ENTERING A SOCIAL SECURITY NUMBER (SSN) OR PSEUDO ASSIGNED NUMBER


A SSN is provided by the U.S. Government and is unique to each individual. A Pseudo assigned number is created only if a learner has no SSN.
Policy: A learner must report a valid and accurate SSN.

Exception #1: No SSN Provided: If No SSN has been included by program staff on the hard copy form, assign a temporary number as follows:

1. Always enter 9 for the first digit.

2. Enter the Provider Code for the next four digits.

3. Enter 0001 as the final four digits for the first learner entered, then 0002 for the next learner, and so on.

Policy: A provider must maintain a central log of assigned temporary numbers. Do not use the same number for different individuals.
Note: For DLLR-Correctional Education (DLLR-CE) programs with assigned Division of Corrections (DOC) numbers, enter 9 + DOC number + 0’s to fill the 9 spaces in the field. (Local detention center programs are not DLLR-CE programs and their learners cannot have an assigned SSN using the DOC format.)
