reporting Exger(Enviele un correo
electrénico a un experto en informes de salarios) de la pagina titulada
«Electronic Wage Reporting (EWR)» (Informes electrénicos de salarios).
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Social Security Online Contact Us

www.socialsecurity.gov Home | Questions? - | Contactus ~ |

7 How To Contact Social Security
" (En Espafiol)

Find an answer to your question Contact information for:
: i Contractors & vendors
Find answers to your frequently asked questions. Search by category, keywords, Emblovers
or phrases. If you can't find the answer you are looking for, you will be given an pioy
oppertunity to ask a question Job seekers
Reporting fraud & abuse
What you can do online Freedom of information
requests
Telephone services
By mail
If you need to submit documents in support of a claim or an appeal, please
make sure to use the specific address listed in the letter you received.
In person (find your local office)
From outside the U.S.
About the quality of our information products
If you are blind or visually impaired and are having trouble reading a notice we
sent you in the mail, you can ask a Social Security representative to read it and
explain it to you. You can contact us as many times as you want to get an
explanation.
“TSA gov Privacy Policy | Website Policies & Other Important Information | Site Map Need Larger Text?

Last reviewed or modified Tuesday Jan 26, 2010

PASO5: La informacién de la cuenta de usuario sera desplegada en pantalla en los
encaillados de « Name» (Nombre), «iail» (correo electronico) y «Phone
Number» (Namero telefénico). Verifique que la informacion esté correcta. El
E-mail y nimero telefénico pueden ser cambiados para propésitos de contacto
solamente. Pulse el boté@leseBrowser Window» (Cerrar ventanilla de
navegacioh para cerrar la ventanilla automatica sin enviar un mensaje

CONSEJOS

8§ Se requiere que llene todos los encasillados marcados con un asteri$¢adjo

8§ Para preguntas sobre contabilidad del Representaatde beneficiario, por
favor llame al 1-8007721213 o vaya a la pagina de Internet a
www.sequrosocial.gov/payee

8§ Llame al 1-800-772-6270 de lunes a viernes de 7:00 AM a 7:00 PM tiempo del
este, para hablarcon el personal de servicio al cliente para empleadores, en
caso de no desear enviar un mensaje por correo electrénico.

PASO 6: Seleccione la organizacién que desea en el menu despleBabtéa su
mensaje dentro de la ventanilla automética.

PASQ 7:Pulse el botonsend Your Message (Envie su mensaje) para enviar su
mensaje. Pulse el boton leSe Browser Window»(Cierra la ventanilla del
navegador) para cerrar la ventanilla automaticamente.
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LECCION 7: COMO EDITAR LA INFORMACION DE LA CUENTA

Siga las instrucciones para actualizar la informacion de su cuenta.

PASO 1. Dirija su navegador a la pagina de Internet titulada, «Business Services Online
(BSO) Welcome page» (Bienvenido a los Servicios por Internet para
empresas)vww.segurosocial.gov/bso/bsowelcome.h{sdlo disponible en

inglés).

PASO 2: Seleccione el boténLeg In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantpfigitea titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Social Security Online

www.socialsecurity.gov

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availability

« Monday-Friday: 5 AM - 1 AMET
# Saturday: 5 AM - 11 PMET
e Sunday: 8 AM - 11:30 PM ET

7 Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?

. . . Forgot your password?
« Provide personal information

« Provide contact information
« Create your password and security
questions

User Certification:

| understand that the Social ;
Security Administration (SSA)
will validate the information | -

o | have read & agree to these terms.

Create Log In Account

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

www.socialsecurity.gov

BSO Welcome | |

PASO 3: Bajo la columna «Existing User?» (¢ Usuario existente?), ingrese su
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo
el encasiado «User Certification». Para poder continuar tendra que aceptar
los términos de uso marcando «l have read & agree to these terms.» (He leido
y acepto estos términos). Seleccione el bot@yd4n». El sistema mostrara
la pagina del menu principal de IBsrvicios por Internet para empresas.
(Para regresar a la pagina inicial titulada, «Business Services Online
Welcome», pulse en el enlace que &5 Welcome al pie de la paginp

NOTA ACLARATORIA
Las alternativas presentes en el Menu principalB®O son Unicas para usted
y presentan solo los servicios a los que tenga acceso.
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BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

i Main Menu
KAMALJIT RANDHAWA

Welcome, KAMALJT RANDHAWWA

Your password expires on January 14, 2010

Report Wages To Social Security
Subrmit, download or process W-2s and ¥W-2cs
Wiew submission status, acknowledye resubmission notices or
Request resubmission extensions

Manage Account

® View / Edit Account Infa

® Change Password
® Disahle Account

Social Security Number Verification Service
Request online S5M verification, or
Submit files for SSN verification

Manage Services
® “iew / Edit Senices
® Request Mew Serices
* View Pending Services
® Enter Activation Code(s;

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

Subrnit ar update a Business Taxpayer Information form to receive forrm 1099 for work related to claimant representation

Manage Employer Information Internet Representative Payee Accounting (IRPA]
File a Form S5A-B23, S5AE230, or S5AE234 Representative Payee Reports electronically
Submit and print representative payee accounting forms,

Download submitted farms for up 1o 30 days after submission

® Add/lpdate Employer Information
® Remave Employer Information

Hawe = question? Call 1-800-772-6270 Monday through
Fritiay, 7:00 a.m. to 7:00 p.m, Eastern Time to spesk with Employer Customer
Service personnel. For TODATTY call 1-$00-325-0778

PASO 4:Bajo la seccion «Manage Services» (Maneje los servicios) en el panel de
navegacion izquierdo, pulse en el enlageew/Edit Account Info> (Vea/Edite
la informacid de la cuenta). El sistema mostraré la pagina «View/Edit Account
Information» (Vea/Edite la informacion de la cuentBgar@a regresar al Menu
principal de los servicios por Internet para empresas sin afiadir servicios, pulse
«Main Menu» que esta en la segia linea del encabezado.)

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

Social Security Online

KAMALJIT RANDHAWA
[T

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

View/Edit Account Information

Manage Account Personal & Contact Information

Edit Personal Information

® View/Edit Account Info
ange Password

Mame

KAMALJIT RANDHAWA

Date of Birth:  05/03/1970
® Disable Account
SEM; XXX-XX-3704
Manage Services Courtry:  United States

* View/Edit Senvices

® Request New Senices
* View Pending Serices
® Enter Activation Codes

Manage Employer Information

* Add/Update Employer Information
® Remove Employer Information

Home Street Address

City, State, Zip:
Daytime Phone Mumber.
Fax Nurmber

Ernail

1234 ABC
DR

BALITMORE , MD 21207
(123) 123-1234

Srinivasa.R.Dama@ssa.gov

Security Questions and Answers

Question 1
Angwer 1
Question 2
Ansiwer 2
Question 3
Ansiwer 3
Question 4
Answer 4
Question &
Answer 5

Edit Security Questions

WHAT IS THE NAME OF YOUR FIRST NEPHEW?
ANSWER1

WHAT IS YOUR HOMETOWN?

ANSWERS

WHAT IS THE NAME OF YOUR FIRST NIECE?
ANSWER2Z

WHAT IS THE NAME OF YOUR FIRST PET?
ANSWER3

WHAT WAS YOUR FIRST JOB?

ANSWER4

Administracion del Seguro Social
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PASO 5:Pulse el botonkdit Personal Information» (Edite la informacion personal)
para editar la informacién personal y de contacto. (Para regresar al Menu
principal de los servicios por Internet para empresarios pulsédel kdBSO
Main Menu>» en la segunda linea del encabezado.)

Social Secdfty Online Business Services Online

WWW.S0cialsecurity.gov Main Menu | Contact Us | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA w Edit Personal & Contact Information
Main Menu * Indicates required information
Manage Account Personal Information
« View/Edit Account Info .
+ Change Passward Name:
# Disable Account EAMALJIT RANDHAWA
. *First Mliddle *Last Suffix
Manage Services i
“Date of Birth:
« Wiew/Edit Services 05031970
e Reguest Mew Senvices
* View Pending Serices mmddyyyy .
« Enter Activation Codes Personal Contact Information
Manage Employer Information *Country:
United States v

* AddfUpdate Employer Information
* Remave Employer Information *Home Street Address:
1234 ABC DR

*City: *State:  *Zip Code:
BEALITHMORE o v zizo7

*Daytime Phone Number:
1231231234 Extension

Fax Number:

“Email Address: _€ hy do you need an email address? &'

Srinivasa.R.Damal@zsa. gov

Update Information

www.socialsecurity.gov

PASO 6: Edite la informacion que quiera cambiar. Pulse el botdpdate Information
» (Actualice la informacién) para actualizar la informacion de su cuenta. El
sistema mostrara la pagina «Beldrsonal & Contact Informatidn
Confirmation» (Edite la informacién personal y de contadBonfirmacion).
(Pulse el botén@anceb (Cancelar) para cancelar la actualizacion y regresar a
la pagina «View/Edit Account Information» (Vea/Edite la informadi@ la
cuenta). Para regresar al Menu principal de los servicios por Internet para
empresarios pulse el botén « BSO Main Menu» en la segunda linea del
encabezado.)
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Business Services Online

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

Social Security Online

www.socialsecurity.gov

KAMALJIT RANDHAWA 7= Edit Personal & Contact Information - Confirmation
You have successfully updated your personal and contact information
Main Menu

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

o YiewEdit Account Info

® Change Password
* Disable Account

Go to the Main Menu

Manage Services

* View/Edit Senices
* Request New Semices

® Yiew Pending Services
® Enter Activation Codes

Manage Employer Information

® AddUpdate Employer Information
# Remove Employer Information

www.socialsecurity.gov

PASO 7:Para editar otra informacion de su cuenta pulse el enldewkedit Account
Info» (Vea/Edite la informacion de la cuenta) bajo la seccién «Manage Account
» (Maneje la cuenta) en el panel de navegacion izquierdo. El sistema mostrara la
pagina «View/Edit Account Information» (Vea/Edite la informacion de la
cuenta) (Pulse el boton @&» to the Main Menu para regresar al Menu
principal de los servicios por Internet para empresarios.

Business Services Online

enu | ContactUs | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA

Main Menu

View/Edit Account Information

Your accaunt information is displayed below. You may update this information at anytime

Manage Account Personal & Contact Information

Edit Personal Information

® View/Edit Account Info Mame: KAMALJIT RANDHAWA
* Change Password Date of Bith: - 05/03/1970
® Disable Account SEN XXXXX3T04

Manage Services Country:  United States

Horne Street Address

1234 ABC

 View/Edit Services DR
® Request Mew Services
* View Pending Senices City, State, Zip.  BALITMORE , MD 21207

® Enter Activation Codes
Manage Employer Information

* AddfUpdate Employer Information
* Remawe Emplover Information

Daytime Phone Number
Fax Numnber.
Email

Security Questions and Answers

(123) 1231234

Srinivasa.R.Dama@ssa.gov

Edit Security Cuestions

Question 1
Answer 1
Question 2
Answer 2
Question 3
Answer 3
Question 4
Angwer 4
Question &

Angwer 5

WHAT IS THE NAME OF YOUR FIRST NEPHEW?
ANSWERT

WHAT IS YOUR HOMETOWN?

ANSWERS

WHAT IS THE NAME OF YOUR FIRST NIECE?
ANSWER2

WHAT IS THE NAME OF YOUR FIRST PET?
ANSWER3

WHAT WAS YOUR FIRST JOB?

ANSWER4

PASO 8:Pulse el botonkdit Security Questions (Edite la preguntas de seguridad)
para editar las cinco preguntas y las respuestas usadas parar\gerifica
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identidad en caso de que olvide su contrasefia. El sistema mostrara la pagina
«Edit Security Questions» (Edite la preguntas de segurid@ata (egresar al
Menu principal de los servicios por Internet para empresas, pdkEa «

Menu» que esta en lagunda linea del encabezado.)

Business Services Online

Main Menu | Contact Us &|BSO Information | Keyboard Navigation
KAMALJIT RANDHAWA Edit Security Questions
%l =
i
Main Menu

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

* Indicates required information
Manage Account

o ViewEdit Accourt Infn *Question 1: “Answer 1:
o Thanme Pasoword [VHAT IS THE NAME OF YOUR FIRST NEPHEU? v [aswER 1 |
* Disable Account *Question 2: *Answer 2:
. [WHAT 13 ¥oUR HOMETOWN? || awzuERs |
Manage Services 5 :
"Question 3: “Answer 3:
* YiewEdit Senices |WHAT IS THE NAME OF YOUR FIRST NIECE? v || avsvERz |
* Reguest Mew Services . B .
 View Pending Senices Question 4: Answer 4:
* Enter Activation Codes [WHAT I3 THE NAME OF YOUR FIRST PET? v [avsvER3 |
Manage Employer Information “Question 5: “Answer 5
[ WHAT Wis ¥OUR FIRST J0B? v |[awzuERa |
* Adidpdate Erployer Information
® Rermove Ernployer Inforrmation

WWW.SOCTalSecUTTy.gov

PASO 9:Edite la informacién que quiera cambiar. Pulse el botdpdate Information
» (Actualice la informacién). El sistema mostrara la pagina «Edit Security
Questions Confirmation» (Edite la preguntas de segurid&bnfirmacion).
(Pulse el boton&anceb (Cancelar) para cancelar la actualizacién y regresar a
la pagina «View/Edit Account Information» (Vea/Edite la informacion de la
cuenta). Para regresar al Menu principal de los servicios por Internet para

empresariopulse el boton « BSO Main Menu» en la segunda linea del
encabezado.)

Social S8ty Onfine Business Services Online

www.socials rity.gov Main Menu | Contact Us &|BSO Information | Kevboard Navigation

KAMALJIT RANDHAWA

Main Menu

v Edit Security Questions - Confirmation

You have successfully updated your security questions.

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

o YiewEdit Account Info

View/Edit Account Info Go to the Main Menu
# Change Passward

* Disable Account

Manage Services

* View/Edit Senices

* Request New Semices
® Yiew Pending Services
® Enter Activation Codes

Manage Employer Information

o AddUpdate Employer Information
# Remove Employer Information

www.socialsecurity.gov

PASO 10:Pulse el boton@o to the Main Menu» para regresar al Menu principal de
los servicios por Internet para empresarios.
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LECCION 8: COMO CAMBIAR SU CONTRASENA

Puede cambiar swontrasefia en cualquier momento. Por motivos de seguridad, se le
requiere que cambie su contrasefia por lo menos cada 90 dias para mantener activo su
identificacion de usuario (User ID). Siga las instrucciones para cambiar su contrasefa.

PASO 1: Dirija sunavegador a la pagin8usiness Services Online Welcome»
(Bienvenido a los Servicios por Internet para empresas)
www.segurosocial.gov/bso/bsowelcome.lfsalo disponible en inglés).

PASO 2:Seleccione el boténkog In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Social Security Online

www.socialsecurity.gov

/i Log In to Online Services

Online Services Availability For your security, please log out of the application and close all Internet windows when you are
finished.
« Monday-Friday: 5 AM - 1 AMET
e Saturday: 5AM - 11 PM ET
® Sunday: 8 AM - 11:30 PM ET

New User?
You must create an account to use this

Existing User?

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

To create new account you will need to:

Please log in below:
User ID:

Password:

Forgot user ID?

. . . Forgot your password?
« Provide personal information

« Provide contact information

« Create your password and security .
questions | understand that the Social ;

Security Administration (SSA)

will validate the information | -

o | have read & agree to these terms.

User Certification:

Create Log In Account

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

www.socialsecurity.gov BSO Welcome | |
NOTA ACLARATORIA

Cuando su comasefia tenga mas de 90 dias se mostrara el siguiente mensaje en
la parte de arriba de la pagina:

Han pasado mas de 90 dias desde que cambid su contrasefia. Debe
cambiar su contrasefia para continuar con los servicios por Internet.

El sistema automaticamenle mostrara la pagina «Change Password» (cambie
la contrasefia. (Vaya al paso 5.)

PASO 3: Bajo la columna «Existing User?» (¢, Usuario existente?), ingrese su
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo

Administracion del Seguro Social Pagina27


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

Guia del BSQ Afo Tributario 2009 Servicios de Inscripcién

el encasilladaUser Certification». Para poder continuar tendra que aceptar

los términos de uso marcando «l have read & agree to these terms.» (He leido
y acepto estos términos). Seleccione el bot@ydn». El sistema mostrara

la pagina del menu principal de los Seias por Internet para empresas.

(Para regresar a la pagina inicial titulada, «Business Services Online
Welcome», pulse en el enlace que |&&5®@ Welcome» al pie de la pagipa

NOTA ACLARATORIA
Las alternativas presentes en el Menu principal del B&QUsicas para
usted y presentan solo los servicios a los que tenga acceso.

Business Services Online

BSO Main Menu | BSO Informa ntact Us | Keyhoard Navigation
i Main Menu
KAMALJIT RANDHAWA
Welcome, KAMALJT RANDHAWWA

Your password expires on January 14, 2010

Report Wages To Social Security
Subrmit, download or process W-2s and W-2cs

Manage Account

® ‘iew / Edit Account Info Wiew submission status, acknowledye resubmission notices or
® Change Passwaord Request resubmission extensions

® Disahle Account

Social Security Number Verification Service

Manage Services Request online SSN verification, or

o Viow / Edit Senices Submit fles for S3N verification

® Request Mew Serices | . .

® ‘Yiew Pending Senices Form S$SA-1694 Request for Business Entity Taxpayer Information

® Enter Activation Code(s Subrnit or update a Business Taxpayer Information form to receive form 1093 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA)

File a Form S5A-B23, S5AE230, or S5AE234 Representative Payee Reports electronically
Submit and print representative payee accounting forms,
Download submitted farms for up 1o 30 days after submissian

® Add/lpdate Employer Information
® Remave Employer Information

Hawe = question? Call 1-800-772-6270 Monday through
Fritiay, 7:00 a.m. to 7:00 p.m, Eastern Time to spesk with Employer Customer
= el. For TODATTY call 1-800-325-0778

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

PASQO 4: Seleccione el enlace&Ckange PasswosdCambie la contrasefia) en el panel
de navegacion izquierdo. El sistema mostrara la pagina «Change Password»
(Cambie la contrasejia
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Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA Change Password
Main Menu Your current password is scheduled to expire: January 14, 2010
Manage Account Enter Current Password: For security Purposes, your passuard

will expire and must be changed every 90 days
* View/Edit Account Info

® Change Password 3 .
* Dizable Account Enter New Password: Your Password:

* Mugt contain exactly 8 characters
N ® Must contain only numbers and letters
Manage Services

* Must contain at least 1 number and 1 letter
Re-enter New Password: * Must contain is not case sensitive
® View/Edit Services

® Request New Senices
* View Pending Serices
® Enter Activation Codes

Manage Employer Information

* Add/Update Employer Information
® Remowe Employer Information

et oo

www.socialsecurity.gov

PASOQO 5: Ingrese su contrasefia actual y su nueva contrasefia. Ingrese su nueva
contrasefia de nuevo para verificarla. Su nueva contrasefa:

Debe contener exactamente 8 caracteres

Debe contener tan s6lo nimeros y letras (no caracteres especiales)
Debecontener por lo menos 1 nimero y 1 letra

No distingue entre mayusculas y minusculas

w W W W

PASO 6:Pulse el boton&@hange Passworel (Cambie la contrasefia). El sistema
mostrara la pagina «Password Change Successful» (Cambio de contrasefia fue
exitoso). (Para regsar al Menu principal de los servicios por Internet para
empresarios sin cambiar la contrasefa pulse el b@anceb (Cancelar).)

Business Services Online

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

KAMALJIT RANDHAWA

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

s Password Change Successful

SN
5 il 2

Manage Account

o View/Edit Account Infy
« Change Passward

# Disable Account

Manage Services

+ Wiew/Edit Services
* Request New Semices

* Yiew Pending Services
« Enter Activation Codes

Manage Employer Information

* AddUpdate Employer Information
+ Remove Employer Information

PASOQO 7: Pulse el boton®&o to the Main Menu» (Vaya al menu principal) para
regresar al Menu principal de los servicias mternet.

Administracion del Seguro Social Pagina29



BSO Tutoriali Tax Year 2009

Registration Services

LECCION 9: COMO INHABILTAR SU CUENTA

Siga las instrucciones para inhabilitar su cuenta. Cuando inhabilite su cuenta ya no podra
usar su identificacién de usuario (User ID) para acceder los servicios por Internet.

PASO 1: Dirija su navegdor a la pagina de Internet titulada, «Business Services
Online (BSO) Welcome to Business Online» (Bienvenido a los Servicios por
Internet para empresasyww.segurosocial.gov/bso/bsowelcome.l{galo
disponible en inglés).

PASO 2:Seleccione el boténLeg In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por letgrn

Social Security Online

www.socialsecurity.gov

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availability

« Monday-Friday: 5 AM - 1 AMET
e Saturday: 5AM - 11 PM ET
® Sunday: 8 AM - 11:30 PM ET

www.socialsecurity.gov

#i%Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
« Provide personal information
« Provide contact information
« Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social 2
Security Administration (SSA)
will validate the information | -
o | have read & agree to these terms.

PASO 3: Bajo la columna «Existing User?» (¢ Usuario existente?), ingrese su
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo
el encasillado «User Certification». Para poder continuar tendra que aceptar
los términosde uso marcando «l have read & agree to these terms.» (He leido
y acepto estos términos). Seleccione el bot@yd4n». El sistema mostrara
la pagina del menu principal de los Servicios por Internet para empresas.
(Para regresar a la pagina inicial @tté, «Business Services Online
Welcome», pulse en el enlace que &S Welcome» al pie de la pagiha

NOTA ACLARATORIA

Social Security Administration
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Las alternativas presentes en el Menu principal del BSO son Unicas para usted
y presentan solo los servicios a los que tenga acceso.

Business Servic

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

Welcome, KAMALJT RANDHAWWA

Your password expires on January 14, 2010

Report Wages To Social Security
Subrmit, download or process W-2s and W-2cs

Manage Account

® ‘iew / Edit Account Info Wiew submission status, acknowledye resubmission notices or
® Change Passwaord Request resubmission extensions

® Disahle Account

Social Security Number Verification Service

Manage Services Request online SSN verification, or

o Viow / Edit Senices Submit fles for S3N verification

® Request Mew Serices | . .

® ‘Yiew Pending Senices Form S$SA-1694 Request for Business Entity Taxpayer Information

® Enter Activation Code(s Subrnit or update a Business Taxpayer Information form to receive form 1093 for work related to claimant representation
Manage Employer Information Internet Representative Payee Accounting (IRPA)

File a Form S5A-B23, S5AE230, or S5AE234 Representative Payee Reports electronically
Submit and print representative payee accounting forms,
Download submitted farms for up 1o 30 days after submissian

® Add/lpdate Employer Information
® Remave Employer Information

Hawe = question? Call 1-800-772-6270 Monday through
Fritiay, 7:00 a.m. to 7:00 p.m, Eastern Time to spesk with Employer Customer
Service personnel. For TODATTY call 1-$00-325-0778

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

PASO 4: Bajo la seccion «Manage Services» (Maneje los servicios) en el panel de
navegacion izquierdo, pulse en el enlabésable Account (Inhabilite la
cuenta). El sistema mostrara la pagina «Disable Account» (Inhabilite la cuenta).

=N T
Socil Sectity Onfine Business Services Online

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

KAMALJIT RANDHAWA : Disable Account

Main Menu This function will disbale your User ID so that it can na longer be used to access online services.

* Indicates required information
Manage Account
Enter Current Password:
® ViewEdit Account Info ‘ ‘

o Change Passward
# Disable Account

“Why are you disabling the account?
Manage Services @ |am no longer authorized to access these services andfor | no longer require these services.

O The account has been compromised (ex unauthorized access or disclosure)
* View/Edit Serices

* Reguest New Senices &Your account will be permanently disabled.

* yiew Pending Senices If you continue you will need to register a new account to access online services
® Enter Activation Codes

Manage Employer Information

* AddMUpdate Employer Information

® Rerove Employer Information

www.socialsecurity.gov

PASO5: Ingrese su contrasefia en el campo «Enter Current Password» (Ingrese la
contrasefa actual) y seleccione el boton radial al lado de la razén por la cual
esta inhabilitando su identificacion de usuario. Pulse el bddisakle
Account» (Inhabilite la cuental sistema mostrara la pagina «Disable
Accounti Confirmation» (Inhabilite la cueniaConfirmacién). (Para regresar
al Menu principal de los servicios por Internet para empresarios sin inhabilitar
su identificacién de usuario pulse el bot@anceb (Canelar).)
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NOTA ACLARATORIA
Si pulsa el botén «Disable Account» (Inhabilite la cuenta), su cuenta sera
inhabilitada permanentemente. Tendra que registrar una cuenta nueva para
accesar los servicios por Internet.

Business Services Online

tUs &|BSO Information | Keyboard Navigation

KAMALJIT RANDHAWA E Disable Account - Confirmation

Your account has been successfully disabled.

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

Create a New Account Exit to S84 Uehsite

www.socialsecurity.gov

PASO 6: Pulse el boton kxit to SSA Webste» (Salga hacia el portal del Seguro
Social) para ir a la pagina de Internet del Seguro Social. Para registrar una
cuenta nueva para acceder a los servicios por Internet, pulse el Gotate«@
New Account» (Crear una cuenta nueva).
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LECCION 10: COK REMOVER EL ACCESO A LOS SERVICIOS DE BSO

Siga las instrucciones para remover el acceso a uno o mas de los servicios de BSO. Use
ésta opcion si ya no necesita usar los servicios de BSO.

PASQO 1. Dirija su navegador a la pagina de Internet tituladasiti®ss Services Online
(BSO) Welcome to Business Online» (Bienvenido a los Servicios por Internet

para empresasWww.segurosocial.gov/bso/bsowelcome.h{sdlo disponible
en inglés).

PASO 2:Seleccione el boténLeg In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Social Security Online

www.socialsecurity.gov

Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availability

« Monday-Friday: 5 AM - 1 AMET
e Saturday: 5AM - 11 PM ET
® Sunday: 8 AM - 11:30 PM ET

www.socialsecurity.gov

#i%Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
« Provide personal information
« Provide contact information
« Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social 2
Security Administration (SSA)
will validate the information | -
o | have read & agree to these terms.

PASO 3: Bajo la columna «Extgg User?» (¢ Usuario existente?), ingrese su
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo
el encasillado «User Certification». Para poder continuar tendra que aceptar
los términos de uso marcando «l have read & agréegse tterms.» (He leido
y acepto estos términos). Seleccione el bot@yd4n». El sistema mostrara
la pagina del menu principal de los Servicios por Internet para empresas.
(Para regresar a la pagina inicial titulada, «Business Services Online
Welcome»pulse en el enlace que leBSO Welcome al pie de la paginp

Social Security Administration
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NOTA ACLARATORIA
Las alternativas presentes en el Menu principal del BSO son Unicas para usted
y presentan solo los servicios a los que tenga acceso.

Social Soourity Online Business Services Online

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

Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 19, 2011
Manage Account Report Wages To Social Security
O Ve iR Aem T Submit, download or process W-2s and W-2¢s

View submission status, acknowledge resubmission nofices or
Request resubmission extensions
View errors and error notices for wage files and/or wage reports submitted by or for your company

® Change Password
# Disable Account

ManageliERaEEs Social Security Number Verification Service
® View / Edit Senvices Request online SSN verification, or
* Request New Senices Submit files for SSN verification
® View Pending Senices
® Enter Activation Coda(s Form SSA-1694 Request for Business Entity Taxpayer Information

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

o Add/Update Emplover nformation Internet Representative Payee Accounting (IRPA)
® Remove Employer Information File a Form SSA-623, SSA-6230, or $SA-6234 Representative Payee Reports electronically

Submit and print representative payee accounting forms,
Download submitted forms for up to 30 days after submission

‘www.socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation

PASO 4: Bajo la seccion «Manage i9&es» (Maneje los servicios) en el panel de
navegacion izquierdo, pulse en el enlagew/Edit Services (Vea/Edite
Servicios). El sistema mostrara la pagina «<Remove Access to BSO Services»
(Remueva el acceso a los servicios de BSBarg regresar denu principal
de los servicios por Internet para empresas sin afladir servicios, lglalse «
Menu» que esté en la segunda linea del encabezado.)
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social Sberityontine  *+ BUSINESS Services Online

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

www.socialsecurity.gov
JOHN PUBLIC

Log Cut

7% Remove Access to BSO Services

To remove access from BSO Services please select the services(s) that you would like

to remove.
Main Menu 1 Report Wages to Social Security
Manage Account « Create, print, and submit Forms W-2 and W-2¢ Online,
« Upload wage submission or resubmission files that are prepared in the Electronic Filing
» View/Edit Account Info (EFW2/EFW2C) format,
» Change Password » Acknowledge resubmission request notices and obtain time extensions for resubmission
o Disable Account requests, and

i « View Wage Report Name / SSN Errors
Manage Services

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

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

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

« Add/Update Emplover Information -] Social Security Number Verification Service (SSNVS)
@ Remove Emplover Information
+ Complete an online form or submit files to request verification of names and Social Security
Numbers of employees of the company for which you work or of the company that has hired
you to perform this service.

www.socialsecurity.gov

PASOQO 5: Marque la caja de los servicios que quiera remover y pulse el botén «<Remove»
(Remueva). El sistenmaostrara la pagina «Remove Access to BSO Services
Successful» (Remover el acceso a los servicios de BSO fue exitoso). (Pulse el
boton «anceb (Cancelar) para regresar al Menu principal de los servicios por
Internet para empresarios sin remover ningunigerwara regresar al Menu
principal de los servicios por Internet para empresarios pulse el botén « BSO
Main Menu>» en la segunda linea del encabezado.)
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Social SSeurity Online Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

www.socialsecurity.gov

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

» View/Edit Account Info
e Change Password
* Disable Account

Deactivate Bnother Service

Manage Services

* View/Edit Services
o Request New Services

e View Pending Services
» Enter Activation Codes

Manage Employer Information

» Add/Update Employer Information
* Remove Employer Information

www.socialsecurity.gov

PASO 6: Pulse el botonkeactivate Another Service (Desactive otro servicio) para
regresar a laggina «Remove Access to BSO Services» (Remueva el acceso a
los servicios de BSO). Pulse el botd@a«xceb (Cancelar) para regresar al
Menu principal de los servicios por Internet para empresarios.
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LECCION 11: COMO PEDIR LA SERIE DE SERVICIOS PARA
EMPLEADORES

Siga las instrucciones para pedir acceso la Serie de servicios de SSA para empleadores.
La peticion para ésta serie se puede hacer en combinacion con otros servicios. Para
instrucciones sobre cdmo acceder a diferentes series, vea otra leccitenTeriargal que
especificamente atienda dicho servicio.

PASO 1: Dirija su navegador a la pagina de Internet titulada, «Business Services Online

(BSO) Welcome to Business Online» (Bienvenido a los Servicios por Internet
para empresaspyww.sequrosocial.gov/bso/bsowelcome.l{gdlo disponible
en inglés).

PASO 2:Seleccione el boténLeg In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantpéigitea titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Social Security Online

www.socialsecurity.gov

Business ServicesOnline

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availability

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

www.socialsecurity.gov

#4¢Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
» Provide personal information
« Provide contact information
+ Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
UserID:
Password:

Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social *
Security Administration (SSA)
will validate the information | -

1 | have read & agree to these terms.

PASO 3: Bajo la columna «Existing User?» (¢ Usuario existente?), ingrese su
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo
el encasibdo «User Certification». Para poder continuar tendra que aceptar
los términos de uso marcando «l have read & agree to these terms.» (He leido
y acepto estos términos). Seleccione el bot@ydn». El sistema mostrara
la pagina del menu principal de IBsrvicios por Internet para empresas.
(Para regresar a la pagina inicial titulada, «Business Services Online
Welcome», pulse en el enlace que |&&5®@ Welcome» al pie de la pagipa

Social Security Administration
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NOTA ACLARATORIA

Las alternativas presentes en el Menu principalB®O son Unicas para usted
y presentan solo los servicios a los que tenga acceso.

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

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

® Change Password

) Disable) Accoumt # You can add senvices to your menu at Reguest New Senvices

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

‘www.socialsecurity.gov

BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation

PASO 4:Pulse en el enlacdrequest New ServicegPida servicios nuevos) en el
Menu principal o en el panel de navegacion izquierdo. EIl sistema mostrard la
pagina «Regest Access to BSO Services» (Pida acceso a los servicios de BSO).
(Pulse el boténlkogout» (salir) para regresar a la pagina inicial de los
Servicios por Internet para empresas.)
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Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

JOHN PUBLIC

Log Out

Main Menu
Manage Account
 View/Edi Account info

® Change Password
« Disable Account

Manage Services

© ReguestNew Services
® View Pending Services
& Enter Activation Codes

Manage Employer Infoermation

7. Request Access to BSO Services

Select Service Suites

You must request access to do specific functions within a senvice suite. Let us help you choose which functions to
add.

SSA Services Suite for Empleyers:
Electronic Wage Reporting Service andfor Social Security Number Verification Service (SSNVS)

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

Social Security Number Verification Senice (SSNVS)

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

[C] SSA Services Suite for Attorneys:

Form 5$5A-1694 Business Taxpayer Information

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

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

[T] Internet Representative Payee Suite:
Allows individual and organizational representatives to file their Representative Payee Report electronically. This
includes Form SSA-623 for individual Representative Payees, SSA-6230 for parents, stepparents and grandparents

with minor children in custody, and SSA-6234 for Representative Payee organizations.

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

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

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

In order to complete your registration we must collect your Employer Information. Please check the CBSV box to the
left then select the "Next” button below to record your Employer's EIN and Business or Organization name. Note:
You will be denied access to CBSV if this information is not provided.

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

PASO 5:Continte con esta leccién si quiere pedir acces®ari@ paa empleadores.
Si necesita una serie distinta o adicional, vea otra leccion que especificamente
atienda dicho servicio.

Marque el encasillado que diga «SSA Services Suite for Employense 8e
servicios de SSA para empleadorg)ulse el botdn Mext» (proximo).
i1 Silainformacién del empleador no se ha ingresado, la pagequest

Social Security Administration

Access to BSO Services» (Pida acceso a los servicios de BSO) expondra
el mensaje kmployer Information is required for the selected suite(s).
Please select this lirkdd Your Employer Informatiomo continue (La
informacion del empleador es necesaria para las series seleccionadas.
Por favor pulse éste enlageld Your Employer InformatiofAfiada
informacion del empleadqgrara continuar)

Si la informacién del empleador fi2e ingresada, el sistema mostrara la
pagina Adding Services Wizard» (#stente para afiadir servicios) con

las series de servicios que ha seleccionado.

(Para regresar al Menu principal de los servicios por Internet para
empresas, pulse el boté@ancel» (Cancelar))
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social Sherityontine *+ BUSINESS Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO 1nformati‘on | Keyboard Navigation

JOHN PUBLIC

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

- Employer Information

Manage Account

Business or Organization Name:
» View/Edit Account Info MY ORGANIZATION

s Change Password
¢ Disable Account You currently have access to the following services:

Manage Services Your additional request for services will be for the Employer Information
listed above. To update Employer Information, select "Add/Update

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

o Request New Services

» View Pending Services

e Enfer Activation Codes
Manage Employer Information

» Add/Update Employer Information
* Remove Employer Information

www.socialsecurity.gov

PASO6: ElI Numero de identificacion del empleador (EIN) y el nombre del negocio u
organizacion asociados aigkentificacion de usuario (User ID) estaran
mostrados. Los servicios enumerados son los Unicos a los que tendra acceso.
Pulseel botdn &lext» (Siguiente) para continuar. El sistema mostrara la
pagina Kkeport Wages to Social Security» (Informele los salarios al Seguro
Social) del aistente para afadir servicigBulse el botonRrevious»

(Anterior) en la parte de abajo de la jpégpara regresar a la pagina «Request
Access to BSO ServicegRida acceso a los servicios de BS®ara regresar

al Menu principal de los servicios por Internet para empresas, pulse
el boton «Cancel» (Cancelan)
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social Sberityontine  * BUSINESS Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO 1nformati‘on | Keyboard Navigation

JOHN PUBLIC . .
 Request Access to BSO Services
Main Menu Page 2 of 3
Manage Account Report Wages to Social Security
* View/Edit Account Info Requesting access for the Report Wages to Social Security function will
* Change Password allow you to :

* Disable Account

. o o Create, print, and submit Forms W-2 and W-2¢ Online, [
Manage Services « Upload wage submission or resubmission files that are prepareci
i in the Electronic Filing (EFW2/EFW2C) format,

* View/Edit Services < Acknowledge resubmission request notices and obtain tlms

* Request New Services | extensions for submission requests, and
e View Pending Services & View Wage Report status.

* Enter Activation Codes

! o
Manage Employer Information Do you want to report wages to Social Security?

i @ Yes © No
e Add/Update Employer Information
* Remove Employer Information In addition, do you want to View Wage Report Name/SSN Errors?
o Yes © No

www.socialsecurity.gov

PASOQO 7: Pida acceso a «Report Wage Social Security» (Informele los salarios al
Seguro Social) al seleccionar el boton radial de «Yes» (Si). Si el boton de
«Report Wages» es seleccionado, también puede seleccionar «View Wage
Report Name/SSN Errors» (Ver el nombre del informe de salarioses del
ndmero de Seguro Social. Seleccione el befdext» Préximo) para
continuar. El sistema desplegara la pagina de «Social Security Number
Verification Service» (SSNVS, siglas en inglés [Servicio de verificacion de
namero de Seguro Social], ddistente de configuracidén para afiadir
servicios. (Para regresar a la pagina de Informacion del empleador del
asistente para afadir servicios, seleccione el bd&rvious»(Anterior) en
la parte de abajo de la pagina. Para regresar al Menu principal slervicios
por Internet para empresas sin afadir servicios, seleceMae Menu»
gue esta en la segunda linea del encabezado.)

Social Security Administration Paged4l
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social Sheurityonine. *+ BUSINESS Services:Online

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

JOHN PUBLIC

Log Out

a7 Request Access to BSO Services

Main Menu Page 3 0of 3
Manage Account Social Security Number Verification Service (SSNVS)

* View/Edit Account Info Do you want to verify Social Security Numbers Online?
e Change Password

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

Manage Services

* View/Edit Services
® Request New Services

* View Pending Services Access to the name/number verification service involves
e Enter Activation Codes a more rigorous process and requires pre-authorization

from your employer. If access is requested, your
employer will be notified via first class mail, usually

. within 2 weeks. The notice will include an activation
* Add/Update Emplover information code which is needed to activate your request.

» Remove Employer Information

Manage Employer Information

@ Yes

www.socialsecurity.gov

PASO 8:Pida acceso alSocial Security Number Verification Service (SSNVS)»
(Servicio de verificacion de niumeros deg8ro Socialpl seleccionar «Yes»
(Si) en el botdn radial y pulsando el botdwext» (Proximo). El sistema
mostrara la pagina «<Request Summary» (Resumen de lo pedido). (Para regresar
a lapagina«File/Wage Report Status» (Archivo/Estado del informe dwisa)
del asistente para afiadir servicios, pulse el bddbewous» (Anterior) en la
parte de abajo de la pagina. Para regresar al Menu principal de los servicios por
Internet para empresas sin afiadir servicios, plsen<Menu» que esta en la
segundaihea del encabezado.)

NOTA ACLARATORIA

Las funciones enumeradas en la pagina de Resumen de lo pedido son Unicas
para usted y presentan solo los servicios a los que tenga acceso.

Social Security Administration Paged?2
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social Sheurityontine. *+ BUSINESS Services:Online

www_socialsecurity.gov Main Menu | Contact Us | BSO 1nformatfon | Keyboard Navigation

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

e Enter Activation Codes
Manage Employer Information

* Add/Update Emplover Information
® Remove Employer Information

www.socialsecurity.gov

PASO 9: Revise las funciones enumeradas y pulse el ba@@mfiem » (Confirmar)
para someter su peticion de acceso. El sistema mostrara la pagina «Request
Access to BSO Services Confirmation» (Confirmacién de peticion de acceso a
los servicios de BSO). (Para regresar pdgina«Social Security Number
Verification Servicd SSNVS)» (Servicio de verificacidén de nUmeros de
Seguro Social) en el asistente para afiadir servicios, pulse el Brgwious»
(Anterior) en la parte de abajo de la pagina. Para regresar al Menu principal de
los servicios por Internet para empresas Sada servicios, pulseMain
Menu» que esta en la segunda linea del encabezado.)
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social Sberityontine  * BUSINESS ServicesOnline

www.socialsecurity.gov Main Menu | Contact Us | BSO 1nformati‘on | Keyboard Navigation

JOHN PUBLIC o, . . R

7 Request Access to BSO Services Confirmation
‘
Main Menu Your request for access to the services and tasks listed below was

received on November 04, 2010.
Manage Account

Report Wages to Social Security

» View/Edit Account Info You may begin to use this service immediately. To do that, select "BSO
» Change Password Main Menu" below. Then, on the BSO Main Menu page, select "Report
» Disable Account Wages to Social Security."
Manage Services View Wage Report Name / SSN Errors

An activation code has been sent by first class mail to the address we
¢ View/Edit Services have on record for your employer (MY CITY, MD). Once you have
¢ Request New Services received the activation code and activated this service, you may view
o View Pending Services "View Wage Report Name / SSN Errors" from the Wage Reporting
e Enfer Activation Codes menu.

Manage Employer Information  gocjal Security Number Verification Service
. An activation code has been sent by first class mail to the address we
* Add/Update Emplover Information have on record for your employer (MY CITY, MD). Once you have
* Remove Emplover Information received the activation code and activated this service, you may
access "Social Security Number Verification Service” from the BSO
Main Menu page.

Please print this page for your records.

www.socialsecurity.gov

PASO 10: La pagina de confirmacion le informa cuales servicios fueron seleccionados,
cuales se activaron de inmediato y cuales requieren cédigos de activacién. Por
favor imprima ésta pagina para sus archivos. Los cédigos de activacion se
enviaran por correo a la direccion de su empleador que aparece en nuestro
registro. (Verifique la ciudad y estado). Normalmente llegan dentro de dos
semanas. Para regresar al Menu pringcipalse el botonMain Menu ».

NOTA ACLARATORIA
Si los cédigos de activacion no llegan a la direccion registrada para su
empleador dentro de dos semanas, los puede volver a péshrla leccion
Cbémo volver a pedir un codigo de activacion de éste Tiatqrara
instrucciones.
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LECCION 12: COMO PEDIR LA SERIE DE SERVICIOS PARA

ABOGADOS

Siga las siguientes instrucciones para pedir acceso a la Serie de servicios del Seguro
Social para abogados. La peticion para esta serie se puede hacer en combinacion con
otros servicios. Para instrucciones sobre como acceder a diferentes series vea otra
leccion en este Tutorial que especificamente trata sobre dicho servicio.

PASO 1: Dirija su navegador a la pagina de Internet titulada, «Business Services Online
(BSO) Welcome to Business Online» (Bienvenido a los Servicios por Internet
para empresaspyww.segurosocial.gov/bso/bsowelcome.h(sdlo disponible
en inglés).

PASO 2:Seleccione el boténLeg In» en la pagina de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Social Security Online

www.socialsecurity.gov

Business ServicesOnline

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availability

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

www.socialsecurity.gov

#4¢Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
» Provide personal information
« Provide contact information
+ Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
UserID:
Password:

Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social *
Security Administration (SSA)
will validate the information | -

1 | have read & agree to these terms.

PASO 3:Bajo la columna «Existing User?» (¢ Usuario exist®niagrese su
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo
el encasillado «User Certification». Para poder continuar tendra que aceptar
los términos de uso marcando «l have read & agree to these terms.» (He leido
y aceptoestos términos). Seleccione el bot@og Inx». El sistema mostrara
la pagina del menu principal de los Servicios por Internet para empresas.
(Para regresar a la pagina inicial titulada, «Business Services Online
Welcome», pulse en el enlace que 1&5@ Welcome» al pie de la pagiha

Administracion del Seguro Social
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NOTA ACLARATORIA

Las alternativas presentes en el Menu principal del BSO son Unicas para usted
y presentan solo los servicios a los que tenga acceso.

Social Sy Online Business Services Online
WWW.SoCalsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC

Your password expires on February 02, 2011

You currently do not have access to any services.
Manage Account v Y

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

Manage Services
o View / Edit Services
# Request New Senvices

® View Pending Senices
® Enter Activation Code(s

‘www.socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation

PASO 4: Bajo la seccién «Manage Services» (Maneje los servieing) panel de
navegacion izquierdo, pulse en el enlaBeguest New ServicegPida
servicios nuevos). El sistema mostrara la pagina «Request Access to BSO
Services» (Pida acceso a los servicios de BSO). (Pulse el botén «Logout»

(salir) para regresarla pagina inicial de los Servicios por Internet para
empresas.)

Administracion del Seguro Social Pagina46
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Social Security Online

www.socialsecurity.gov

Business Services Online

Main Menu | Contact Us | BSO Information | Keyboard Navigation

Servicios de Inscripcién

ILLIAM FIELD

Main Menu
Manage Account

o View/Edit Account Info
e Change Password
« Disable Account

Manage Services

o View/Edit Services
e Reguest Mew Senices
o View Pending Semvices

e Enter Activation Codes

Manage Employer Information

« Add/Update Employer Information
e Remove Employer Infarmation

§ Request Access to BSO Services
=, il

Select Service Suite

You must request access to do specific functions within a service
suite. Let us help you choose which functions to add.

[ ssA services Suite for Employers:
Electronic Wage Reporting Service
Allows use of one or mare of the following services:

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

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

SSA Services Suite for Attorneys:
Form S5A-1694 Business Taxpayer Information

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

+ Complete Form SSA-1694 Business Taxpayer Information Form
« Update Form S5A-1694 Business Taxpayer Information Form

D Internet Representative Payee Suite:

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

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

PASO 5:Continte con esta leccién si quiere pedir acces®aria de servicios del
Seguro Social para abogaddsi necesita una serie distinta o adicional, vea otra
leccion que espectfamente atienda dicho servicio.

Marque el encasillado que diga «SSA Services Suite for Attorneyse (ge
servicios de Seguro Social para abogadoplilse el botdnMext» (Siguiente).
1 Silainformacién del empleador no se ha ingresado, la pagapest
Access to BSO Services» (Pida acceso a los servicios de BSO) expondra
el mensaje kmployer Information is required for the selected suite(s).
Please select this linkdd Your Employer Informatiomo continue» (La
informacion del empleador es neceagara las series seleccionadas.
Por favor pulse este enlaggiada informacion del empleadpara
continuar)
1 Silainformacion del empleador ya fue ingresada, el sistema mostrara la
pagina Adding Services Wizard» (@stente para afiadir servicios) con
las series de servicios que ha seleccionado.

Administracion del Seguro Social
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(Para regresar al Menu principal de los servicios por Internet para
empresas, pulse el botéGancel» (Cancelar))

Social Sheurityontine. - BUSINESS Services Online

www_socialsecurity.gov Main Menu | Contact Us | BSO 1nformatfon | Keyboard Navigation

JOHN PUBLIC

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

* Employer Information

Manage Account
Business or Organization Name:

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

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

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

® Request New Services

» View Pending Services e
» Enter Activation Codes

Manage Employer Information

» Add/Update Employer Information
* Remove Employer Information

www.socialsecurity.gov

PASO 6:Revise la informacion de los empleadores.

1 Silainformacién de los empleadoressitada en pantalla no esta
correcta, puede actualizar la informacién pulsando el enlace
«Add/Update Employer Information» (Afiada/Actualice la informacion
del empleador) en el panel de navegacién izquierdo.

9 Silainformacion mostrada esta correctaspudl boton «Next»

(Siguiente). El sistema mostrara en el Asistente para afiadir servicios la
pagina «Complete Form SSK694 Business Taxpayer Information

Form» (Complete el Formulario SSK694, Formulario de informacion

de empresas que pagan impuestos).

(Pulse el botonRrevious» (Anterior) en la parte de abajo de la pagina para
regresar a la pagina «Request Access to BSO Ser(eel»acceso a los
servicios de BSO)Para regresar al Menu principal de los servicios por
Internet para empresas, pulsdeion Main Menu » (Menu principal)

Administracion del Seguro Social Pagina48
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social Sberityontine  * BUSINESS Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO 1nformati‘on | Keyboard Navigation

JOHN PUBLIC o, .
7= Request Access to BSO Services
Main Menu Page 2 of 2
Manage Account Complete Form SSA-1694 Business Taxpayer Information Form
» View/Edit Account Info Do you want to Complete Form SSA-1694 Business Taxpayer
» Change Password Information Form?
 Disable Account Law firms, partnerships, corporations, or multi-member LLCs/LLPs that

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

Manage Services

o View/Edit Services
» Request New Services

* View Pending Services « Complete a Business Taxpayer Information Form
¢ Enter Activation Codes « Update a Business Taxpayer Information Form

Manage Employer Information

@ Yes
 Add/Update Emplover Information = No
» Remove Employer Information

www.socialsecurity.gov

PASOQO 7: Pida acceso alGomplete Form SSA694 Business Taxpayer Information
Form»(Complete el Formulario SSA694, Formulario de informacion de
empresas que pagan impuestiseleccionar «Yes» (Si) en el botédial y
pulsando el botonNext» (Proximo). El sistema mostrara la pagina «Request
Summary» (Resumen de lo pedido). (Para regresgragina de Informacion
del empleador en el asistente para afiadir servicios, pulse el BotvioKs»
(Anterior) en la prte de abajo de la pagina. Para regresar al Menu principal de
los servicios por Internet para empresas, pulse el bddaéam«Menu » (Menu
principal))
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social Sberityontine  * BUSINESS Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO 1nformati‘on | Keyboard Navigation

JOHN PUBLIC . .
 Request Access to BSO Services
Request Summary

Main Menu You have selected the following functions:
Manage Account Form SSA-1694 Request for Business Entity Taxpayer Information

» View/Edit Account Info Select the "Confirm" button below to send your access request to the

« Change Password Social Security Administration. If you wish to make changes, use the "<<

« Disable Account Previous" button to return to the appropriate page.
Manage Services

= View/Edit Services
® Request New Services

* View Pending Services
o Enter Activation Codes

Manage Employer Information

» Add/Update Employer Information
* Remove Employer Information

www.socialsecurity.gov

PASO 8: Revise los servicios enumerados y pulse el bo@unfirm » (Confirmar) para
someter su petién de acceso. El sistema mostrara la pagina «Request Access to
BSO Services Confirmation» (Confirmacion de peticion de acceso a los
servicios de BSO). Para regresar a la pag@amplete Form SSA694
Business Taxpayer Information ForfGomplete el Formlario SSA1694,
Formulario de informacion de empresas que pagan impuest@sistehte para
afadir servicios, pulse el botoRrevious» (Anterior) en la parte de abajo de la
pagina. Para regresar al Menu principal de los servicios por Internet para
empresas sin afiadir servicios, pulddain Menu» que esta en la segunda linea
del encabezado.

Administracion del Seguro Social Paginab0
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Social Seurity Online Business Services Online

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

JOHN PUBLIC o, . . R

7 Request Access to BSO Services Confirmation
‘
Main Menu Your request for access to the services and tasks listed below was

received on November 04, 2010.
Manage Account

Form SSA-1694 Request for Business Entity Taxpayer Information

» View/Edit Account Info You may begin to use this service immediately. To do that, select "BSO

» Change Password Main Menu" below. Then, on the BSO Main Menu page, select "Form

 Disable Account SSA-1694 Request for Business Entity Taxpayer Information.”
Manage Services Please print this page for your records.

* View/Edit Services

* Request New Services

e View Pending Services
» Enter Activation Codes

Manage Employer Information

» Add/Update Employer Information
« Remove Employer Information

www.socialsecurity.gov

PASOQO 9: La pantalla de confirmacion le informa cuales servicios fueron seleccionados,
cudles se activaron de inmediato y cuales requieren codigos de activasion. Lo
cadigos de activacion se enviaran por correo a la direccién de su empleador que
aparece en nuestro registro. Normalmente llegan dentro de dos sePaaaas.
regresar al Menu principal, pulse el botdviain Menu ».

Administracion del Seguro Social Paginab1
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LECCION 13: COMO PEDIR LA SERIE PARBFRESENTANTES DE
BENEFICIARIOS POR INTERNET

Siga las instrucciones para pedir la Serie de servicios para representantes de beneficiarios
por Internet. La peticion para esta serie se puede hacer en combinacion con otros
servicios. Para instruccionesise como acceder a diferentes series vea otra leccion en
este Tutorial que especificamente atienda dicho servicio.

PASO 1: Dirija su navegador a la pagina de Internet titulada, «Business Services Online
(BSO) Welcome to Business Online» (Bienvenido é3esvicios por Internet
para empresaspyww.segurosocial.gov/bso/bsowelcome.h(sdlo disponible
en inglés).

PASO 2: Seleccione el boténLeg In» en la pagina de bienvenida a los Servigios
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Social Security Online

www.socialsecurity.gov

Business ServicesOnline

BSO Welcome | BSO Information | Keyboard Navigation

Online Services Availability

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

www.socialsecurity.gov

#4¢Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
» Provide personal information
« Provide contact information
+ Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
UserID:
Password:

Forgot user ID?
Forgot your password?

User Certification:

| understand that the Social *
Security Administration (SSA)
will validate the information | -

1 | have read & agree to these terms.

PASO 3:Bajo la columna «Existing User?» (¢ Usuario existente?), ingrese su
identificacion de usuario @é&r ID) y contrasefid.ea los términos de uso bajo
el encasillado «User Certification». Para poder continuar tendra que aceptar
los términos de uso marcando «l have read & agree to these terms.» (He leido
y acepto estos términos). Seleccione el bot@y4n». El sistema mostrara
la pagina del menu principal de los Servicios por Internet para empresas.
(Para regresar a la pagina inicial titulada, «Business Services Online
Welcome», pulse en el enlace que |&&5®@ Welcome» al pie de la pagipa

Administracién del Seguro Social
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NOTA ACL ARATORIA

Las alternativas presentes en el Menu principal del BSO son Unicas para usted
y presentan solo los servicios a los que tenga acceso.

Social Sy Online Business Services Online
WWW.SoCalsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC

Your password expires on February 02, 2011

You currently do not have access to any services.
Manage Account v Y

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

® Change Password
# Disable Account # You can add senvices to your menu at Reguest New Senvices

Manage Services
o View / Edit Services
# Request New Senvices

® View Pending Senices
® Enter Activation Code(s

‘www.socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation

PASO 4: Bajo la seccion «Manage Services» (Maneje los servicios) en el panel de
navegacion izquierdo, pulems el enlaceRequest New ServicegPida
servicios nuevos). El sistema mostrara la pagina «Request Access to BSO
Services» (Pida acceso a los servicios de BSO). (Pulse el boton «Logout»
(salir) para regresar a la pagina inicial de los Servicios ponkttpara
empresas.)
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Social SecurityOnline
wran socialsecurity.gov
JOHN PUBLIC .
Request Access to BSO Services
Select Service Suites
Main Menu

You must request access to do specific functions within a senvice suite. Let us help you choose which functions to
add.
Manage Account

[T SSA Services Suite for Employers:
 View/Edi Account info
® Change Password

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

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

Manage Services submission_

View/Edit Services.

Request New Services
View Pending Services
Enter Activation Codes

. Social Security Number Verification Senice (SSNVS)

.

. Allows the completion of an online form or submission of a file to request verification of names and Social Security
. Numbers of employees free of charge to employers and their agents for wage reporting purposes only. To verify
SSNs for other than wage reporting purposes, please select the Special Senvices Suite for Consent Based Social

Manage Employer Information Security Number Verification Senvice (CBSV) below

® Add/Update Employer Information
® Remove Emplover Information

[C] SSA Services Suite for Attorneys:
Form 5$5A-1694 Business Taxpayer Information

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

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

Internet Representative Payee Suite:
Allows individual and organizational representatives to file their Representative Payee Report electronically. This
includes Form SSA-623 for individual Representative Payees, SSA-6230 for parents, stepparents and grandparents

with minor children in custody, and SSA-6234 for Representative Payee organizations.

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

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

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

In order to complete your registration we must collect your Employer Information. Please check the CBSV box to the

left then select the "Next” button below to record your Employer's EIN and Business or Organization name. Note:
You will be denied access to CBSV if this information is not provided.

www. socialsecurity.gov

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

PASO 5: Continte con esta leccién si quiere pedir acceso a la Serie para representantes
de beneficiarios por Internet. Si necesita una serie distinta o adicional, vea otra
leccion que especificamente atienda dicho servicio.

Marquela caja que diga «Internet Representative Payee Suite:» (Serie para
representantes de beneficiarios por Internet:) y pulse el bhgxtsx

(préximo). El sistema mostrard la pagina «Internet Representative Payee»
(Representantes de beneficiarios por Irégrdel asistente para afiadir servicios.

(Para regresar al Menu principal de los servicios por Internet para empresas,
pulse el botén @ancel» (Cancelar))
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social Sbeurityontine. 7+ BUSINESS ServicesOnline

www.socialsecurity.gov Main Menu | Contact Us | BSO 1nformatfon | Keyboard Navigation

JOHN PUBLIC

Log Out

¢ Request Access to BSO Services

Main Menu Page 1 of 1
Manage Account Internet Representative Payee

» View/Edit Account Info Do you want to complete Form SSA-623,SSA-6230 or SSA-62347?
+ Change Password
 Disable Account Allows individual and organizational representatives to file their

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

« Form SSA-623 for individual Representative Payees

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

+ Request New Services children in custody
* View Pending Services « SSA-6234 for Representative Payee organizations

» Enter Activation Codes

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

Manage Employer Information

+ Add/Update Emplover Information
# Remove Employer Information - No

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

Support for registration, login, and selecting the IRPA service: Call 1-
800-772-6270;

www.socialsecurity.gov

€ Local intranet | Protected Mode: OFf ®100% -

PASO6: Pida acceso para completar los formularios para presentar el Informe de
representantede beneficiarios al seleccionar «Yes» (Si) en el botén radial y
pulsando el botonNext» (proximo). El sistema mostrard la pagina «Request
Summary» (Resumen de lo pedido). (Para regresar a la p&gleckAccess to
BSO Services» (Seleccione el botorRievious (anterior) al pie de la pagina.
Para regresar al Menu principal de los servicios por Internet para empresas sin
afadir servicios, pulseMain Menu» que esta en la segunda linea del
encabezado.)
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social Sberityontine  *+ BUSINESS Services Online

www.socialsecurity.gov Main Menu | Contact Us | BSO 1nformati‘on | Keyboard Navigation

JOHN PUBLIC . .
- Request Access to BSO Services
“
Request Summary

Main Menu You have selected the following functions:
Manage Account Internet Representative Payee

» View/Edit Account Info Select the "Confirm" button below to send your access request to the

» Change Password Saocial Security Administration. If you wish to make changes, use the "<<

» Disable Account Previous" button to return to the appropriate page.
Manage Services

* View/Edit Services
e Request New Services
» View Pending Services
e Enter Activation Codes
Manage Employer Information

* Add/Update Emplover Information
® Remove Employer Information

www.socialsecurity.gov

PASO 7: Pulse el boton@onfirm » (Confirmar) paraometer su peticion de acceso. El
sistema mostrara la pagina « Request Access to BSO Services Confirmation»
(Confirmacion de peticion de acceso a los servicios de BSO). (Para regresar a la
pagina de representantes de beneficiarios por Internet del asjzieatanadir,
seleccione el botén derevious (anterior) al pie de la paginRBara regresar al
Menu principal de los servicios por Internet para empresas sin afiadir servicios,
pulse #ain Menu» que esta en la segunda linea del encabezado.)
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Social SSeurity Online Business Services Online

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

JOHN PUBLIC

Log out

Request Access to BSO Services Confirmation

Main Menu Your request for access to the services and tasks listed below was

received on November 04, 2010.
Manage Account

Internet Representative Payee

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

Manage Services Please print this page for your records.

o View/Edit Services N
el Srgoes
» Request New Services

» View Pending Services
e Enter Activation Codes

Manage Employer Information

* Add/Update Emplover Information
» Remove Employer Information

www.socialsecurity.gov

PASO 8:La pantalla de confirmacion le informa que ya puede empezar a usar este
servicio. Para regresar al Menu principal, pulse el botéiair Menu ».
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LECCION 14: COMO VOLVER A PEDIR UN CODIGO DE ACTIVACION

Siga las siguientes instrucciones para volver arpedcodigo de activacion para los
servicios BSO. Use esta opcidn si no ha recibido sus cédigos de activacion del Seguro
Social o si se le perdieron los cédigos que recibié. Puede volver a pedir codigos de
activacion si ya han transcurrido 10 dias desaepdio acceso a los servicios BSO. Si
vuelve a pedir algun cédigo de activacion, los cédigos de activacion que se le brindaron
previamente dejaran de ser validos.

PASO 1:Dirija su navegador a la pagina de Internet titulada, «Business Services
Online (BSO) Welcome page» (Bienvenido a los Servicios por Internet para
empresas)vww.segurosocial.gov/bso/bsowelcome.hfsdlo disponible en

inglés).

PASO 2:Seleccione el boténLeg In» en la pama de bienvenida a los Servicios por
Internet para empresas. El sistema mostrara en pantalla la pagina titulada,
«Log In to Online Services» (Ingrese a los servicios por Internet).

Social Security Online

Business Services Online

www.socialsecurity.gov

Online Services Availability

« Monday-Friday: 5 AM - 1 AMET
e Saturday: 5AM - 11 PM ET
® Sunday: 8 AM - 11:30 PM ET

www.socialsecurity.gov

[:13 bme | BSO Information | Keyboard Navigation

/i Log In to Online Services

For your security, please log out of the application and close all Internet windows when you are

finished.

New User?

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

To create new account you will need to:
« Provide personal information
« Provide contact information
« Create your password and security
questions

Create Log In Account

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

BSO Welcome | |

Existing User?
Please log in below:
User ID:

Password:

Forgot user ID?
Forgot your password?

User Certification:
| understand that the Social 2

Security Administration (SSA)
will validate the information | -

o | have read & agree to these terms.

PASO 3:Bajo la columna «Existing User?» (¢, Usuario existente?),9agre
identificacion de usuario (User ID) y contrasefi@a los términos de uso bajo
el encasillado «User Certification». Para poder continuar tendra que aceptar
los términos de uso marcando «l have read & agree to these terms.» (He leido
y acepto estos téinos). Seleccione el botéheg Inx». El sistema mostrara
la pagina del menu principal de los Servicios por Internet para empresas.
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(Para regresar a la pagina inicial titulada, «Business Services Online
Welcome», pulse en el enlace que |&&5®@ Welcome al pie de la paginp

NOTA ACLARATORIA

Las alternativas presentes en el Menu principal del BSO son Unicas para usted
y presentan solo los servicios a los que tenga acceso.

R R . Business Services Online
WWW.SoCalsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
Main Menu HELP
JOHN PUBLIC
Welcome, JOHN PUBLIC
Your password expires on January 19, 2011
Manage Account Report Wages To Social Security
O Ve iR Aem T Submit, download or process W-2s and W-2cs

View submission status, acknowledge resubmission notices or
Request resubmission extensions

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

® Change Password
# Disable Account

Manage Services Social Security Number Verification Service

Request online SSN verification, or
* Request New Senices Submit files for SSN verification

# View Pending Senices

# Enter Activation Code(s

® View / Edit Serices

Manage Employer Information

# Add/Update Employer Information

#® Remove Employer Information

‘www.socialsecurity.gov BSO Main Menu | BSO Information | ContactUs | Keyboard Navigation

PASO 4: Bajo la seccion «Manage Services» (Maneje los servicios) en eldeanel
navegacion izquierdo, pulse en el enla¢eew Pending Services(Ver los
servicios pendientes). El sistema mostrara la paginegReaest Activation
Codes» (Vuelva a pedir le®digos de activacidnEsta pagina enumera los
servicios que aun necesitaddigos de activacion.
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PASO5: Las acciones que ejecute ahora dependeran de cuando pidié acceso a un
servicio la dltima vez.

1 Sino han transcurrido 10 dias desde que pidié acceso a los servicios, no
podra pedicodigos de activacion nuevos

91 Si han transcurrido mas de 60 dias desde que pidi6 acceso a los servicios,
sera necesario pedir nuevamente el acceso a los servicios pulsando en el
enlace Request Access to BSO ServiegPida acceso a los servicios de
BSO) que esta en el primer parrafo de gstgina.

T Si han transcurrido entre 10 y 60 dias desde que pidié acceso a los
servicios, puede marcar los encasillados de los servicios y pulsar el boton
«Re-Requesk (Pedir nuevamente). El sistema mostrara la pagina «View
Pending Services Confirmation & Activation Code Notice R&equest»

(Ver los servicios pendientésConfirmacion de nueva peticion de
notificacion de cédigo de activacion.

(Pulse el boton&ancebs (Cancelar) para regresar al Menu principal de los
servicios por Internet para empaess sin pedir nuevos codigos de activacion.
Para regresar al Menu principal de los servicios por Internet para empresarios
pulse el botén « BSO Main Menu» en la segunda linea del encabezado.)

Administracion del Seguro Social Paginab0













































