Monterey County Behavioral Health
Policy and Procedure

Policy Number 316

Policy Title Using Electronic Records Express Website to Submit Medical
Records to Department of Social Security.

References Representative Guide for Electronic Records Express
Sending Individual Case Responses by Secure Website
WELFARE AND INSTITUTIONS CODE SECTION 5328, 5350 ET
SEQ.; HEALTH
AND SAFETY CODE SECTIONS 1795-1795.26;
CIVIL CODE SECTION 25.9 AND 2436;
PROBATE CODE SECTIONS 2354; 2355

Form SSA-827 (6-2007) Authorization to Disclose Information to the
Social Security Administration (SSA)

Effective September 12, 2011

Policy

Requests for confidential medical information regarding consumers of Monterey County
Behavioral Health (MCBH) services will be reviewed by designated staff to assure proper
and timely response. Release of medical records information will be consistent with
appropriate medical records regulations to insure confidentiality of the consumer’s records.

The Electronic Records Express Website is a secure, efficient and cost saving method of
disclosing Protected Health information. All requests must include specific information
requested, appropriate signatures and dates, including the consumers unless the consumer
is a minor in which case the signature of the legal guardian is required on Form SSA - 827
(Authorization to Disclose Information to the Social Security Administration must be
completed).

Information to be disclosed: Annual Plan, psychological assessment, Doctors notes, clinical
notes for specific period requested or for last 6 months.

The Administration fee of $15.00 will apply to all requests.

Monterey County Behavioral Health Quality Improvement team is responsible for
responding to requests for information from the Department of Social Security.

Procedure

1. Open an Internet browser
2. In the address window type in: http://eme.ssa.gov (do not type the “www.”)
3. Once you have this page up, select “Favorites”
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http://eme.ssa.gov/
http://eme.ssa.gov/
http://eme.ssa.gov

e Select “Add to Favorites”
e Where it says name, type in
button
4. Enter your case-sensitive Username and Password
NOTE: The Office of Disability Adjudication and Review will assist you in obtaining a
Username and Password.

1

Electronic Records Express” and select the OK

5. Select the LOGIN button.

NOTE: Users should be aware that after 3 failed attempts to sign in, their account will
be locked. If this occurs, additional assistance may be obtained online by reporting
problems to EEAccountinfo@ssa.gov or calling 1-866-691-3061. You may also report
problems to the Office of Disability Adjudication and Review at
odar.hg.rep.mail@ssa.gov.

By entering vour User 1D, Password andd clicking on the “Login”
biutton_ you cerity that you have read, understand and agres to the
above statermnents

Lsor u,.(

Password |

Login I Caneel I

Note Fassword iy case sansitne

Systormn will ime-out sfer & haif-howe of inactinty

If you need assistance with the Electronic Records Express
Website, please contact us via email at EEAccountinfofssa goy
of you can call us at 1.860.091.3061

Information about Social Security’s Online Policies

The povacy of our customers has aways baen of umost
imponance 1o the Social Security Administration. Our firgt
reguiation, published in 1937 was written and published 1o
ONSUNe your privacy Our concerm for your privacy 1S no differant in
the alectionc age



mailto:odar.hq.rep.mail@ssa.gov
mailto:EEAccountInfo@ssa.gov

Bk S SociakSecurity Administration

WWW, B0l BaCUT Ty Qo
Hormw Quon ong

;w Electronic Records Express Login

Acknowledgement for Website Access

| understand that the Social Secunty Administration will validate
the information | provide apainst the information in Social Security
Administration's systoms

| certify that:

o lunderstand that | may be subgect to penaies if | submit
frauduent information

o lagree that | am responsibia for all achons takaen with my
User 1D

o Lam aware that any person who knowingly and willfully
makes any representation o falsely obtain information from
Socal Secunty records and/or intends o deceive the
Socinl Sacurity Administration as to the troe identity of an
Individual could be punished by o fine or impasoament, o
both

o |am authorized to do business under this User 1D

By ertenng your User 1D, Password and chicking on the “Login”
button, you certify that you have read, understand and agree to the
abave statermonts

User D[
Passwod [
] cun

Note Fasaword i case sensine
Systom wil ime.out afer & hatl-hour of nactmty

¥ you need assistance with the Electronic Records Express

Website, please contact us via email sl EEAccountinfoglissa. aoy
or you can call us at 1.860.691.3061

Information about Social Security’s Online Policles

The privacy of owr customars has always been of utmast
importance to the Soclal Secunty Administration. Our first
fegulstion, published n 1937 was written and published to
@nsure your privacy. Ow conceln for your privacy 1S no different in
{he edectronic aga

« Detayis of Social Secunty's Qnine Privacy Policy

« Detaits of Social Secunty's Onine Security Policy

« The Pavacy Act and The Freedom of Information Act
Paperwork Reduction Act

USC §3507 as amended by section 2 of Ihe Paperwork
Reduction Act of 1995 You do not need lo answer these
questions unless we display a valid Office of Management and
Budget control number The OMB control number for Electronic
Records Express is 0960-0753, expirationdate __ /__ We
estimate that it will take about 5 minutes to read the instructions,
gather the necessary facts, and answer the questions. You may
send comments to our tme estimate above to. SSA_ 6401
Security Bivd, Baltimore, MD 21235-6401 Send only comments
on our ime astimate 1o this address

FinstGon Emacy Poiey | Accesstey Sgkcy | Limking Boboy | e Uag | el
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Entering a correct Username and Password will bring you to the ERE Home page.

Socal Security Onime

Electronic Records Express

WO b (2 At Lty Al i) Laada L

= Electronc Records Express Home

) 0 Axpress
Johz Doe Bailletn Soard
Jotm Die@sn o Emo Submission Services e a——
0RO Sand aponns e 10 ANes Case prises BtEnG
Lag 0wt ¥ o
Document Exchange Services & Gal mpreant etymess 3yt Etemame Recen
FAD Teptee Queshirna(e Easticn seadagd by
hAUY Tricx Status of Jubmsins
Dol Ser s henutiie o cdl Wl Yes
VO ERRChoN Communicaton Services 1868 691 241

Communication Utility: Sand £ Ma
From bere you can aiso

Moty your sccount \nformation

e \out pesanwoed

For your iecuy, plonse 19 out nnd cose al
Imtarmet windoss when you are finished

Note: Although the ERE Home page lists a number of electronic transmission features, at
this time the only features available to ODAR users are Send Responses for Individual Case
listed under the Evidence Submission Services box, Track Status of Submissions listed under
the Document Exchange Services, and Communication Utility listed under the
Communication Services box, above. Guidance for using the Track Status of Submissions
and Communication Utility is provided in separate ODAR instructions available in the User
Instructions link in the upper right corner of the screen.

If this is the first time you are logging into ERE, you will be required to change your password
(this is a security feature).

®* The Change Password page should automatically appear. You can also access
the Change Password option from the ERE Home page (scroll down and the
Change Password option is on the left side of your screen).

Socal Security Onime

Electronic Records Express

VOAS b e L By LI matmantily Al e (daadials
=_ Electronic Records Express Home
" 1o 8 f
= Bxpress
Johs Doe
Jote Dnegsan g Ewdence Submission Services
LIOERIaTY Sand Graponns e | (IIA0EE Cis
Lag Out
o Document Exchange Services
Teanee e rrare
EAGY Teack STatus of Sunmisains
s LEACRAishin L2t G Ser o hentiie o 8l ol Yee
User FeguChions Communicaton Services L2856 £3 2064
Communication Utility: Sand £ Ma
From bere you can siso

Mooty your accosnt nformation

Lhacem \ourpesaneed

Wy, plonse g out nnd cose ol
when you are Hinished
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Social Seevity Online

W B0Ciisnc ity ooy

loctronic Records
Lxpross Home

Account Malatenancae
Change Password

Logout

USAgov

Electronic Records Express

Home Quossons ? How 1o Conlact Us Sesrch

5 Electronic Records Express
"W Change Password
An astansh (*) indicates & mandatory hald

Currant Pagsword |
New Paseword |
Confim New Password I

Submn | _cance) |

TO masntain & secure syntem, (he account paneword neods 1o consist of the FOHOWING fequirements

o S5A accounts must have & mensnium pansword length of 7 charscters
o Pansworos have 10 consent of both alpha and numenc/elpha aumernc charsctern, (Letters and numbers or spocial Charsctom ) -
o Panswords arm case sensitive.

“R’M 5,00V

SmmaUtbc ol | MouMOARMLY | Bisdas | Seciadly

e Enter the password you were provided by ODAR in the old password window

e Enter new password that is at least 7 characters long and includes both letters and
numbers. Confirm your new password by entering it again in the last box. Remember
that 31 your Username and Password are case sensitive

e Your password will expire every 90 days and you will be prompted to change your
password 33 (the page above will appear after you login). 34

e NOTE: You are given three attempts to enter your password. After the third attempt
you will be 35 locked out. If you are locked out of the website, you will need to send an
email to 36 EEAccountinfo@ssa.gov or call 866-691-3061.

6. When you have changed your password after your first login, you may proceed with
sending evidence to ODAR.


mailto:EEAccountInfo@ssa.gov

How to Use Send Response for Individual Case

On the ERE Home Page, under Evidence Submission Services, select Send Response for
Individual Case.

Social Secusity Ouline Electronic Records Express

YOAS b der (22 oty Ermamin ity At i) Quusdinis
EIQ:"oAf Records E: press Home

" 1w Axpress

ytoxs e SR E wdence suumulon Scmcu Builletin Soard
b . Jpdaied 24233201
O NSHT

th)
‘ ; DocumomEuh»go Services Rcaes
FAQ .

0

s nn yl n-

Uses k=bitlion: Communicaton Services 8

Communication Utility: Sand £ Ma
From here you can siso

Moaty your sccount informaton

o T S Td )

For your ooy plonse 100 out nnd cose al
Irarmat Wincoes whan you are Ninished

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

“!

RQID: 000000000000000000014059 SITE: Y28 DR: F

Step 1: Enter the Site Code in the SITE CODE field. It is important that you select the SITE
code from the

barcode sheet provided by ODAR. DO NOT USE A BARCODE PROVIDED FROM
ANOTHER SOURCE WHEN YOU ARE SENDING INFORMATION TO AN ODAR OFFICE
(i.e. Disability Determination Services).

NOTE: When the SITE code is entered the appropriate ODAR office and state will be shown
in the
DESTINATION and STATE field. The DESTINATION field has both ODAR and Disability

Determination Service offices listed. Be sure that an ODAR office is shown in the Destination
field.



Socal Security Oniine

Electronic Records Express
WOAS bl e e sy 205 Maga( Mis Coga £ a0 ( b Mamy

Jokm Des Send Response for individual Case
LagOul ’;‘ Destinaton ang Reguest Informat|on (Step 1 of 3|

Hop Dask 1-806-001-3001

Enter 3 character sile code or seisct Ste code OR  Stwo [Setva
stote and dessnation

Desanation | Seind Destsanon )
Enter the following Information from the SSN

request letier o barcode

R0 (Regues D)
R {(Routing Fakd) ? 0 or pians e BF o o Barcode
DR ' w DR 0F Mo Bvtom

cS
s it

Laoal Loatinee

93  Step 2: From the barcode provided by ODAR, enter the following information in the
94  appropriate fields. (See the figure shown below).
95* Enter the claimant’s Social Security Number.
96* Enter the Request ID information. The Request ID is the document number or

97 serial number which is usually located on the barcode. Be sure to enter the Request
98 ID beginning with the first non-zero number. For example, if the request letter shows
99 RQID as 00000001102400, enter 1102400.

100*  Enter the RF (Routing Field) information shown on the barcode.
101* Enter the DR code information shown on the barcode.
102° Do NOT enter the CS code.
103" Select Continue to go to the next page.
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Socil Security Onlne

Electronic Records Express

www socialse curity.gov
Jotn Dee

{ L._,g rnuu .

|Enter 3 character site code or
| select state and destination:

| Enter the following information
from the request letter or
|barcode:

Elwciromic Records Expross Home

v

vy

User Instruchons
Send Response for Individual Case

"T;-;?\ Destination and Request information (Step 1 of 3}
':Z-:m:' code: >33 OR State VA ;i
Destination | VA - Charlotagulle DDAR [X39] »

SSN
ROD (Requast ID)
RF (Routng Field) ©OpP

2D or oiank D No RF ar No Barcode

DR OF 5 Do DR or No Barcoge

| Cancal |
—

Cortrue |

Do not Enter
the CS code

—> ROlD 000000000000000000013385 SITE: T23 DR:

DOCTYPE: 0001 RF:D CS: SbBﬂ

Step 3: Send Files from your computer

If you have records for the requested claimant in an electronic format, you can send
existing files from your computer to ODAR.

NOTE: File types accepted are: .wpd, .doc, .docx, .jpg, .bomp, .mdi,

Axt, .rtf, xls, .xIsx,

.pdf, .tiff, and .tif. Please refer to the section entitled Naming Your Electronic Claimant
Records on page 18, for more information on acceptable file names.



Attach and upload files to this A masimwm of § Mes can te added asd of fies must 1atal less than SSUE

2 Fie tyses acospied. wad, d0c. docx, 9. Smp, mdl tet, Af w xace pdt, bt st
m.w“.o' Please 02 Net UPSAd 2488 WOrs-froecied fled DeCacae Ney
File 1: | Biowse. .
Document Type: || Salect Document Typa | B

Document Date: [nm/aalyyyy
Notes: I Claar File 1 I
160 hmwacten)

Add Anoter File

wl Prics Page sw«m|

* Select the Browse button to find the file you wish to send to the
®* The Choose file window

Choose file @
M I Ry Compute] x| « g 5~

= ‘: J431% Floppy (A!)
5 e IWS_MNTFS_C (C:)

My Recent e IWS_NTFS_D (D:)

Documents | ) pypjco-Rw Drive (E:)
y [ ; = Removable Disk (F:)
Desktop

My Documents
58
My Computer
Myprlsletwork File name: I j ﬂj
aces
Flesoftype:  |AllFiles 7] ~]  Concel |

KKK

* Locate the file you wish to send and select the file name. This inserts the document’s file
the File name box at the bottom of the Choose file

* Next, select the Open button. The Choose File window will close and the ERE
website will show the file name displayed in the box to the left of the Browser
button. You have successfully attached the name file to the website.

Attach and upload files to this 4 maxenum 0f I Mes can be added and al thes must tole ess Man SOUN
s Fie typea acceples wpd Ooc, docy, pg beg, o bt rtf, xie, xiex, odf, 201 W
r.'pon.g_ Zeanl 4 4 obad cane o il ' 1€ (110 fAB ]
Flb1 Ih wades\meword\ Test doc Browse I
Document Type' |( Select Document Type | |
Document Date: Imnﬂ«.h\"v Yyy
140 st
Add Anathet Fife I
Bt I Pror Page ] Submin ]




Document Tvoe: Select from the dropo down list 2 document tvpe for the document

Attach and upload files to this response: |\

L

Attach and upload files to this @
response; Pase o e -
File 1 I Browse '
Document Type. Mo al Evidence of Rucond (MER) 3]
Treatmernt Source |
87 ehecen
From Date [rmiadryyyy To Date: [mriddiyyyy
= Cloar File 1
1 g e
Add Ancther File
Cancel Prior Page | Submin
Pore 1 il [ 4 Logal btranet L0 . =

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

e You may send additional files (maximum of 8 files for one claimant) by selecting
the Add Another File 116 button and repeating the previous steps. 117

e If you select Prior Page, you will return to the Destination page. 118
NOTE: You will lose all information entered on the page and any file selected.
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Step 4: Verify the Destination and information.
Compare the information in the Destination and request summary box to the ODAR
barcode before submitting a response. If the information does not match, then re-
enter the correct information at Step 1. If the information matches, select the Submit

button.

Socal Security Onime

Electronic Records Express

YOA S ML e (a8 oy
Johe Dos
Log Oul
Hep Dask 1-808-091-3001
Destinabion and request summary:

) ARats and Uplosd Faes (Btep 3 of 3|

I flas co 2 LoD (5 M

Send Response for Individual Case

Desananan AKX < Anchorage ODAR [T1G) SEN 2342340
RO B46725345634245345344 R¥ 4]
oR F cs

B3 Burenury

Attach and upicad fBes 10 this responge.

T

Tuses & 220 3p00L SaneaTrd ruteries e Decamse Sy L2281 b roceeeed

Fin Y Mowas,

Docanmek Tie || Ssi=c Domumere Tyoe | -
Docunart Date — vvonryyy

Notes e Fhe

A AR o

o s 36 D fen S be aies Sng at Pes e e e ther S

poes aocuiet woit S5C Ouc Py it St b aow g, A9V ¢

s — H

If an invalid document was attached you will receive an alert message similar to the
message shown below. Select Try Again to re-enter the correct information.

Socal Security Onime

Ele

S N N T ]

-
=

ctronic Records Express

Send Response for Individual Case

Sutmsasion Fadure (Mo 3 of 3)

Hep Dask: 1-808-601-3001

Your report was NOT successfully ranamitied. NO files were sent.

The foBawsng rotlemis) SCSurred with the flle sctmusson

o 187 I im0 wrpRy S

Oessranon AK - Anchorage ODAR [T1G] SSN 45834520

ROD 66734534346345 R¥ D or blank

DR F [%1°)

Inrp B¢ Modcal Ewdency of Racosd IMERD no¥s
Total file size DOKB

Thank you for using Electronic Records Express

Toy Aghn Bl Miuhet Feaganan are

11



128
129
130
131
132
133
134
135
136
137
138

139
140
141
142
143
144
145
146
147

Electrenic Records Express

Home Questions? How to Contact Us

s#m, Electronic Records Express o
W send Resvonse For Individual Case

Uploading your files
B ==—== s - =)

Please walt

Ploase be patient while your files are uploaded. This process could tabe anywhete hom a few
fow minuates. and depends on your netwoth spead

You should receive a Tracking Information page acknowledging that SSA has received
your transmission. The Tracking Information page indicates the specific filename and
document type of each file that was transmitted.

The Tracking Information page only acknowledges that the transmission has been
received. The transmission must still go through a SSA systems check before being
sent to the electronic folder. You will be notified by email if there are any errors or
problems that prevent SSA from processing your submission.

NOTE: In the unlikely event that you do not receive the Tracking Information page,
you should resubmit the materials.

Socal Security Onime

Electronic Records Express
VOASL L e (R 00 i O B4 L0 (55 e

doba Dos Send Response for Individual Case
Log Onl A~ . . ~e
__ O Tras Ormation (Sep 3 of 3)

Hep Dask 1-808-001-3001
Thank you for your subsmission

Plaasa retain your tracking number in case there are srmors of problema that prevent us from
processing your st J

Response Information

Tracng Number

Date and Timestang

Destmanon

12887 898DF 69002C
05202010 ot 03:55 PM EDT

AK -~ Anchorage ODAR [T1G]

RO B4673634534345346345

DR E

SEN 23423420
RF D or blank

cs

Flle Name

§90K8
1%0Ke

ERE_Homepg

NOTE: Itis recommended that you print or take a screenshot of the Tracking Information
page for documentation. You will not be able to retrieve this information from SSA (including
ODAR) after you exit this page.

Please print screen and import this image into the client’'s medical records as proof of
transaction. Document the release in Account of Disclosure.

If you have evidence to send for another individual, you can select the Send Another
Response link toward the bottom of the Tracking Information page. This will bring you to the

12



webpage to enter information to send medical records for another claimant. Please be sure
to have the ODAR request letter available.
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Logging Out of the ERE Website

When you have completed your file uploads, select Log Out on the left navigation bar of
the ERE website.

Logging out ensures that others may not access the ERE website through your
Username and Password.

Special Considerations When Using the ERE Website

Electronic Records Express Home
FES Visicome .

10 Elwewenic Recorss §xpre

e T— Ewdence Submission Sernces
B e Grisgonee B iy Ades Cise

User b uchons Communicanon Services
Communication Utility- Sand £ 3

Logging Into the ERE Website
The Username and Password are case sensitive.

NOTE: Your ODAR contact will assist you in obtaining a Username and Password.

Be aware that after 3 failed attempts to sign in, your account will be locked. If this
occurs, you may obtain additional online assistance by selecting the ERE email address link.
You may also report problems to your ODAR contact.

Updating Your Email Address

Your email address currently on file with SSA will be displayed on the Home page in the
top left corner.
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Electronic Records Express

| mudnietlty Abhiad netcdiel s

Electronic Records Express Home

- - 108
-
»'-J“I.'.S%euoo Evidence Submission Services mw‘—
U060 S AHagurms B 10QN0sE Cas Updaieg 24 '3"ID'°
Wty Moy
Lag Ovt <3 syt
Documaent Exchange Services B Ges rmatant artees b Edertrarae Bes ot
FAQS 1editu Quaiiveyieg Eaateas saadicdly
— Lo Slalue of Jupimysmers s 1 sy fiwmiticn o <al tod Yes
= : ) 1856 551 051
Uger nsouctions Communication Services

Communicaton Utility Sand £ Ma
From hefe you can also.

a0 your pessaor]

For your feouty, please 109 oul and Cose al
Intormet wintows whim you am finished

273

274 If the emalil address or phone number shown is incorrect, you may change your email
275  address by performing the following steps:

276 1. Select the Modify your account information link.
277 2. Enter your new or correct information in the appropriate field.
278 3. Select the Modify button.
S Svr@ah (riinn Electronic Records Express
Electronic Records Expres
) Modty My Account
Blectronic Necords £xpress
o
As salattah () eSCatin » manlilory Yele
hange Password tous I IDOEVD1D
et Rlu naiunl [nd Dses
Staus Asau
Fost e Ashn
Matde Nana
et Marme T
“eation Trae ) Alusses
Ao Phorm owsang | L]
Cadl PFhote Bt
Fm (2]
Pl (]
Fmary €l wtn [oedives guv
Adamate £
Wity Cotiw
lt\\ Hov s e b d e e S MV . a"‘-qm

279
280 A page is displayed verifying that the account information was successfully modified.
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Social Secuifity Online Electronic Records Express

wWaw . sociatsocurty.gov mnsons? How 1o Contact \Is Search

Electronic Records Express
i Modify Account

Electronic Records
Express Home

The accourd with User [d DOEJONNY was sucorssfsly modfied
Account Maintenance “I
Change Password

Logout

"
% (il
1 SA.gov Brivscy Poboy Asompbilty Policy | Liomng Bolicy | Site Map Halp Benrﬁls.uov

281
282 In addition to a confirmation page, ERE will send a confirmation email to your email
283  address once your change(s) are processed.

284
1‘ Al - > » 5 : )
Skl e Onlon Electronic Records Express
WWW S 0CIN0CLE ity guv Huenme Quastions ¥ How to Contact Us Search
Eloctronic Records i
Euprass Home ~ Ji‘ :L.dff;rg;‘;tcfzr:ords EXPI’OSS

Change Password
Your accoun was succassiuly modified
Logout

285  Changing Your Password

286  Users are required to change their password upon their very first login to the ERE
287  website. Afterward, users will be prompted to change their password every 90 days.
288

289 Naming Your Electronic Claimant Records The ERE website will
290  accept electronic filenames that contain the following characters:

291

292 = Numbers

293 = Letters (uppercase and lowercase)
294 = Backslashes “\”

295 = Underscores “_”

296 = Hyphens or Dashes “-”

297 = Spaces

298
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Other special characters may make your electronic filename invalid, such as:

=  Certain Punctuation Marks (commas, semicolons, parentheses, etc.)
=  Symbols (*, %, <, >, |, etc.)
Please be sure that your electronic records include the acceptable character types shown
above.

NOTE: Please be sure to upload only non-password protected documents.

Timing Out

The website will time out after 30 minutes of inactivity, so you should be ready to enter
information from the records request letter and have files ready to upload. After 2 hours,
the website will log you out and you must reenter 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”:

= Bookmarking the Tracking Information page — Never bookmark pages within the
ERE website. The only bookmark you should use for the ERE website is the
Home page at http://eme.ssa.gov. Please note you cannot bookmark and save a
Tracking Information page.

= Leaving the ERE session unattended for 30 minutes will cause a session timeout.
If you need to do something else please log out and exit your ERE session.

= Once you have submitted documents by selecting the Submit button, you should
not use the Back button, Stop button, or close your Internet browser file until you
receive the Tracking Information page.

= Typing in an incorrect file path for a file saved on your local system. This can
occur if you type in a file name rather than using the Browse button to navigate to
where files are stored on your system and then selecting the files you wish to
attach. You may not receive notification if this type of error occurs. The best way
to avoid this type of error is to use the Browse button to attach your files and then
wait for the Tracking Information page to appear after you have successfully
transmitted your electronic files.

Bookmarking the ERE Website

= Please be sure to bookmark the ERE Home Page only. You should never
bookmark intermediate WebPages within the ERE website. Doing so can cause
problems the next time you try to send files.
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Saving ERE Tracking Information Pages

= You cannot bookmark and save a Tracking Information page. You cannot retrieve
tracking information after exiting the page. If you wish to have a record of the ERE

transaction, we suggest you save your Tracking Information page.

How SSA Communicates Information to ERE Users

SSA will use the Bulletin Board section of the ERE website to alert registered users of
new information, such as any scheduled maintenance or new functionality. You can also
be notified by email prior to any scheduled maintenance by selecting the red envelope
link, Get important information about Electronic Records Express availability.
Select the link and follow the instructions.

Socal Security Onime

Electronic Records Express

VOAS b e L (B ey LI matmatily Al (eaadials
Electronic Records Exprass Home

N 1o 8 " Bapress

*
it Bulletin Soard
Jotm Daeg@sin gov Ewdence Submission Services

Updaied 24232010

ADMOIEW Sand Grsponas e N0 A Case
- Whe 2 Neww
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ERE Electronic File Format Options:
SSA’s ERE website currently supports the following file formats:

wpd .doc txt

pdf Xls Jpg

.bmp Aiff tif

.docx rif .mdi
Xlsx

Access Keys:

This application contains access keys to improve navigation and provide
information. You will find a list of these keys in the table below:
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Button Access Key

Add Another File 2 — 9 (number corresponds to
the file to be added)

Cancel n

Continue c

Edit Summary w

Home h

Log Out I

Print p

Prior Page p

Send Another Response r

Submit S

Submit Additional Files S

Other keyboard commands, hotkeys or access keys will vary based upon the
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. Any

assistive devices that you may be using will also have a list of these
shortcut keys in their Help section.
Note:

1. To use these keys on Windows-based browsers select the Alt button on your
keyboard and the access key simultaneously. On the Mac, use the Ctrl key.

2. Internet Explorer Browser Users Only: In order to trigger the Browse
button on the Electronic Records Express Submission pages you will need to
use the space bar if you are using keyboard access.

Contacts for Additional Assistance

If you need additional assistance, you should contact:

odar.hqg.rep.mail@ssa.gov

Glossary

Acceptable File Type  Types of files that are compatible with a given computer

program or website. The ERE website currently supports the
following type of files:
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.bmp, .doc, .docx, .jpg, .mdi, .pdf, .tif, .tiff, .txt, .rtf, .wpd,
Xls, and .xlIsx.

Barcode A 2-D barcode determines the ultimate destination (paper folder
and/or electronic folder) for the evidence submitted
(uploaded). The 2-D barcode acts as a portable
database to store the following information: SSN, request
ID number, site number (Disability Determination Service
or ODAR), and document type (e.g., MER, CE). The
request ID number (also known as the turnaround
document number or contract number) is SSA’s/ODAR’s
unique transaction tracking number, and when received,
can be used to generate a follow-up in the case
processing system. If a Representative fails to submit
the bar-coded information, the document must be
manually indexed at the ODAR.

.bmp The filename extension for a bitmap file. Bitmap is a common
graphic format used by computers. A graphic or picture
is made up of a number of individual dots (bits) to form
an image. A bitmap is essentially a map of bits (hence
the name). Bitmap files can get very large in size and if
storage space is a factor then it is best to convert the
image into a more compressed format such as .jpg.

.doc The filename extension for a Microsoft Word document file.

Download The process of transferring a file from a remote
computer, server, or webpage to your own computer.
Download is the opposite of upload.

ERE Electronic Records Express, SSA’s secure website to be used
primarily for uploading (sending) electronic medical and
other evidence to be considered in determining disability
eligibility.

eDib Electronic Disability (eDib) is SSA’s endeavor for enhancing the
disability claims process. It is a major Agency initiative
comprised of interdependent projects that are designed to
move all components involved in claims
adjudication/review to an electronic business process
through the use of an electronic disability folder. It
expands
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e-folder

Extract

Jpg

MER

pdf

Internet use, it automates disability intake, provides
electronic access to disability-related information, and
will improve overall efficiency of the disability claims
process.

The electronic disability folder (e-folder or EF) is SSA’s
electronic disability repository of data that will, when eDib
is fully implemented, be accessible by all components
involved in the processing of disability claims. Data that
is housed in the e-folder will come from many different
SSA and ODAR systems as well as from external
sources (e.g., medical Representatives). The e-folder is
not a case processing system. The e-folder will allow
components to share disability case information without
having to move a paper folder between components.

To obtain selected information from a source; an excerpt
of a record.

Jjpg or .jpeg (pronounced “jay-peg”) is a standardized
image compression format named after its developers
(the Joint Photographic Experts Group) that can
compress images to very small file sizes, commonly
used on the Internet due to faster image transfer rates.
JPEG images can contain thousands of colors which
make for the format ideal for compressing images such
as

photographs. The JPEG format can compress images up
to around

10% of their original file size without losing too much
quality (depending on the image used) although the
image will lose its sharpness. JPEG files use both the
Jpg and .jpeg file extensions and can be created in most
popular graphics applications.

Medical evidence of record (MER) is collected from
sources identified by the claimant.

The filename extension for a Portable Document Format
(PDF) file. PDF is a universal file format developed by
Adobe® that preserves all the fonts, formatting, graphics,
and color of any source document, regardless of the
application and platform used to create it. PDF is a
reliable format for electronic document exchange. To
view PDF files
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Secure Website

tif or tiff

Xt

Upload

Xls

you need Adobe Reader® which you can download free
at
http://www.adobe.com/products/acrobat/readstep2.html.

A website that uses encryption and access controls so
that personal information sent via the website is not
susceptible to interception, loss, or alteration.

TIF or TIFF is short for “Tagged Image File Format” and
refers to a type of image format developed by Aldus and
Microsoft that is commonly used within computing. It
was designed primarily for faster data interchange. TIFF
files are basically Bitmap images; they are not restricted
in resolution and can be black and white, grey scale or
full color. Most (if not all) image editing software can
support the TIFF format and TIFF files typically have the
tif or .tiff file extension.

The filename extension for a text file.

The process of transferring a file from a personal
computer to a server. This process makes the file
available to others. Upload is the opposite of
download.

The filename extension for a Word Perfect Document.

The filename extension for a Microsoft Excel file.
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