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BSO Tutorial for Tax Year 2009

Social Security Number
Verification Service (SSNV S)

Contains the following lessons:

« Reguest Online SSN Verification

e Submit an Electronic File for SSN Verification

o View Status and Retrieval Information

e View Social Security Number Verification Service Handbook
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LESSON 1: REQUEST AN ONLINE SSN VERIFICATION

Registered users (employers and certain third-party submitters) can verify up to 10 names and Socia
Security Numbers (SSNs) online and receive immediate results.

In order access the Social Security Number Verification Service (SSNVS) users
must first register with the Integrated Registration Services (IRES) and receive a
User Identification Number (User 1D) and password.

To request access to SSNV'S, after you have registered, compl ete the following steps:

STEP 1. Point your browser to the Business Services Online (BSO) Welcome page:
www.social security.gov/bso/bsowel come.htm.

STEP 2: Select the L og I n button on the BSO Welcome page. The system displays the Log In to
Online Services page.
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Social Security Number Verification Service (SSNVS)

Social Security Online

Business Services Online

www_socialsecurity.gov

Online Services

Availability New User?

= Monday-Friday: 5 AM - 1 AM
ET

= Saturday: 5AM - 11 PM ET
& Sunday: 8 AM - 11:20 PM ET

online services.

need to:

security questions

registration?

www.socialsecurity.gov

STEP 3: Enter your User ID and password.

Create Log In Account

B S0 Welcome | BSO Information | Keyboard Navigation

:Log In to Online Services

You must create an account to use this
website. Once you do, you will be
provided a User 1D to log in to our

To create new account you wrill

= Provide personal information
+ Provide contact information
= Create your password and

MNeed to complete a phonei/form

Existing User?
Please login in below:

vser:| |
Passwora:| |

Forgot user ID?
Forgot yvour password?

User Certification:
| understand that the Social Security -~
Administration (SSA) will validate the
information | provide against the
infarmation in SSA's files
[ 1 have read & agree to these
terms.

Log In

B SO Welcome | BSO Information | Keyboard Havigation

STEP 4: Select the “I have read & agree to these terms.” check box to indicate you have read the
user certification statement and agree to its contents. Select the Log In button. This will

open the BSO Main Menu web page.

To return to the BSO Welcome page, select the BSO Welcome link.

Social Security Administration
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Social Seciliyonline  BUSINESS Services Online

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

i .
iy Main Menu

KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA

Your password expires on January 01, 9999

Report Wages To Social Security

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

+ Disable Account

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

Manage Services

» View / Edit Senices

+ Requestllew Senices o rm 58 A-1694 Request for Business Entity Taxpayer

» View Pending Semvices -
» Enter Activation Code(s) w

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

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzonnel. For TODVTTY call 1-800-325-0778.

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

STEP 5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service

Request online S5M verification, or
Submit files for SSHM verification

The system displays the Social Security Number Verification Service menu page.
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SocalSecifiyonine  BUSINESS Services Online

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

Social Security Number Verification Service

i
KAMALJIT RANDHAWA

Request Online SSN Verification

Manually enter and submit up to 10 Social Security Numbers and Names to be verified by
Social Security. Results are returned immediately for review.

Manage Account Submit an Electronic File for SSN Verification
= View Edit Account ink Submit a file containing Mames and Social Security Mumbers to be verified by Social
 Chanaelbaaoword Security. The data in the file must be in the correct format.
Lnange Fasswaord

= Disable Account

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

Manage Services
View { Edit Services View Social Security Number Verification Service Handbook

-

» Request New Senices Review additional information on submitting files to Social Security for verification and
e View Pending Senices retrieving the results of the submissions.

-

Enter Activation Code(s)

[ BS0 Main Menu |

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TODVTTY call 1-800-325-0778.

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

STEP 6: Select the Request Online SSN Verification link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)

Request Online SSN Verification
Manually enter and submit up to 10 Social Security Mumbers and Mames to be verified by
Social Security. Results are returned immediately for review.

The system displays the SSNV S Attestation page.
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Business Services O

Social Security Number Verification System
SSNVS)

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

- SSA will verify Social Security Numbers (SSNs) solely to ensure the records of current or
former employees are correct for the purpose of completing Internal Revenue Service (IRS)
Form W-2 (Wage and Tax Statement).

- Itisillegal to use the service to verify SSNs of potential new hires or contractors or in the
preparation of tax returns_

- ltis appropriate to use SSNWVS only once an official employer-employee relationship has
been established. SSA defines the existence of an employver-employee relationship as when
one of the following has occurred:

- The employer's offer of employment and acceptance by the person being hired (even though
he/she hasn?t started working): and/or

- The future employee's completion of the paperwork to establish the payroll record.

« Company policy concerning the use of SSNWVS should be applfied consisrently ro all
workers, for example:

o If used for newly hired workers, verify infformation on all newly hired workers.
o If used to verify information on other workers, verify the information for all other workers.

s Third-party use of SSMNWVS is strictly limited to organizations that contract with employers to
either handle the wage repo g responsibilities or perforrm an administrative function directly
related to annual wage repo g responsibilities of hired employees._ It is suggested that
contracts between the third-party and the employer stipulate that the functions being
performed by the third-party contractor adhere to the proper use of SSMNWS_ It is not proper to
use SSMNWS for non-wage reporting purposes, such as identity, credit checks, mortgage
applications, etc_

= Anyone who knowingly and willfully uses SSNWVS to request or obtain information from SSA
under false pretenses violares Federal /law and may be punished by a fine, imprisonment or
both_

-« SSA may ban you and/or the company you represent from the use of SSNVS if SSA
determines there has been misuse of the service.

= SSA returns all names and SSNs submitted. If the name and SSN do not match our records,
SSA advises the following:

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

o This response does not make any statement about your employee’'s immigration status._

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

I'f youw refly onfly omn the information SSA provides regarding name and SSN
werification ro justify adverse action agafinst a worfker, youw nmray viofare Srare or
Federal law and be sulbject to fegal conseqguernces.

Federal Privacy Act Startement for Third-Party Submitters

You can use a fee-based approach when offering SSMNWS to your clients. However, caution should
be taken SSA offers services, like SSNWS, free of charge. Some companies in the private sector
offer those same services for a fee and develop misleading brochures and advertisements. To
discourage the use of misleading mailings about Social Security and Medicare, Congress enacted
specific prohibitions in Section 312 of the Social Security Independence and Program
Improvements Act of 1994 that broadened the existing deterrents. The prohibitions are codified at
Title 42 of the U.S. Code, Section 1320b-10. You should ensure that you are aware of these legal
provisions and conform to their requirements and:

- Be cautious not to suggest to yvour clients that this service is only available through you:

- Advise all clients that this service is available at no cost from SSA and that this service is not
a unique or exclusive arrangement between SSA and your company, and

=« Be sure not to give any impression when describing your SSNWVS service to your clients that
wour company has an arrangement that allows direct access to SSA databases, program
Software, etc.

Paperwork Red, forr Act z

This information collection meets the clearance requirements of 44 U .S.C. § 3507, as amended by
Section 2 of the Paperwork Reduction Act of 1995 You do not need to answer these questions
unless we display a walid Office of Management and Budget control number. We estimate that it will
take about 2 minutes to read the instructions, gather the facts, and answer the guestions. You may
send comments on our estimate of the time needed to complete the form to: SSA, 1338 Annex
Building, Baltimore, MD 21235-0001._

User Certification for Use of SSNVS - Please Read Carefully!
I certifiy that-
= | have read and understand the above section titled "Proper Use of Social Security NMumber
“Werification Service (SSNWVS)" and the "Federal Privacy Act Statement for Third-Party
Submitters" .

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

« | am authorized, under valid contracts with all outside employers of any individual for whom |
will request SSN verification, to transmit employee SSMNs and identifying information and to
receive the results of SSNWVS,
or
| hawve the authority from my employver (or am the owner of the company) to transmit
employee SSMNs and identifying information and to receive the results of SSNWS.

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

[T Accept | [ 1 DO MNOT Accept ]
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STEP 7: Select the | Accept button to indicate you have read the SSNV'S user certification statement
and agree to its contents. The system will then display the SSN Verification page. (To
return to the BSO Main Menu page, select thel DO NOT Accept button.)

Sodial Searity Online Business Services Online

www_socialsecurity.gowv BSO Main Menu | BSO Information | Contact Us | Keyboard Nawvigation |
Logoul

=i Social Security Number Verification System
(SSNVS)

SSN Verification

Mame: KAMALMNT RANDHAVVA

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

Please Note:

= All verified, unverified and deceased records will be returned.
= In the event SSMNVS may not be able to process your request, you will be given two (2) options
o Owernight Processing - saves the data you entered to a file for overnight processing and displays a
confirmation number on the Confirmation page that you will need to check the status of your request
= BSO Main Menu - cancels the request and any data you entered on the SSM Verification form is not saved

* Employer's EIN I:l The Employer's EIN is the Employer [dentification Murmber (EfN) of the
[CR-R-R-R-R-R-K-K-3 employer whose employees' names and SSNs are being verified. For

security and audit purposes, this information must be provided and will
rnot be processed without it

*SSM * First Name Middle *Last Name Suffix Date of Birth Gender

(cooggogooog Name (MMDDYY YY) (F/M)
1.
2.
3.
4.
&
6.
T.
8.
9.
10

You may want to print or save this page BEFORE you submit, as this information will NOT be visible after submission.

This page contains confidential information. Please keep the printed / saved page in a secure place.

[ Submit ] [ Clear Form ]

Have a question? Call 1-800-772-6270 Mon_ - Fri. 7AM to TPM Eastern Time to speak with Employer Customer Service personnel. For
TDOUTTY call 1-800-325 0778

STEP 8: In the Employer’s EIN field place the EIN of the employer under which wages are to be
reported for the names and SSNs being verified. Complete one (1) row for each name and
SSN you would like to verify. You must complete all mandatory fields in at least one (1)
row before selecting the Submit button.

Social Security Administration Page 6



BSO Tutorial — Tax Y ear 2008 Social Security Number Verification Service (SSNVS)

= The Employer's EIN, SSN, First Name and Last Name fields are mandatory.

» The Middle Name, Suffix, Date of Birth (DOB) and Gender fields are optional.

STEP 9: Select the Submit button to process the data (Otherwise, select the Clear Form button to
delete the data.). The system displays the SSN Verification Results page.

Sodal Seamity Online Business Services Online

-socialsecurity.gow BSO Main Menu | BSO Information | Contact Us | Keyboard Mawvigation | Logout

Social Security Number Verification System
(SSNVS)

SSN Verification Results
Employers EIN: 010000000 Name: KAMALJIT RANDHAVVA
Records Submitted: 10
Failed: 6 The following table displays your submitted results. The first column indicates if the submitted record
o d 2 wverified, failed or employee is deceased. The first five digits of the SSMN will be masked for verified
scease records and records with a verification results code of 2, 3, 4 or 6

Verified Records 2

» Failed - Data does not match Social Security Administration’'s records. Select What to do if
Verify More SSNs an SSM Fails to Werify for more information
What to do if an SSM fails to
verify » Deceased - Data matches Social Security Administration’s records, and our records indicate
Whv Are Some SSMNs Masked? that the person is deceased. For more information, please contact our general SSA
Field Office L ocator infarrmation line at 1-800-772-1213 (TDDV/TTY 1-800-325-0778) or your local Social Security

field office. Select Field Office Locator to find the office nearest you

+ Verified - Data matches Social Security Administration’s records.

Date of

Results | o SSN  |Firstname | W9 | ast name | suffix Birth Gemaer |Merifieation
MPMDDYY Y'Y

Failed 085757000 SYLWVESTER - WILLLAMS - 08131955 M i
Failed HOOOOC0T03 KELLE™Y" RAE REYNOLDS - 10201965 M 2
Failed FOOOO1 201 SwLWLA, - GOMNZALES - 05141965 F 3
Failed OO0 404 JiLL RENEE BAHLMANN - 07011959 M 4
Failed 449491202 MANDY - CEPEDA - 12141981 F =1
Failed FOOOO2202 THOMAS EDWARD NIESE - 02201978 M (=3
“erified HOOO00902 BETHANY MICHELL HUBBARD - 09031978 F -
“erified IOOOOEZ203 RITA LEDEL LA JONES - 03231968 F -
Dec ed | 240215300 MELISSA CAaROL MILLER - 0SZ7T1977 F -
Deceased | 241511600 KAaRA RUTH MEDLIN - 111618983 F -

Verification Results

Code Description

Have a question? Call 1-800-F72-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Employver Customer Service personnel. For
TODD/TTY call 1-800-325-0778.

This page will display:
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» Left-Hand Menu — the Employer’s EIN, total number of records submitted, total
number of failed verifications, total number of deceased records and total number
of verified records.

= Body — All of the information submitted by the user plus the verification results
code.

If any problems occur with the submission the systemwill display the Convert to Batch
page. Select the Overnight button and SSA will process your request and send you the
results within 2 business days. Follow the instructions in Lesson 2: Submit an
Electronic File for SSN Verification for more information.

STEP 10: The SSN submitted for verification matches SSA's records.

The user will seea“-“ in the Verification Results field.

For security reasons, if the record has a “-" Verification Result, the first five (5)
positions of the SSN will be masked with an "X".

STEP 11: The SSN submitted for verification matches SSA's records but our records
indicate the individual is deceased.

The user will see the word “Deceased” in the Results column and a “-“in the
Verification Results field.

STEP 12: If there are failed verifications, the number in the Verification Results
column displays the reason for the failed verification.

The following are failed verification result code descriptions:

1 SSN not in file (never issued).

2 Name and DOB match; gender code does not match.

3 Name and gender code match; DOB does not match.

4 Name matches: DOB and gender code do not match.

5 Name does not match; DOB and gender code not checked.
6 SSN did not verify; other reason.

Social Security Administration Page 8
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For security reasons, if the record has a verification results code of 2, 3, 4 or 6, the
first five (5) positions of the SSN will be masked with an " X".

If the data does not match SSA’s records, select the What to do if an SSN Fails to
Verify link to view important information.

STEP 13: Select the Verify More SSNs link to verify additional SSNs (To return to the BSO Main
Menu page, select the BSO Main Menu link.).

Social Security Administration Page 9
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LESSON 2: SUBMIT AN ELECTRONIC FILE FOR SSN
VERIFICATION

Follow the instructions below to upload a file containing names and SSNs to be verified by the SSA.
The results are usually available the next government business day.

STEP 1: Point your browser to the BSO Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

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

Social Security Online Business Services Online

WL Social Se curity.gov BSO Welcome | B SO Information | Keyboard Navigation

- Log In to Online Services

Online Services

Availability New User?
) You must create an account to use this
O LERTESERIETLE DAL =T AL website Once you do, yvou will be
e ided a User ID to log in to our
= Saturday: S &AM - 11 PMET prowvi 9

* Sunday: .48 - 11:30 PM ET online services.

To create new account you wwill
need to:

=« Provide personal information

= Provide contact information

- Create yvour password and
security questions

Create | og In Account

MNeed to complete a phone/form
registration?

Existing User?

Please login in below:
User ID:

Password:

Forgot user ID?
Forgot vour password?

User Certification:
| understand that the Social Security =
Administration (SSA) will validate the
information | provide against the
information in SSMA's files .l
11 have read & agree 1o these
terms.

Log in

e socialsecurity.gov BSO Welcome | B SO Information | Keyboard Navigation

STEP 3:  Enter your User ID and password.

STEP4: Select the “I have read & agree to these terms.” check box to indicate you have read the
user certification statement and agree to its contents. Select the Log In button (To return
to the BSO Welcome page, select the BSO Welcome link). The system displays the BSO
Main Menu page.
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Socill Seccliyonine  DUSINESS Services Online

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

KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA

Your password expires onJanuary 01, 9999

Report Wages To Social Security

Manage Account Submit, download or process W-2s and W-Zcs
o View / Edit Account Info View submission status, acknowledge resubmission notices or
¢ Change Password Request resubmission extensions

s Disable Account

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

Manage Services

o View / Edit Senices

* Requestlew Senices oy 58 A.1694 Request for Business Entity Taxpayer

+ View Pending Semices

« Enter Activation Code(s) M

Submit or update a Business Taxpayer Infarmation form to receive form 1099 for waork
related to claimant representation

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzonnel. For TODVTTY call 1-800-325-0778.

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

STEP 5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service

Request online SSM verification, or
Submit files for SSM verification

The system displays the Social Security Number Verification Service menu page.
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Socal Sectiiyomtine  BUSINESS Services Online

www.socialsecurity.gov BS0 Main Menu | BSDjrﬂormaljc-nl Contact Us | Keyboard Navigation
L.;’f.v,fﬁ_—.“__f’; Social Security Number Verification Service

KAMALJIT RANDHAWA

Request Online SSN Verification

Manually enter and submit up to 10 Social Security Mumbers and Mames to be verified by
Social Security. Results are returned immediately for review.

Manage Account Submit an Electronic File for SSN Verification
e« View / Edit Account Info Submit a file containing Mames and Social Security Numbers to be verified by Social
R Security. The data in the file must be in the correct format.

e Disable Account

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

Manage Services

e View / Edit Senices View Social Security Number Verification Service Handbook
» Hequest New Semices Review additional information on submitting files to Social Security for verification and
« View Pending Services retrieving the results of the submissions.

e Enter Activation Code(s)

[ BSO Main Menu |

Hawe a question? Call 1-800-7F72-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzonnel. For TDD/TTY call 1-800-325-0778.

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

STEP 6: Select the Submit an Electronic Filefor SSN Verification link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)

Submit an Electronic File for SSN Verification
Submit a file containing Mames and Social Security Mumbers to be verified by Social Security. The
datain the file must be in the correct format.

The system displays the SSNV S Attestation page.
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Social Security Number Verification System
(SSNVS)

OB Approval No. OSS0-0660

SSNVS Attestation
Proper Use of Social Security Number Verification Service (SSNVS)
- SSMNWS should only be used for the purpose for which 1t Is Intended.

- SSA will verify Social Security Numbers (SSMNs) solely to ensure the records of current o
Torrmer BIMPIOYGoe Are cormect for e Purboss of CormpIetng IMermal Lovenue Sonce (1)
Form wW-2 (VWage and | ax Statement).

- Itisillegal to use the service to verify SSNs of potential new hires or contractors or in the
preparation of tax returns._

- Itis appropriate to use SSMNWVS only once an official employer employee relationship has
been established. SS.A defines the existence of an employver-employee relationship as when
one of the following has occurred:

- The employer's offer of employment and acceptance by the person being hired (even though
nesshe hasn’t started working); and/or

- The future employee's completion of the paperwork to establish the payroll record.

- Company policy concerning the use of SSNVS should be applied consistently ro aif
workers, for example:

= If used for newly hired workers, verify information on all newly hired workers.
= If used to verify information on other workers, verify the information for all other workers.

- Third-party usc of SSMWVS is strictly limited to organizations that contract with cmployors to
Sithor handle the wWage reporting recponcibilitoe or borforrn an adrmintStrative Fureton directhy
related to annual wage reporting responsibilities of hired employees._ It is suggested that
contracts between the third party and the employer stipulate that the functions bein
performed by the third party contractor adhere to the proper use of SSMNWS._ It is not proper to
use SSMNWS for non wage reporting purposes, such as identity, credit checks, mortgage
apphcations, etc.

- Anyone who knowingly and wilfully uses SSMNWVS to request or obtain infformation from SSA
under false pretenses violares Federal iaw and may be punished by a fine, imprisonment or
Db oth.

- SSA may ban you and/or the company you represent from the use of SSMNVS if SSA
determines there has been misuse of the service.

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

= This response does not imply that you or your employee intentionally provided incorrect
information about the employee's name or N

= This response does not make any statement about your employee’'s immigration status.

This responsc is not a basis, in and of itsclf, to take any adverse action against the
employee, such as laying off, suspending. firing. or discriminating against the
employee’

If your rely ornly on the informartion SS.A provides regarding name and SSN
verification ro justify adverse actiorn against a worker, yow may violare Stare or
Foderal iaw and be swubject 1o fegal consequences.

Federar Privacy Act Srarerment for Third-Party Subrmirters

You can use a fee-based approach when offering SSMNWVS to vour clients. Howewver, caution should
Be taken SSA offers services, ike SSMNWS, fres of charge. Some companies in the private sector
offer those same services for @ fee and develop misleading brochures and advertisements. |

IS coUIAGe the use Of Imaleading mangs about Social Securiy and Moeaicare, Congress enacted
Specinic prolibIimons In Secton 312 of the Social Securty Independence and Program
IMmprovements ACt of 1994 that broadened the existing deterrents. The prohibitions are codified at
Title 42 of the U.S_ Code, Section 13200-10. ¥You should ensure that you are aware of these legal
provisions and conform to their requirements and:

- Be cautious Not to Suggest to your clients that this service is only available through you;

- Adwvise all chents that this service I1s avallable at no cost from S3SA and that this service 1S not
a unique or exclusive arrangement between SSA and your company; and

- Be sure notto give any impression when descnbing your SSMNVS service to your clients that
wour company has an arrangement that allows direct access to SSA databases, progr
Sottware, etc’

Paperwork Acr

This information collection meets the clearance requirements of 44 U.S.C. § 3507, as amended by
Section 2 of the Paperwork Reducthion Act of 19095, You do not need to answer these guestions
unless we display a wvalhd Office of Management and Budget control number. Ve estmate that it will
take about 2 minutes to read the Instructions, gather the facts, and answer the queshons. You may

omments on our estimate of the hme Nneeded to camplete the form to: S5A L 133538 Annex
Building, Baltimore, MDD 21235 0001

rser Cerrificarion for Jse of SSNVS - Please Read Carefuify!
1 certins that:

- 1 have read and understand the above sechon titled "Froper Use of Social Securty Number
wvenfication Service (SSMNWVS)' and the "kederal Privacy Act Statement tor | hird-Party
Submitters”

- 1 am verifying SSMs solely to ensure that the records of my chient’'s or my current or former
employees are correct for the purposes of Form W-2 reporting.

- | am authorized, under valid contracts with all outside employers of any individual for whom |
Wil request SSM venticaton, to transmit employee SSMs and identtying informaton and to
receve the results of SSMVS

or

| hawve the authority from my employer (or am the owner of the company) to transmit
Crnployae SOMS and Idontiims Intormation and to reooive e resuts o SoMwe

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

[ accept | [ 1 DG MOT Accept ]

STEP 7: Select the | Accept button after reading the conditions defined on the SSNV'S Attestation
page. The system displays the Submit a File for SSN Verification — Before Y ou Start page.
(To return to the BSO Main Menu page, select thel DO NOT Accept button.)
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Social Security Online Business Services Online

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

Social Security Number Verification System
(SSNVS)

Submit a File for SSN Verification - Before You Start

Mame: KAMALJIT RANDHAVVA

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

1. Before You Start

The following items below are suggestions to follow before submitting your file for 35N verification.

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

o We provide the proper file format on the SSMVS Help page and in the SSNVS Handbook. Reviewing your file for proper
formatting may prevent it from being rejected.
Submission File Format

= Do NOT send an Excel Spreadsheet. If you are using Excel, select Excel Users for more information.

« Zip Your File
If you have over 500 Mame/SSM requests or a slow connection, the transmission will be faster ifthe file is zipped (compressed).
WinZip and PEZip are examples of acceptable compression packages. This will substantially reduce the time required to transmit

your file.

BS0O Main Menu ] ’ Continue

Have a question? Call 1-800-F72-6270 Mon. - Fri. 7AM to YPM Eastern Time to speak with Employer Customer Service personnel. For
TODD/TTY call 1-800-325-0778.

STEP 8: Select Continue after reading the information on the Submit a File for SSN Verification —
Before You Start page. The system displays the Submit a File for SSN Verification —
Submit Y our File page.

(To return to the BSO Main Menu page, select the BSO Main M enu button.)
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Freslen dilalies Business Services Online

.socialsecurity.gowv BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation | Logout

=il Social Security Number Verification System
(SSNVS)

I SSNVS Help |
Submit a File for SSN Verification - Submit Your File

Mame: KAMALJIT RANDHAVVA

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

2. Submit Your File

= First, enter the Employers EIN. (Also select a Submitter's EIN if required.)
« Second, if you know the name ofthe file you wish to upload, type the filename in the data entry field or use the Browse button to

locate your file.
s Third, selectthe Submit button to upload your file.

* Emplover's EIN l:l The Emplover's EIN is the Emplover identification Nurmber (EIN) of the employer whose
(00000000909) employees' names and S3SMs are being verified. For security and audit purposes, this
information must be provided and will not be processed without it

|[ Browse... |

Select file |

Except for peak submission periods, file results will usually be available the next government business day. You will receive a confirmation
number and message when your file submission is complete

BS0O Main Menu ] [ Previous Page ]

Have a question? Call 1-800-FF2-6270 Mon. - Fri. TAM to TPM Eastern Time to speak with Employer Customer Service personnel. For
TOD/TTY call 1-800-325-0775.

STEP 9: Enter the Employer's EIN of the employer under which wages are to be reported for the
names and SSNs being verified. If you know the name of the file you wish to upload, type
the file name in the Select file field or select a file from your local or network directory by
selecting the Browse button.

e Thefile should contain no more than 250,000 SSN verification requests.

o If you have over 500 SSN verification requests or you have a slow
connection it is recommended that you zip your file using WinZip, PKZIP,
or another zip-compatible program.

STEP 10: Select the Submit button. The system displays afile upload in process pop-up window.
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| Your file is being uploaded... - Microsoft I... E”_ ;

Please wait. Your File Upload is in process....

Once the file has been transferred, the system displays the Submit a File for SSN
Verification — Confirmation page.

Social Security Online

Business Services Online

.socialsecurity.gowv BSO Main Menu | BSO Information Contact Us | Keyboard Mavigation | Logout

Social Security Number Verification System
(SSNVS)

Submit a File for SSN Verification - Confirmation
MHame: KAMALJIT RANDHAWVWA

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

3. Confirmation Receipt - Your File Was Received

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

Confirmation Humber assigned by $saA: 1243040211C30F31

Date: 10/07/2009 02:26 PM Eastern Time Your file name: good_data.bd Assigned file name:
1243040211 C30F31_DFS00001 File size: 1,218 bytes (1.2 Kb)

VWhat You Should Do Next:

Check the size of your file. Right click on the file {or tab to it and select Shift + F10) and select Properties. The
size given in bytes should match the size given on the Confirmation page. Ifit does not match, there may have
been a problem with transmission. Please contact the Employer Reporting Branch at 1-800-772-6270. For
TOD/TTY call 1-800-325-077 8.

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

Thank you for submitting your file using Business Services Online.

[ BSO Main Menu | [ Submit Another File |

Have a question? Call 1-800-F72-6270 Mon. - Fri. TAM to TPM Eastern Time to speak with Employer Customer Service personnel. For
TOD/TTY call 1-800-325-0778.

Social Security Administration Page 16



BSO Tutorial — Tax Y ear 2008 Social Security Number Verification Service (SSNVS)

Be sure to keep a record of your confirmation number. You will need it to track the status
of your submitted file.

STEP 11: Select the OK button in the pop-up window to print the Submit a File for SSN
Verification - Confirmation page.

Microsoft Internet Explorer @

P Your File submission was successFul,
\_-J,J We recommend thak wou prink oF save
) a copy of this acknowledgemenk at this time,
Would vou like to print this page now?

[ ck | [ Cancel

Otherwise select the Cancel button to close the pop-up window

STEP 12: Select the Submit Another File button to submit another file or select the BSO Main
M enu button to return to the BSO Main Menu page.
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Lesson 3: View Status and Retrieval Infor mation

Follow the instructions below to view the status of electronic files submitted for overnight processing.

STEP 1: Point your browser to the BSO Welcome page:
WwWW.Soci al security.gov/bso/bsowel come.htm.

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

Social Security Online Business Services Online

WL SO CTalS S CUry.gowv BSO Welcome | BSO Information | Keyboard Navigation

s Log In to Online Services

Online Services

Availability New User?
) You must create an account to use this
C LEITETEALITE Dae UL website Once you do, you will be
- Saturday: S AM 11 PuET provided a UseriD to log in to our
& Sunday: 8 4M - 11:30 PM ET -

To create new account you will

need to:

« Provide personal information

= Provide contact information

= Create yvour password and
security gquestions

Create L og In Account

Need to complete a phone/form
registration?

Existing User?

Please login in below:
User ID:

Password:

Forgot user ID?
Forgot wour password?

User Certification:
| understand that the Social Security -~
Administration (SSA) will validate the
information | provide against the
information in SSA's files
[ I have read & agree to these

terms.

Log In

e, socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User 1D and password.

STEP 4: Select the “I have read & agree to these terms.” check box to indicate you have read the
user certification statement and agree to its contents. Select the Log I n button (To return to
the BSO Welcome page, select the BSO Welcome link). The system displays the BSO
Main Menu page.
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Socill Seccliyonine  DUSINESS Services Online

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

KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA

Your password expires onJanuary 01, 9999

Report Wages To Social Security

Manage Account Submit, download or process W-2s and W-Zcs
o View / Edit Account Info View submission status, acknowledge resubmission notices or
¢ Change Password Request resubmission extensions

s Disable Account

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

Manage Services

o View / Edit Senices

* Requestlew Senices oy 58 A.1694 Request for Business Entity Taxpayer

+ View Pending Semices

« Enter Activation Code(s) M

Submit or update a Business Taxpayer Infarmation form to receive form 1099 for waork
related to claimant representation

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzonnel. For TODVTTY call 1-800-325-0778.

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

STEP5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service

Request online SSM verification, or
Submit files for SSM verification

The system displays the Social Security Number Verification Service menu page.
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SodalSeciiyonine  BUSINESS Services Online

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

Social Security Number Verification Service

KAMALJIT RANDHAWA

Request Online SSN Verification

Manually enter and submit up to 10 Social Security Mumbers and Names to be verified by
Social Security. Results are returned immediately for review.

Manage Account Submit an Electronic File for SSN Verification
» View ! Edit Account Info Submit a file containing Names and Social Security Mumbers to be verified by Social
Security. The data in the file must be in the correct format.

e Change Password
e Disable Account

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

Manage Services
View / Edit Services View Social Security Number Verification Service Handbook

-

e Request New Senices Review additional information on submitting files to Social Security for verification and
« View Pending Services retrieving the results of the submissions.

e Enter Activation Code(s)

[ BSO Main Menu |

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzennel. For TODVTTY call 1-800-325-0778.

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

STEP 6: Select the View Status and Retrieval Infor mation link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)

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

The system displays the SSNV S Attestation page.
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Business Services O

Social Security Number Verification System
(SSINVS)

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

- SSA will verify Social Security Numbers (SSNs) solely to ensure the records of current or
former employees are correct for the purpose of completing Internal Revenue Service (IRS)
Form W-2 (Wage and Tax Statement).

- Itisillegal to use the service to verify SSNs of potential new hires or contractors or in the
preparation of tax returns.

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

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

- The future employee's completion of the paperwork to establish the payroll record.

- Company policy concerning the use of SSNVS should be applied consistently 1o alf
workers. for example:

= If used for newly hired workers, verify information on all newly hired workers.
= If used to verify information on other workers, verify the information for all other workers.

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

- Anyone who knowingly and willfully uses SSNWS to request or obtain infformation from SSA
under false pretenses violares Federal faw and may be punished by a fine, imprisonment or
both.

- SSA may ban you and/or the company you represent from the use of SSNVS if SSA
determines there has been misuse of the service.

- SSA returns all names and SSNs submitted. If the name and SSN do not match our records,
SSA advises the following:

= This response does not imply that you or your employee intentionally provided incorrect
information about the employee's name or SSHN.

= This response does not make any statement about your employee's immigration status.

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

If you refly only on the informartion SSA provides regarding name and SSN
verificarion ro _justify adverse action against a worker, you may violare State or
Federal law arnd be subject to legal conseguences.

Federal Privacy Act Starement for Third-Party Swubmitters

You can use a fee-based approach when offering SSMNWS to yvour clients. However, caution should
be taken. SSA offers services, like SSNWS, free of charge. Some companies in the private sector
offer those same services for a fee and develop misleading brochures and advertisements. To
discourage the use of misleading mailings about Social Security and Medicare, Congress enacted
specific prohibitions in Section 312 of the Social Security Independence and Program
Improvements Act of 1994 that broadened the existing deterrents. The prohibitions are codified at
Title 42 of the U S Code, Section 1320b-10. You should ensure that you are aware of these legal
provisions and conform to their requirements and:

- Be cautious not to suggest to yvour clients that this service is only available through you:

- Advise all clients that this service is available at no cost from SSA and that this service is not
a unique or exclusive arrangement between SSA and your company; and

« Be sure not to give any impression when describing vour SSNWVS service to yvour clients that
wour company has an arrangement that allows direct access to SSA databases, program
Software, etc.

Paperwork e Act z

This information collection meets the clearance requirements of 44 U.S_.C. § 3507, as amended by
Section 2 of the Paperwork Reduction Act of 1995 You do not need to answer these questions
unless we display a walid Office of Management and Budget control number. We estimate that it will
take about 2 minutes to read the instructions, gather the facts, and answer the guestions. You may
send comments on our estimate of the time needed to complete the form to: SSA, 1338 Annex
Building, Baltimore, MD 21235_0001._

User Certification for Use of SSNVS - Please Read Carefully!
I certifis that:
= | have read and understand the above section titled "Proper Use of Social Security Number
Werification Service (SSNWVS)" and the "Federal Privacy Act Statement for Third-Party
Submitters'.

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

- | am authorized, under valid contracts with all outside employers of any individual for whom |
will request SSM verification, to transmit employee SSNs and identifying information and to
receive the results of SSNVS;
or
| hawve the authority from my employer {or am the owner of the company) to transmit
employee SSMNs and identifying information and to receive the results of SSNWS.

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

[T Accept | [ 1 DO MNOT Accept ]
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STEP 7: Select the | Accept button after reading the conditions defined on the SSNV'S Attestation
page. The system displays the Status and Retrieval page. (To return to the BSO Main Menu
page, select thel DO NOT Accept button.)

Srcsl el AL Business Services Online

-socialsecurity.gowv BSO Main Menu | BSO Information | Contact Us | Keyboard Mavigation | Logout

Social Security Number Verification System
(SSNVS)

Status and Retrieval

Mame: KAMALJIT RANDHAVWA

There are three options for checking the status of your file(s):

Option 1 - Enter your 16 character confirmation number or your 8§ character tracking number for submitted files.
Select Do vou have a Tracking Mumber? for more information

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

Option 3 - Retrieve a list of your submitted files available to your User 1D

Confirmation or
Tracking Mumber | | [ Submit ]

Range Start Date l:l

MMDDYYYY

MMDDYYYY

Option 1

Option 3 All Submissions

Have a question? Call 1-800-F72-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For
TOD/TTY call 1-800-325-0778.

STEP 8: Select one of the following options to view the status of your submitted file.

Option 1. Enter the specific tracking or confirmation number to view the status of an
individual file.

Option 2: Enter a start and end date to view the status of files submitted within a date
range.

Option 3: View the 100 most recent SSNV'S file submissions associated with your User
ID.

If the file you are searching for is not displayed, focus your search by using Option
lor 2
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Social Security Number Verification Service (SSNVS)

STEP 9: Select the corresponding Submit button. The system displays the Status and Retrieval

Results page.

Rcdal Sequrity Online

Logowt

(SSNVS)

socialsecurity..gov BS0 Main Menu

Business Services Online

| BSO Information | ContactUs | Keyboard Navigation |

* Social Security Number Verification System

Status and Retrieval Results

Name: KAMALJIT RAMDHAWA

The following table displays your submitted filefs).

lz= may tske some
+ Some 55Ns may bem

your submission(s} by

ime to open.

= 58N did not verify? Select Whatto do if an SSN fails to verify.

Retrieval Options

FOVWNLOA
« Tosave the download

ck "DOWNLOAD'
= Target A

e

"WIEW™ if the total number of records submitted is 10or less.
to download your

ing the WIEW andior DOWNLOAD link under Retrieval Options.

ssked. Select Why Are Some S5Ms Masked? for more information.

e Save As dialog box
Status of Submissions from:
01/29/2009 to 06/30/2009
Select the links below for more information about your submission{s).
b ion Confirmation or Records Failed Deceased Verified Status File Retrieval Availabla
Date Tracking Submitted Verification Size Option(s) Through
MNumber

S R - 00 DOWNLOAD o
P — , DOWNLOAD pooco
02282009 D1TOISEE o o VIEWED KE IEW 0222009

S = - 00 DOoOwWMNLOAD .o
fredy=Te HDE: EE , e = a2
Q2.092009 DOS00FT3 (1] o VIEWED KB WIEW 0 s
02032009 ¥ 1 . 00 | DOWNLOAD g0 -
Q2032005 DOOODOEE o o VIEWED KB WIEW OOE2005

FORMAT

- e a4 .8 ey OR 090
02032 B4C TZT - - - - =T - -
02032005 F3E184C032 F SURFACH KB

ERRORS

02032009 . 1 I . 00 | DOWNLOAD pone oo
02032005 DOOD00FD ] ] 4] o VIEWED KB WIEW OOS2000
o —— . . : . oo DOWMLOAD popemnns
02032005 DOOR00D T ] 3 4 VIEWED KB 7\’,1 = 03082005

P —— - R 00 | DOWMNLOAD 0peceee
02032009 DOD000D04 o o VIEWED KB 7\’,1 = 0 0S/2005

- —— - o0 COoOWNLOAD PR
02032009 DO00000E o o VIEWED KE VIEW 0 0S/2005
02032009 . g 1 . 00 | DOWNLOAD pone oo
02032005 DOD0000E ] 4] VIEWED KB WIEW OOS2000
02030009 s 1 . 00 | DOWNLOAD popesone
02032005 DO00000T ] 4] VIEWED KB WIEW 03082005

Additienal Status Request

Wwhat Te Do Ifan SSM Fails to Werifir

Hawe 3 question? Call 1-800-772-6270 Mon. - Fri. TAM to TFPM Eastem Time to speak with Employer Customer Service personnel. For

TDDTTY call 1-800-325-07 78
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STEP 10: The status and retrieval options are displayed in a table; for a full explanation of each
column, click on the column header. This opens a new browser to the SSNV S Help web
page which is only accessible when logged into SSNVS.

Select the Download/View link in the Retrieval Option(s) column to view your results.

= For 10 or less SS\s submitted, the results may be downloaded or
viewed online.

= For more than 10 SS\s submitted, the results may be downloaded only.

STEP 11: Select the link in the Status column for more information about the status of your
submission, if applicable.

= The Available Through column displays the date the Status and/or Results
are availableto the user.

» Users are able to view or download the results for 30 days from the day
they become available.

= After 30 days and up to two (2) years, the user can only view the status of
their files.

= During the period files are available, you can download or view them an
unlimited number of times.
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Lesson 4: View the SSNV S Handbook

The SSNV'S Handbook can either be viewed by logging-in to the SSNV S application or by selecting
the SSNVS Handbook links below.

= BSO Welcome page — http://www.ssa.gov/bso/

= SSNVS News page — http://www.ssa.gov/employer/ssnvsNews.htm

= SSNVS Information and Instructions page —
http://www.ssa.gov/employer/ssnv.htm#overview

To access the SSNV 'S handbook from the SSNV S application, follow the instructions below.

STEP 1: Point your browser to the BSO Welcome page:
www.social security.gov/bso/bsowel come.htm.

STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to
Online Services page.
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Social Secumityonlne  BUSINESS Services Online

www.socialsecurity.gov BS0O Welcome | BSO Information | Keyboard Navigation

/5% Log In to Online Services

- i =

Online Services
Availability New User?

You must create an account to use this
website Once you do, you will be
provided a User 1D to log in to our
aonline services.

= Monday-Friday: 5 AM - 1 AN
ET

= Saturday: 5 AM- 11 PMET
= Sunday: & AM- 11:30 PM ET

To create new account you will
need to:

« Provide personal information

« Provide contact information

« Create your password and
security questions

Create Log In Account

MNeed to complete a phone/form
registration?

Existing User?
Please login in below:

Forgot user ID?
Forgot your password?

User Certification:

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

informafion in SSA's files

[ 1 have read & agree to these
terms.

| €

Log In

www.socialsecurity.gov BS0O Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and password.

STEP 4: Select the “I have read & agree to these terms.” check box to indicate you have read the
user certification statement and agree to its contents. Select the Log I n button (To return to

the BSO Welcome page, select the BSO Welcome link). The system displays the BSO
Main Menu page.
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Social Secdiyomine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation
(e S :.%' .
A Main Menu

‘ i
|
ol

KAMALJIT RANDHAWA

Welcome, KAMALJIT RANDHAWA

Your password expires on January 01, 9999

Report Wages To Social Security

Manage Account Submit. download or process W-2s and W-2cs
+ View / Edit Account Info View submission status, acknowledge resubmission notices or
+ Change Password Request resubmission extensions

s Disable Account

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

Manage Services
e View / Edit Services

* Bequestlew Senices gy §5A-1694 Request for Business Entity Taxpayer

& \iew Pending Semices "
* Enter Activation Code(s) Information

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

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel. For TODVTTY call 1-800-325-0778.

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

STEP 5: Select the Social Security Number Verification Servicelink.

Social Security Number Verification Service

Request online SSM verification, or
Submit files for SSM verification

The system displays the Social Security Number Verification Service menu page.
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Socal Sectiyomine  DUSINESS Services Online

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

o Social Security Number Verification Service

KAMALJIT RANDHAWA
Request Online SSN Verification

Manually enter and submit up to 10 Social Security Numbers and Mames to be verified by
Social Security. Results are returned immediately for review.

Manage Account Submit an Electronic File for SSN Verification
= Miew L Edit Account lnfo Subm@t afile cuntailning Names and Slocial Security Numbers to be verified by Social
Security. The data in the file must be in the correct format.

s Change Password
o Disable Account

View Status and Retrieval Information

View the current status of a submission.

Manage Services

» View/Edit Senices  View Social Security Number Verification Service Handbook
s Reguest New Semices Review additional information on submitting files to Social Security for verification and

s View Pending Senices retrieving the results of the submissions.

s Enter Activation Codels)

| BSO Main Menu |

Have a queztion? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eaztern Time to speak with Employer Custemer
Service perzonnel. For TOOUTTY call 1-800-325-0773.

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

STEP 6: Select the View Social Security Number Verification Service Handbook link.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)

View Social Security Number Verification Service Handbook

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

The system displays the SSNV S Handbook.
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Social Security Number Verification Service (SSNVS)

Social Security Online

WWW.socialsecurity.gov

Social:Security Number Verification Service

(SSNVS)

Home | Questions? - | ContactUs ~

SSNVS Handbook (246 KB)

Table of Contents

»SSNVS Front Cover
» Contact Information

»What is SSNVS and
BS0O?

*System Reguirements
* Security
»SSNVS/BSO Availability

* Reqistration
®Access to SSNVS

*| ogging into SSNVS
*Using SSNVS

» Submission File Format

®Retumed File Format
»S5SN Verification Results

»Status and Retrieval
Options

*Status and Retrieval
Results

®»\What to Do If an SSM
Fails to Verify

®Logging Out
= SSHNVS News
* Getting Help

®Employer Reporting
Infarmation

* Maintaining Your
Reqgistration Information

* Glossary of Terms

* Appendix A Additional
Verification Options

(1)

% 1l: Handbook

Search |

If you are navigating using only the keyboard or using an assistive device and need help,

visit our Keyboard Commands web page for alternative views and navigation.

‘Warning: If

you select this link, you will leave this site and go to 8 new browser window. You will
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