DEPARTMENT OF GENERAL SERVICES

OFFICE OF HUMAN RESOURCES
HUMAN RESOURCES MEMORANDUM
	SUBJECT:
   VERIFICATION OF SOCIAL SECURITY NUMBERS FOR EMPLOYEES NEW TO STATE SERVICE
	NUMBER:

HR 10-005


	

	DATE ISSUED:
April 7, 2010


	DISTRIBUTION:

MANAGERS, SUPERVISORS, PERSONNEL LIASIONS, ATTENDANCE CLERKS
	EXPIRES:
Until superseded


	Introduction
	Effective the Fall of 2009 the Social Security Administration changed the process for verifying Social Security Numbers. They now have an online verification process where authorized employers go online to register to use their system.


	Purpose of document
	The purpose of the Human Resource Memorandum is to provide information regarding the change in procedure for the verification of Social Security Numbers of newly hired employees to the State of California. This memorandum will provide step by step instructions to register staff in the Social Security Number Verification System (SSNVS.) It will also provide step by step instructions to complete online verifications for employees new to the State.


	Attendance Clerks/ Personnel Liaisons
Responsibilities
	The A/C is responsible for verifying the Social Security Numbers of all employees hired new to State Service. Verification of the Social Security number is completed prior to the verification of the I-9. This is critical to ensure the employee is eligible to work in the State of California and to ensure that we do not make illegal hires. 

Note: Although the SSN is not required for the I-9, it is required for payroll purposes.


Registration process
	Follow steps for online registration
	Step

Action

1.
Log into the following website: http://www.ssa.gov./bso/bsowelcome.htm 
*Note: Do not use the browsers back, forward or refresh buttons while completing the registration form.  This could clear the form unintentionally.
2.
Scroll down toward the bottom of the page to where it says 
“New user? Register for Business Services Online here” and click on the “register” button.
3.
Read the User Attestation, then click on the “I accept” button
4.
Create a login by completing all fields with Personal information
5.
Complete each field with individual’s Personal information
6.
Check “I accept” button, then press “submit.”
7.
Create your password, the password must be exactly nine characters and must contain at least one letter and one number. 

*Note: Do not use your registration identification or your Employer Identification Number (EIN). This is your own personal password
8.
Complete all five security questions then click “next.”
9.
Review your account information to ensure everything is correct then press “submit.”
10.
Check the box that says “SSA Services Suite for Employers” then scroll down to the bottom of the page and press “next.”
11.
Click on the link to “add your employer information.”
12.
Scroll to the bottom of the page and press “I accept,” this will take you to the page to add your EIN.
13.
Check the circle for “I have an SSN and I am an employee of a business or organization that has an EIN.”
14.
In Employer Identification Number (EIN) box enter 946001347.



Continued on next page

Registration process, Continued

	Follow steps for online registration
	Step

Action

15.

Call 1-800-772-6270 to speak with the Customer Service Personnel. Call 1-800-325-0778 for TDD/TTY. Inform the customer service person that you need to complete your registration over the phone and read him/her the error message.

16.

To verify the SSNVS you will require an Activation Code, which you will receive from the Transaction Analyst. This takes approximately two to three weeks to receive.

17.

When Activation code is received, the A/C or PL will go login to the SSNVS at www.ssa.gov/bso/bsowelcome.htm. Click on the “Log in” button.  Complete user ID and password. 
*Note, Activation code is only valid for 10 days so it is vital that you log into the SSNVS as soon as possible and activate your account.
18.

Read user certification, check the box certifying that you have read and agree to the terms, then click on the “Log in” button. This will take you to the main menu where you will select “Enter Activation Code”. 
19.

Enter the Activation Code in the box and click on the “Activate Services” button.  You will receive a confirmation informing you that “You have successfully activated Social Security Number Verification Service (SSNVS).

20.

At the bottom of the page click “Go to the Main Menu” button, this will take you to the Main Menu where you can click on “Social Security Number Verification Service”. This button will take you to the page where you can select from the following actions:

· Request Online SSN Verification

· Submit an Electronic File for SSN Verification

· View Status and Retrieval Information

· View Social Security Number Verification Service

21

Select View Social Security Number Verification Service Handbook, this will allow you to review additional information on submitting files to Social Security for verification and retrieving the results of the submissions.




User ID and Password

	User ID and Password requirements
	User id(s) and password(s) are confidential and are not to be shared. 
Only authorization individuals may register and use this system.  
For security purposes passwords must be changed every 90 days by logging into the SSNVS and clicking on “Change password” button, you will then type in the following:

· Enter Current Password
· Enter New Password

· Confirm New Password

Go to the bottom of the page and click on “Change Password” button. Once this is done you will receive a message stating “Your password has been successfully changed. Your new password will remain valid until (date).




Verification Process
	Follow the verification process
	The A/C will access the SSNVS by going online to the following website: http://www.ssa.gov./bso/bsowelcome.htm. Complete user id and password.
You will be asked to provide the Employer’s Name and Identification Number (State Controller, State of California – 946001347), then you will be asked to provide the following: 

· Social Security Number

· First Name, Middle Name (if applicable), Last Name, Suffix
· Date of Birth

· Gender
When verification is complete the system will allow you to print the verification page. Print the verification page and forward it with your new hire package to your Personnel Specialist. See page 6 of this HR Memo for example.
This is per the New Hire Checklist in the Timekeepers toolkit at following address:  http://www.documents.dgs.ca.gov/OHR/NEO/NewHireCheckList.doc . 
Verifying the Social Security number is required and it is not a lengthy process.

Important: Remember, the SSN is CONFIDENTIAL and is not to be shared or sent through email.


	
	You may contact your assigned Personnel Specialist if you have any questions.

/s/

Gloria Martinez, Acting Personnel Officer
Personnel Operations
GM/kts

cc: Personnel Transactions      

      Personnel Analysts
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