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ACCESSING THE ELECTRONIC RECORDS
EXPRESS SYSTEM

In order to access the Electronic Records Express (ERE) application you must have a valid User ID
and password. Contact your local state Disability Determination Services (DDS) office, or call the
Social Security Electronic Records Express Help Desk at 1-866-691-3061 or send them an email at
electronic-records-express@ssa.gov for additional information.

Sign In

The user logs into to the ERE application with a registered User ID and password. When logging on
for the first time the user will be prompted to change their password.

NOTE: Open a single browser session to log into the ERE application. After
login, do not open multiple browser tabs.

Social Security
Electronic Records Express {ERE)
Sign In Help & Support
Acknowledgement for Website Access If you need assistance with
| understand that the Social Security Administration will validate the information | provide against the Electronic Records
the information in Social Security Administration's systems. Express Website, please
CONtact us.
| certify that
Email:

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

= | agree that | am responsible for all actions taken with my Usemame.

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

= | am awthorized to do business under this Usermname.

EETechSupport@ssa gov

Call Us (toll free):
1-866-691-3061

Privacy Statement
By entering your Usermname, Password and clicking on the "Sign In" button, you certify that you

have read, understand and agree to the above statemenis. “Your privacy is important.
For details about our
use of your information,

Usemame: WE ENCoUrage you to

R e

Statement.

Password

Please note that you are responsible for information submitted on the ERE website when using your
ERE User ID and password. You should never share your ERE User ID or password with others.
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EVIDENCE FUNCTIONS

Access Electronic Requests and Send Medical Evidence

This function allows providers to respond to Medical Evidence request letters sent electronically to
the ERE Website from the requesting DDS office. Using the Access Electronic Requests link ERE
users will be able to view, download, respond, and submit documentation related to the electronic
request sent by the DDS.

s Social Security

¥ The Official Website ofthe U.S. Social Security Administration

OMB No. 0960-0753

Electronic Records Express (ERE) Papenwork Reduction Act
System Notices(3) - Updated: 12/30/2014 What's New? - Updated: 03/15/2015 Help & Support
Emaill;

Sign Up for Email/Text ERE System Notifications

=R : ¥s ket EETechSupporn@SsA.gov

. ’ . Call Us (toll free):

Evidence Functions @ Help Account Functions @ Help 1.866.691.3061
ccess Electronic Requests » Modify Your Account
« Send Individual Response « Change Your Password
‘ @ User Resources
« Track Status of Submissions » Manage Your Email Notifications

« Teacher Questionnaire (PDF)
For your security, please log
out and close all Internet
Messaging Functions @ Help Payment Functions @ Help windows when you are finished.

+ Secure Messaging + Submit Payment Request

The provider will receive an email notifying them that they have received an electronic request.
Once the ERE user receives their first electronic request, the Access Electronic Requests link
will display on the home page under the Evidence Functions.

Electronic requests are accessed by directly logging into ERE with a valid username and password.
Once on the ERE Home page, under the Evidence Functions heading, select Access Electronic
Requests. Electronic requests can also be accessed by receiving an email notification when a
request is sent to an associated ERE account from the DDS. The email will include a link that will
direct a user to enter their ERE User ID and password. After logging in, the user is taken to the
individual request associated with the email that was received.
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e This page allows a user to view and sort the status of all requests received from the DDS. A user
may also change the request type by clicking the arrow from the drop-down box under Request

Vikas Datta  Sign Out TextSze > | Accessibiity Help

’W Social Security

Thed Official WisbsiBe of th LS. Social Security Administralicn

ERE: Access Electronic Requests

Request Type: @ User Resources
lOpan Requests [=]

Clased Reques!

N Submitied Request
Request Opan Ower 90 Darys
Opsan Paymants
o
Priorty « Patient Name S5M (Last 4) Request Date Appt Date Appt Time Location Request Status
;’_3\ DOE, TESTCASE2001 2001 062072010 07252010 11:24 AM TestingPlace | NEW

A DOE, TESTCASE2001 TR0 OE/302010 07252010 | 11:24 AM TestingPlace MNEW

Type by selecting a different request type and clicking Show. The request types are:

Open Requests - Displays requests sent by the DDS,
Closed Requests - Displays requests cancelled by a DDS,

o O O O O

Submitted Requests - Displays requests that have been submitted,
Requests Open Over 90 Days - Displays requests sent by the DDS over 90 days ago,
For DDS sites that do Fiscal payments, a user will also have an Open Payments request

type - Displays requests that were completed and a payment request needs to be sent to

the DDS.
Request Status Definitions
e New - A new request that has not been opened.
e Pending - A request that has been opened/viewed.
e Prepared—A CE Admin staff has submitted a prepared report for the request.
e Responded—Response submitted by provider through ERE Website.
o Accepted—The DDS received the request response.
e Cancelled—The DDS cancelled the request.
e Updated- Updated initial request
[ ]

Update Pending-Updated initial request and awaiting documents.
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NOTE: The Electronic Request will be removed from the list based on the retention
days received with the request if less than 120 days. Otherwise, Electronic Requests
will be removed from the list 120 days from the Request Date.

Step 1 - Open Requests

e A user may select a column header to sort the displayed information by that column in
ascending or descending order. Sorted columns display a small arrow adjacent to the column
header. The column headers are:

Patient Name,

SSN (Last 4)

Request Date,

Appt Date,

Appt Time,

Location,

Request Status,

Payment Status, and

Payment Request

0O 0O O 0O 0O 0o 0o O ©

e Selectaname in the Patient Name column to view an individual request and proceed to Step
2.

Step 2—View / Submit Request Details and File Upload

e To view the files contained in the ERE: View / Submit Evidence Request
documentation section under the “Request F R
Details” header simply left click on the file e
name. User will be prompted to either open or Faten OB, tHRwISTS Proser e
Request Type: Evidence Request Request Date: 03/30/2010
save the selected file. Open and view file. Roquning s W1 WisconemDOS [556]
Request Details
e Review and verify the Patient Information, Special nsuuctions: @
MER REPORT Test for ERE Release
Request Information, and all documentation Documentaton: @
. :
associated with the request. et o1 tnosa0ne

Authorization To Disclose Information 08/05/2014
Supporting Documentation 08/05/2014

¢ Youwill be asked if you have records to submit
Request Response

for this case. If user selected “yes,” then they
will be required to attach and upload files

associated with the claimant:

Do you have records to submit for this case? @

OYes ONo

Cancel Previous
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NOTE: The Patient and Request information is automatically
populated to this screen, and therefore cannot be edited.

o Select the Document Type of the
file(s)

o Select the button to identify a file to
send. (Do not send files that are
password protected.) The Choose
file window appears on your
screen.

o Locate the file you wish to send and
highlight the file name. The
document’s file name moves into
the File name box at the bottom of
the Choose file window.

o Select the Open button. The
Choose file window closes and the
file name displays.
chosen the incorrect file, select the
Delete button to clear the field.

If you have

Attach and Upload Files

« Amaximum of 25 files can be added (individually or as a group) and all files must total less than
200MB.

« File types accepted: .wpd, .doc, .docx, .bt, s, xsx, .pdf, .rf, iff, tif

« Please do not upload password-protected files because they cannot be processed.

Document Type:
[ Medical Evidence of Record (MER) - 0001 v]

Add Files: | Choose Files | No file chosen

Additional Information

Comments (Optional):
(4,000 characters maximum)

Characters remaining: 4000

Additional Examination or Test (Optional)

Is the provider willing to provide an additional examination or test?
OYes ONo

Electronic Signature Agreement (Optional)

If you wish to g an el

please read this statement and indicate your
underslanding by checking the “I have read and agree to the above” checkbox below. When you
select “Submit”, you will gt an el and submit your response.

By d\edung the “I have read and to the above" checkbox below | am certifying that | am the author of
Lhe p ). The inf ion | have up d is accurate and | am certifying that | have
ly signed the d ined within

i have read and agree with the Agreement above.

Submit Previous Cancel
@ open X
« « 4 [0 ThisPC 5 (C:)OSDisk » Medical Records | @] [ Search Medical Records )
Organize v Mew folder B~ ™M @
Intel “ @Paitent_1569_ChangeSummary.docx
MailData [ Paitent_I4569 Invoices. docx
MailDataShared @ Paitent_14569_Labreports.docx
mde-tools (| Paitent_4569 Medications.doc
rm— ¥ Paitent_4369_MedSummary.docx
[ Paitent_I4569_Physicain Notes.docx
ms
5 Paitent_569 Radialogy.Tiff
orecle £ Paitent 14569 XRayreports.pdf
pC
Perflogs
Program Files
Program Files (x35)
Programs
Projects
Quarantine >
File name: | "INVMED-DOC doc" "BC-CODES - Copy - Copy.docy” "BC-CODES - Cop ~| |All Files () v
e

o Click the Add File button to send up to a maximum of 25 additional files.
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e If user selected “no”, then they will be required to select a reason for no evidence record to
submit.

Note: Do not upload documents containing macros (i.e., a set of instructions or
scripts that automates tasks). They may cause system problems, which will require
you to re-submit your documents without macros.

e Comments can be typed into the Additional Information section, if needed. Type in and/or
cut-and-paste your text (up to 16,000 characters, approximately three letter size pages)
directly into the box provided. The count of remaining characters shows beneath the box.

e Select the Submit button to provide the electronic signature and the claimant information

to the DDS office that sent the request.

Step 3 — Confirmation
ERE: View / Submit Evidence Request

6 Thank you for your submission.
Individual Response Submigsion - Tracking Information. @

Tracking Mumber: 1 47 F996372 D D52E4N
Swbmitted on: 02/06/2015 at 04:10 PM EST

Please retain your tracking number in case there are emrors or problems that prevent us from processing
your submission.

& Print this page

Submission Summary
Tracking Information

Patient Information

Palient Mame: TESTCASE2006 DOE

Palient S5 XXX-XX-2006

Patient DOB: 11/20/1979

Request Type: Evidence Request

Request Dale: 0373002010

Requesting Office: WI - Wisconsin DDS [S56]

Request 1D: 2014080517 2429_728053

Disability Examiner: testExaminer

Crocument Type: Medical Evidence of Record (MER) - 0004

Uploaded File(s)

Attached Files
individual_response_pdf 243 KB
Total File Size: 243 KB

Commenis: Comments were added

You have electronically signed.

Review Another Request ERE Home
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Send Individual Response

If the provider receives a paper or faxed medical evidence request from the DDS versus an electronic
request, the Send Individual Response function is used to send the requested medical evidence.

™ Social Security

€ The Official Website ofthe U.S. Social Security Administration

OMB No. 0960-0753

Electronic Records Express (ERE) Paperwork Reduction Act

Help & Support

Email:
EETechSUppON@SSA gov

System Notices(3) - Updated: 12/30/2014 What's New? - Updated: 03/15/2015

Sign Un for EmalliText ERE System Notifications

Call Us (toll free)

Evidence Functions @ Help Account Functions @ Help e
» Arcess Electronic Requests « Modify Your Account
« Send Individual Response « Change Your Password
© user Resources
« Track Status of Submissions = Manage Your Email Notifications

» Teacher Questionnaire (PDF) 5 fty, please |
or your security, please log

out and clase all Internet
Messaging Functions @ Help Payment Functions @ Help windours when you are finished

« Secure Messaging + Submit Payment Request

NOTE: You will need to have the request letter barcode to enter information in the next few steps.
The illustration below will help you find the necessary information on the barcode.

riRaiisll

RQID: 000000NN00000000000 1905 SITE Y?S DR: F
SSN: DOCTYPE: 0001 RF: D CS: 5e3f

Step 1 — Destination and Request Information

Enter the facility site code in the Site Code field
in the Destination and Request Information

s Social Security

\M\.\‘C The Official Website of the U.S. Social Security Administration

section. ERE: Send Individual Response

D Destination Information |2 > Review & Add Information |3 » Confirmation
Select Enter.

Destination and Request Information
Please refer to your request letter or barcode to complete this information.

Select destination by: @ wore Info
@ site Code  © State

Site Code:

10
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Step 2 — Barcode Information

From the barcode on the request letter, enter the following information in the appropriate fields.
e (laimant’s SSN

e RQID (Request ID): Enter the RQID beginning with the first non-zero number.
example, if the barcode shows RQID as 00000001102400, enter 1102400.

e RF (Routing Field)

e DR code

e DO NOT enter the CS code.

Select Next.

At SECy,

N Social Security

,,ﬂ!‘|$||'|!|¢\~*' The Official Website of the U_.S. Social Security Administration

O

G

o

ERE: Send Individual Response

D Destination Information [? Review & Add Information [? Confirmation

Enter Destination and Request Information
Please refer to your request letter or barcode to complete this information.

Select destination by: @ IMore Info
@ Site Code  © State

Site Code: T21

State: MD-Maryland

Destination: MD - Baltimore ODAR [T21]
SSN:

s |

(Do not enter leading zeroes)

B0 0051 0407 ibnd
ESN_ O00000000IDQCTYPE: 0do1 EETT $IC5 BeAd

RF (Routing Field):

®p Social Security Number Checksum (CS) = A hash
of the claimant. Enter code used to validate user
@ D or Blank this value for the "SSN™ input. Enter this value for the
field on the website. “CS" field on the website.
© No RF or No Barcode
Request ID - A unique Document Retention (DR)
identifier for this case. One of two values used to
DR: Erter this value for the determine the routing of submitied
"RQID (Request ID)" evidence. Select this value for the
®F field on the website. “DR" field on the website.
©s Site — Identifies which DDS/ ODAR Routing Field (RF) - One of two
office/site should receive this evidence. values used to determine the routing
© No DR or No Barcode Rafer 1o this value when making your of submitted evidence. Select this
selection for the "Destination™ field on the value for the “RF (Routing Field)™
website. Each value in the dropdown field on the website.

cs: contains the site description along with

the respective site code.

MI Cancel |

For

11
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Step 3 — Attach and Upload Files

In the Attach and Upload Files section, you can send electronic files from your computer.

Sk
g}
SR

. u.u] c
%, Il &

% )
MWasyaF

Social Security

The Official Website of the U.S. Social Security Administration

ERE: Send Individual Response
1% Destination Information a Review & Add Files [3 ) Confirmation

Review © User Resources

Destination and Request Information

Destination: MD - Baltimore OHO [T21] RF: D or Blank
SSN: 531-21-6106 DR:F
RQID: 11111111 CS:
Attach and Upload Files
« Amaximum of 25 files can be added (individually or as a group) and all files must total less than
200MB.

« File types accepted: .wpd, .doc, .docx, .txt, .xls, xsx, .pdf, .rif, tiff, .tif.
= Please do not upload password-protected files because they cannot be processed.

@ Open X
File 1: Paitent_145{ « v « (C:) 0S.. » Medical Records v |®| | Search Medical Records P
Document Type: - Organize » New folder EE~ @ @
Notes: mde-tools * @Paitent_ldi@_MedSummary.docx
Medical Re @Paitent_ldiﬁg_Physicain MNotes.docx
ms | Paitent_l4569_Radialogy. Tiff
oracle E Paitent_I4369_XRayreports.pdf
PC
[} v € >
/4' Add Files: | Choose Files | Paitent_45...n
— File name: | Paitent 14569 XRayreports.pdf | | AllFiles (%) v|
| Open | ‘ Cancel |
ml Previous || Cancel

Select the Browse button; this will launch the Choose File to Upload window.

e Using the Choose File to Upload window, select the file you wish to send to the electronic
folder. The document’s file name will insert into the File name field at the bottom of the
window.

e Next, select the Open button.

12
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e The Choose File window closes and the file name displays in the field to the left of the Browse
button. You have successfully attached the file.

e Document Type: Select from the drop down list a document type for the document you are
sending.

e Depending on the document type you select, additional fields may appear which require
completion.

e Select Submit or add additional files by selecting Add File.

3

#\: Social Security

Ui The Official Website of the U.S. Social Security Administration

ERE: Send Individual Response

1¢ Destination Information o Review & Add Files |3 » Confirmation

Review

@ Destination and Request Information

Destination: O - Colorado DDS [$07] RF: D or Blank
SSN. 123-45-6789 DR S

RQID 123456789 cs:

Document Type: Medical Evidence of Record

(MER) - 0001
Attach and Upload Files

« Amaximum of 25 files can be added (individually or as a group) and all files must total less than
200MB.

« File types accepted: .wpd, .doc, .docx, .txt, .xls, .xisx, .pdf, .rif, .tiff, .tif
« Please do not upload password-protected files because they cannot be processed.

File 1: [eas118AB2._damusersti [ Browse) |

Remove Flle

Add Another File

Additional Comments:
(16,000 characters maximum)

Characters remaining: 16000

B &I (oo ) (oo

13
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Send Grouped Response

Use the Send Grouped Response function on the Electronic Records Express website to send
multiple files on a single upload. You can use this function by combining the multiple files into a

single .zip file.

e You need the SSA/DDS evidence request letter that contains the barcode available to
complete the processing steps of Send Grouped Response. If you received the request
electronically from the DDS, you cannot use “Send Grouped Response” function to

respond.

e The barcode sheet must be the topmost (first page) of the record set belonging to one
individual. Similarly, a group of files containing the records of many individuals must always
have a barcode sheet for each individual when transmitted together as a group of files

combined in one file.

e Electronic Records Express only accepts zi

ed files (.zi

that contain .tif, .ti

or_.pd

files. You may use combinations of file types within a single transmission session on the
Electronic Records Express website.

e Eachindividual's barcode sheet must be the topmost (first page) of the record. For example,
a .zip file containing five record sets for five different individuals must have five barcode

sheets. A barcode sheet must be the topmost (first page) of each individual’s record.

Under the Evidence Functions heading, select Send Grouped Response.

ﬁlfu\ﬁ\ Social Security

The Official Websile of the U.S. Social Security Administration

Electronic Records Express (ERE)

System Notices(0) - System Notice Updated:
12/31/2018

Sign Up for Email ERE System Notifications

Evidence Functions @ Help
= Send Individual Response
= Track Status of Submissions

= Teacher Questionnaire (PDF)

Messaging Functions @ Help
= Secure Messaging

What's New? - What's New Updated: 10/12/2016

Account Functions @ Help
= Modify Your Account
« Change Your Password
« Manage Your Email Notifications

Payment Functions @ Help
» Submit Payment Request

OMB No. 08600753
Paperwork Reducsion Act

Help & Support
Emsil:
EETechSupport@SSA gov

Call Us (toll free):
1-866-691-3061

© User Resources

For your security, plesse log out
and close all Intemet windows
when you are finished.

14
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Preparing your files
Group the records based on whether there is a 2-D/enhanced barcode on the request letter. The
barcode should look like the barcode below:

i dihlid

RQID: 123456789012345 SITE: 827 DR
FSSN: 123456789 DOCTYPE: 001 RF: D CS: 9be8

You must separate records that have a 2-D barcode from records that do not have a 2-D barcode.
Submit records with a 2-D barcode in one upload. The 2-D barcode must be the first page of the file.

NOTE: The Send Grouped Response function only accepts .zip files.
You must follow the rules listed below or your upload will not process.

e The .zip file must not contain directories.

e The .zip file must be valid and cannot be empty.

e The .zip file must contain only .tiff, .tif, and .pdf files.

e The .zip file must not contain empty (zero-byte) files.

e The .zip file must contain one or more .tiff, .tif, .pdf files with either all enhanced
barcodes or no enhanced barcodesEach .tiff file within a .zip file should follow these
specifications:

One .tif file per patient with the request letter on the first page

tiff version 4, 5, or 6

Intel format (little-endian byte order)

CCITT Group 4 Compression

Black & White color (Bitonal)

200x200 dots per inch (DPI) resolution

0O 0O O O O ©O

NOTE: Do not upload documents containing macros (i.e., a set of instructions
or scripts that automates tasks). They may cause system problems, which will
require you to re-submit your documents without macros.

15
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CESE User Sign Out

/;T"T\\ Social Security

- P
- n\?'\* The Official Wehsite ofthe LS Social Security Administration

ERE: Send Grouped Response

D Destination Information | 2 Review & Add Information |3 Confirmation

Destination and Request Information

Select destination by: 6 mare Info
® Site Code State

Site Code: 502
State: Ak-Alaska
Destination: Al - Alaska DDS [502)]
Does the first page of all the documents contain an enhanced 2-D barcode? @ More Info
= es Mo
m Cancel

Step 1 — Destination and Request Information

e Select the DDS Destination by first selecting the appropriate radio button depending on your
desire to search by either Site Code or State

e Select the destination by either entering the Site Code or selecting the State
o Enter the three-character Site code from the barcode. The Site code begins with a letter,
followed by two digits.

Or

o Select the State from the dropdown. After choosing the State, the Destination list updates
with the offices in the State you selected. Select the Destination from the dropdown.

e If the topmost (first page) of each record contains an enhanced 2-D barcode, select “Yes”.
Otherwise, select “No”.

e Select the Next button to proceed to Step 2

16
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Step 2 — Review and Add Information

e Review the Destination and Request
Information and verify the accuracy
of the information selected in Step 1.
If any of the information is incorrect,
make the corrections by selecting
the Edit button.

e Select the button to identify a file to
send. (Do not send files that are
password protected.) The Choose
file window appears on your screen.

e Locate the file you wish to send and
highlight the file name. The
document’s file name moves into the
File name box at the bottom of the
Choose file window.

ffﬁ”\ Social Security

The Official Website of the U.S. Social Security Administration

ERE: Send Grouped Response

1 Destination Information D Review & Add Files |3 » Confirmation

Review

Edit Destination Information

Destination: ME - Winthrop DDS [$22]
Barcode Present? Yes

Attach and Upload Files
= Amaximum of 25 files can be added (individually or as a group) and all files must total less than
200MB.
» ONLY zipped files can be uploaded
» Those zipped files must only contain .tif, tiff or .pdf files
= You may not upload a zip within a zipped file.
» Please do not upload password-protected files because they cannot be processed.

Add Files: | Choose Files | Mo file chosen

Previous Cancel

e Select the Open button. The Choose file window closes and the file name displays. If you
have chosen the incorrect file, select the Delete button to clear the field.

e Select the Add File button to send additional zipped files.

e Select the Submit button to forward the information to the Destination selected in Step 1.

Transmission Confirmation

After the submission uploads, Electronic Records Express provides a Confirmation page that
includes a Submission Summary and a Tracking number that should be retained in case there are
errors or problems that prevent the DDS from processing a submission or if a user wants to check
on the status of a particular submission.

17
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- e ‘e . *
7N Social Security
"4\"\I!I!I.."" The Official Website of the U.S. Social Security Administration

ERE: Send Grouped Response

1+ Destination Information .2+ Review & Add Information B Confirmation

0 Thank you for your submission

Grouped Response Submission - Tracking Information

Tracking Number: 14AD11CC3EB8A47C4N

Submitted on: 01/09/2015 at 06:52 PM EST

Please retain your tracking number in case there are ermors or problems that prevent us from
processing your submission.

& Print this page

Submission Summary
Tracking Information

Destination Information

Destination: AK - Alaska DDS [S02]
Barcode Present? Yes

Uploaded File(s)
ERE_AR_HomePage.zip 103 KB
Total File Size: 103 KB

Send Another Response ERE Home

e Ifyou do notreceive the Confirmation page, you should resubmit the materials.

e If you continue to have transmitting problems, contact the Electronic Records Express
Website Help Desk at EETechSupport@ssa.gov or 1-866-691-3061.

e Torespond to another request, select the Review Another Request button.

NOTE: We strongly recommended that you print or take a screenshot of the
Confirmation page for your documentation. To do this, simply select Print this page
located at the bottom of the green box. This print link works the same as if you selected
File and Print from your browser’s menu. You cannot bookmark and save a

Confirmation page, and you will not be able to retrieve it later once you exit the
webpage.
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Track Status of Submissions

The Electronic Records Express (ERE) Track Status of Submissions application allows you to track
the status of your submissions. You can select from multiple search criteria: Tracking Number,
Request ID (RQID), Claimant’s SSN, and Date of submission and Status of submission.

From the Electronic Records Express Home page, select Track Status of Submissions under the
Evidence Functions heading.

#@ Social Security

"o‘mi‘],«*' The Official Websiie of the U.S. Social Security Administrasion

Electronic Records Express (ERE)

System Notices(0) - System Notice Updated: What's New? - What's New Updsted: 10/12/2016
12/31/2018

Sign Up for Email ERE System Notifications

Evidence Functions @ Help Account Functions @ Help
» Send Individual Response « Modify Your Account
= Send Grouped Response = Change Your Password
- Manage Your Emsil Notificstions
= Teacher Questionnaire (PDF)
Messaging Functions @ Help Payment Functions @ Help
» Secure Messaging = Submit Payment Request

Search Screen

You may search for information Eey Social Security

%.,‘.IJI‘”‘!}‘? The Official Websile of he LS. Social Security Adminksirafion
about files submitted within the past
180 calendar days after entering ERE: Track Status of Submissions

one or more of the following criteria

on the Search Submissions page: R

Omly Submissions sent within the past 130 days are available.

Search by:

Tracking Mumbser
RQID {Request (D)

Claimant's SN
Diate/Status!Site

|| cancel |
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1. Tracking Number - The Tracking Number is a unique number assigned to a submission.
When searching by a Tracking Number, all other fields are disabled.

2. RQID (Request ID) - The RQID is a unique identifier located on the request letter near or on
the barcode. When searching by RQID, all other fields are disabled. The RQID is case
sensitive.

3. Claimant’s SSN - You can search using the individual’s Social Security Number (SSN).

4. Date, Status or Site.

Date - use the Date search and choose one of the following Date options:

Last 45 days - Searches submissions within the last 45 days

Single day (date must be within 180 calendar days from the current date)

o Date of Submission

o Start Time (Eastern Time)

o End Time (Eastern Time)

Date Range (date must be within 180 calendar days from the current date)

o From Date - The start date for your search

o To Date - The end date for your search

Status - Search all your submissions within the past 180 calendar days or choose one of

the following statuses:

o Sent - Search your successful submissions within the past 180 days

o Error - Search your failed submissions within the past 180 days

o Contacted - Search your submissions that required ERE Tech Support to contact you
to resolve a problem with the original submission

Site - Search all your submissions within the past 180 days by Site or narrow your search

by choosing one of the following options:

o State - searches your submissions for a specific State

o Site Code - searches your submissions for a specific Site Code

NOTE: The radio buttons for Search by date - Last 45 Days, Search by status-All, and
Search by site - All are automatically selected after choosing the Track Status of
Submissions link from the Electronic Records Express Home page.
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o BTy, . .
g Social Security
. ._[.l\llll.l\»“' The Official Wehsile of the U_S_ Sacial Seciirity Adminksirasion

ERE: Track Status of Submissions

© User Resources

Search Results

Submissions displayed from the past 180 days. Salect the Tracking Mumber to view status.

| Iracking Number _[Date  |TimelfD) |Status |SileCode  SSMilastd) _RGD |

16805CFaF2ABST46M 123172018 | 02:48 PM Processing | 523 a7an 01:234567380123456780

Edit Search New Search ERE Home

The Inquiry Results page displays a list of your submissions from the past 180 calendar days that
met the criteria you selected on the Search Submissions page. The list contains the following
information about your submissions:

e Tracking Number - a unique number generated by ERE to identify your submission.

e Date and Eastern Time - The Date and Eastern Time your submission was uploaded to the
website.

e Status - The status displayed in this column will be one of the following:
o Sent - Your submission was successful
o Error - Your submission failed
o Contacted - A problem occurred with the original submission and ERE Tech Support
contacted you to resolve the issue
o Processing - Your submission is processing
e Site Code - The Site Code for your submission

e Last 4 of SSN - The last four digits of the individual’s Social Security Number (SSN)

e RQID - Request ID

NOTE: Each column may be sorted in ascended or descending order by
selecting the column heading.
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ﬁﬁ% Social Security

¥ The Official Wshsite of the U_S. Social Security Adminisiraion

ERE: Track Status of Submissions

Tracking Mumber: 16805CFIF2ZABITA6N RQID (Request ID): 2345678901 223456789
Submizsion Status: Processing Site Coda: 523
S5HM (Last 4): 6788 MNumber of User Uploaded Files: 1

Submitted On: 1203172018 02:42 PM

Eie satus

18-635 ERE Flyer-Vertical pdf | Processing 541 KB

m Back to Search Resulis Mew Search

The Inquiry Results - Detail screen displays the following submission information:

e Tracking Number

¢ Submission Date and Eastern Time

¢ Submission Status

e Site Code

e Last4 of SSN

e Number of Files Uploaded

e RQID (Request ID)

¢ Filename - The name of your uploaded file, including the extension

e File Status - The status displayed in this column will be one of the following:
o Sent - Your submission was successful
o Error - Your submission failed
o Contacted - You were contacted by ERE Tech Support to resolve a problem with the
original submission
o Processing - Your submission is processing

e File Size - The size of your file in byte
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MESSAGING FUNCTIONS

Secure Messaging

The Secure Messaging function allows registered ERE users to exchange confidential messages and
sensitive documents. Only registered users can send and receive secure messages, and messages
can only be sent to other registered users (no forwarding to external email addresses). Messages
and documents are stored in a central repository on a protected system within the SSA network. All
messages and documents are scanned for virus infection before processing.

Electronic Records Express sends email notices to users via a Secure Message. The email
notification contains a link to the Electronic Records Express website. You must log into the ERE to
retrieve the message. Messages have a limited lifetime of 20 days from creation date.

# Social Security

mﬁ: The Official Website of the U.S. Social Security Administration
Electronic Records Express (ERE) et it
System Notices(0) - System Notice Updated: What's New? - What's New Updated: 10/12/2016 Help & Support
123172018 Emait:
Sign Up for Emall ERE System Nolificaions EETackupporiQSSA.gov
Evidence Functions @ Help Account Functions @ Help 1-866-691-3061
« Send Individusl Response « Modify Your Account
« Send Grouped Response « Change Your Password © User Resources
« Track Status of Submissions « Manage Your Email Notifications
« Teacher QuesSionnaire (PDF) For your security, please log out
and close all Internet windows
when you are finished.
Messaging Functions @ Help Payment Functions @ Help
« Secure Messaging « Submit Payment Request

Select the Secure Messaging link from the Electronic Records Express Home page to view the
Secure Messaging Inbox.
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N Social Security

usn
(JFIS“'I!\L& Official Website of the U.S. Social Security Administration

4

ERE: Secure Messaging

Inbox

Your messages are delivered here.

Folders
DTS T

Compose

Inbox (1) User, A test 01/27/201610:44 | 10/16/2014 00:00 | 1 KB
Pending a Ames, Tom test 01/27/2016 10:44  10/16/2014 00:00 1 KB
Drafts (1) o @ | Lisel, Laura  fest 01/16/2016 10:44 | 10/16/2014 00:00 | 1 KB
Sent (1) o @ | Downs Ann  fest 01/12/2016 10:44 | 10/16/2014 00:00 1 KB
o Smith, Marie  test 01/10/2016 11:44 | 10/16/2014 00:00 | 1 KB
Blocked
| @ | Jones, James  test 01/03/2016 10:44 | 10/16/2014 00:00 1 KB
o Baylor, Glen test 12128/2015 10:44 | 10M16/2014 00:00 | 1 KB
o @ | Miler, Ben  fest 12/28/2015 10:44 | 10/16/2014 00:00 | 1 KB
7
RO e o Ames, Tom  fest 12121/2016 10:44 | 10M16/2014 00:00 | 1 KB
0 Q | Smar, Max  fest 12118/2015 10:44 | 10116/2014 00:00 | 1 KB

Delete Selected ERE Home

View an Individual Message

To view an individual message, select the hyperlink of the message you would like to view in the
Subject column.

Reply to a Message
Use the Reply, Reply to All, or Forward button to respond to the message. Follow the instructions
for Compose and Send a Message below to send the message; or

e Choose the Delete button to delete the message; or
e To view another message, select Check Mail or Mailbox Home. Viewed messages remain

in the Inbox until they are automatically deleted (20 days from creation date) or manually
deleted.
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;: f;ﬂ ¢ Social Security

“ The Cfficial Website of the U.S. Social Security Administration

ERE: Secure Messaging

FRE Home Subject: Scheduled Appointment
Compose
Folders From: Doe, John
To: Wong, Doctor
Inbox ce-
Pending Attachments:
CE_NoShow_Payment.doc
Drafts
Sent Message: This is a copy of the CE No Show Payment.
Blocked

| Reply || ReplytoAll || Forward || Delete |

@ User Resources

Compose and Send a Message
e You may respond directly to a received message by choosing the Reply, Reply to All or
Forward button.
e If composing a new message, select the Compose link. The form for creating a new message
displays.

,M Social Security

& Oficial Website of the U.S. Social Security Administration

ERE: Secure Messaging

Compose
Compose
Folders To:
Inbox (1)
Pending Ce:
Drafts (1)
Sent (1) Search Contacts
Subject:
Blocked
Importance:
- v
© User Resources
File 1: | choose File | No file chosen
Delete
Add File
Your Message:

| - |
Characters remaining: 1000000

m Save as Draft Cancel
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e Enter the destination recipient(s) in the To: and/or Cc: fields. (You can only send Messages
to registered users of Secure Messaging.)

o The easiest way to enter a recipient is by selecting the Search Contacts button. This
opens up to a light box and it allows you to filter by a user’s first or last name. (You can
only send Messages to registered users displayed in this list.)

Search Contacts
Instructions:

1. Enter your contact's name and click the Search button.

2. Select your contact and click the To or Cc button to include them
In your message.

3. Lastly, click Add to return to your message.

Name:

Enter your contact's name.

First Last

Search

Search Contacts

Instructions:

1. Enter your contact's name and click the Search button.
2. Select your contact and click the To or Cc button to include them in your message.
3. Lastly, click Add to return to your message.

Name:
Enter your contact's name.

First Last
@ hame Gy | Smie | Organizaion | Organization ipe . | SiieName | Userid |8
o

Smith, Aaron Baltimore Maryland SSA/State/DDS Site MD-Baltimore DDS [S23] | HG612
[ Smith, Aaron Baltimore Maryland Law Office 45 Attorney's Office SAB453
(] Smith, Adela Las Vegas | Nevada SSA/State/DDS Site NV-Vegas DDS [R24] GWDF5
[ Smith, Affie Rockford llinois SSA/State/DDS Site IL-Rockford DDS [E21] HJHJGTS
(] Smith, Anton Rockford linois Hospital 567 Hos pital/Clinic WR43
(] Smith, Arcus Rockford Iinois SSA/State/DDS Site IL-Rockford DDS [E21] JHTS
[J| Smith, Becca Rockville Maryland 33A/State/DDS Site MD-Rockville DDS [E43] | ERT324
(] Smith, Brennan MNew York New York SS5A/State/DDS Site NY-Mew York DDS [F54] | BNGHGE
[ Smith, Carl Auburn Alabama Law Office 234 Attomney's Office ER312
(] Smith, Carla Yamhill Louisiana SSA/State/DDS Site LA-Yamhill DDS [E32] GFAZ v
To
Ce...

o Search for the name using the Filter By text box. As you type the name in the box, you
advance to the corresponding location in the list.

o Highlight the name of the user you are sending a message to and insert it in either the To:
box or the Cc: box by selecting the To: or Cc: button on the search window.

o Repeat this step until you have entered all desired destination recipients
Select Add to include the selected recipients in your message.

e Enter a Subject, and then select the level of Importance from the drop-down list.
e Attach files as necessary.
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NOTE: A maximum of 10 files may be sent by selecting the Add File button and
repeating the previous steps.

SSA’s Electronic Records Express website accepts the following file formats:
.wpd, .doc, .docx, .txt, .rtf, .xls, .xlIsx, .pdf, .tiff, .tif.

Do not upload documents containing macros (i.e., a set of instructions or scripts
that automates tasks). They may cause system problems, which will require
you to re-submit your documents without macros.

e Enter any text message that needs to be included in the large text box.

e The overall size of the message cannot exceed 51MB (50MB total for file attachments and
1MB for message text).

e Send the message by selecting the Send button. Or, you can save an unfinished message for
later by selecting the Save as Draft button. (Creating a draft message starts the 20-day
lifespan of the message.)

e A copy of the sent message is saved in the Sent folder.

g Social Security

%, \”!!”_I_. The Official Website of the U.5. Social Security Administration

ERE: Secure Messaging

eYou i the
You will be notified via email if there are any errors in sending this message. It will be held in the Pending folder until processing is complete. If
any attachment carries a virus, the message will be moved fo your Blocked folder.
The message will expire on 01/30/2015
ERE Home Inbox
Compose Your messages are delivered here
Inbox B I il |Doe, John | Scheduled Appointment 01/10/2015 01/30/2015 156 KB

Pending (1)

Drafts Delete Selected
Sent

Blocked

@ User Resources

View Blocked Messages

Blocked messages are messages the user attempted to upload with an attachment in which the
Electronic Records Express virus scan found a suspected virus. Quarantined messages are blocked
from transmission and the suspected file is deleted. In addition to the benefit of knowing about the
suspected file, users need to know that the message has been blocked.

e Select the Blocked link. The blocked messages list displays.
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e To take action on the message:
o To delete the message, select the checkbox next to the message and select the Delete
button.

NOTE: Do not upload documents containing macros (i.e., a set of instructions or
scripts that automates tasks). They may cause system problems, which will
require you to re-submit your documents without macros.
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PAYMENT FUNCTIONS

é_.r““*"o X . .
@ Social Security

The Official Wahaite of the LS. Social Sacurity Administrasion

Electronic Records Express (ERE)

DMEB No. 0860-0763
Paperwaork ReducSion Act

1213172018

Sign Up for Emsil ERE System Notifications

Evidence Functions @ Help
= Send Individusl Response
= Send Grouped Response
= Track Stafus of Submissions.
- Teacher Questionnaire (PDF)

Messaging Functions @ Help
= Secure Messaging

System Notices{0) - System Nofice Updated: What's New? - What's Mew Updsted: 10/12/2016

Account Functions @ Help
» Modify Your Accourt
= Change Your Password
= hanage Yiour Email Motifications

Help & Support
Emsil
EETechSuppori@554 gov

Call Us (toll free):
1-865-691-3081

eugelﬂmm

For your security, please log out
and close all Imternet windows.
‘when you are finished.

Submit Payment Request

ERE: Submit Medical Evidence Payment Request

{1 Destination Information [E) Review & Add Files [3 Confimation

i%:; Social Security

The Official Website of the .S, Social Security Administration

Review

Destination: MD - Timonium DDS [$23] RF. P
SSN: 123456789 DR:F
ROID: 1234566789777 cs:
Invoice Type

Select the types of invoice(s) you want to upload.
O invoice from DDS

© Invoice from Provider

O Both

Upload Invoice(s)
« A maximum of 4 files can be added (individually or as a group) and all files must fotal less than 20MB.
« File types accepted: wpd, .doc, .docx, .bd, if, xds, xdsx, pdf, &ff, §f.
+ Please do not upload password-protected files because they cannot be processed.

Ada Fres: : [Emwe]
Additional Comments:
(16,000 characters maximum)

‘Characters remaining: 16000

(romae ) (om )

ERE: Submit Medical Evidence Payment Request

|4% Destination Information 2% Review & Add Files ,conmm

(D hank you for your submission.

me 1681 0;5EEE2BQBDE1N

Submitted on: 01/02/2019 at 04:01 PM EST

Please retain your tracking number in case thene are amors or problems that prevent us from processing
‘your submission.

Total Invoice Size 542 KB

Comments: No comments added
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ERE ACCESS/SHORTCUT KEYS

This application contains access keys to improve navigation and provide information. To use these
keys select the “Alt” or “Ctrl” button on your keyboard and the access key simultaneously. You will
find a list of these keys in the table below:

Access/Shortcut Keys for Send Individual Response and Send Grouped Response Functions

Button/Link Access Key
Next n
Submit p
User Resources u

Access/Shortcut Keys for Secure Messaging Function

Button/Link Access Key
Show

ERE Home

Submit

Review Another Request
Next

User Resources

[l =R = I e o B = I 2]

Other keyboard commands, hotkeys or access keys will vary based upon browser and the version
of the browser that you are using. A list of these commands can be found in the Help section of your
browser. The Help feature can be located on the Menu bar of your browser or by using the F1
function key on the keyboard. Any assistive devices that you may be using will also have a list of
these shortcut keys in their Help section.

How to Get Important Information about Electronic Records Express Website
Availability

You may subscribe to receive ERE website availability notifications through the GovDelivery
services on the Social Security Administration’s Electronic Records Express internet website: Social
Security Online: Electronic Records Express. Please see the following website for GovDelivery FAQs:
https://subscriberhelp.govdelivery.com/hc/en-us
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To subscribe to the ERE website availability notification, follow these instructions:

e (lick “Sign Up for Email/Text ERE System Notifications” on the Electronic Records
Express Home Page,

e Type your email address and select Submit

e Confirm your email address

e Select “Send updates immediately by email.”

e Choose an optional password

e Select Submit

¢ You will receive a “Success” confirmation.

e Select Close to exit

**0Once you have subscribed, you will receive a Subscription Acknowledgement e-mail with
instructions on how to update your user profile**

Timing Out
The website will time out after 30 minutes of inactivity. After 2 hours, the website will log you out
and you must re-enter your User ID and Password to continue.

Avoiding User Errors
Errors can occur for many reasons. The following list briefly explains some common ERE website
user errors:

e Bookmarking the Confirmation page - Never bookmark pages within the ERE website.
e Once you have submitted documents by selecting the Submit button, you should NOT use
the Back button or close your Internet browser file until you receive the Confirmation page.

ERE Electronic File Format Options
The ERE website currently supports the following file formats:

.wpd .doc Axt
pdf Xls .docx
tiff tif xtf
Xlsx
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