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Completing Security Awareness Training
 Security Awareness Training will be completed in conjunction 

with the APOR

 All EN staff will be required to review, sign and submit the 
SSA-222 and/or Addendum forms by Friday, February 28, 
2020

 Completed addendums will be signed electronically and 
submitted to 
SecurityAwarenessTraining222@yourtickettowork.ssa.gov

mailto:SecurityAwarenessTraining222@yourtickettowork.ssa.gov
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The Forms
 There are 2 forms:

• Form SSA-222: Security Awareness - Contractor Personnel 
Security Certification

• Form 222: Security Awareness Addendum

 All individuals must complete Form SSA-222 in ink 

• All EN staff must complete a SSA-222 regardless of system 
access

• All completed SSA-222s must be kept on file at the EN 
office location

 Only the Signatory Authority OR  the Suitability Contact must 
complete the Security Awareness Addendum electronically
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Completing the Addendum
 The Signatory Authority or Suitability Contact must complete 

the addendum

• ALL EN Staff names must be included on the form, 
including the individual completing the form

• If you have more than 8 individuals at your EN, you must 
submit multiple copies of the form

• You must electronically sign each Addendum you submit
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Locating Form SSA-222 and 
The 222 Addendum
 Go to YourTicketToWork.ssa.gov

 Choose Resources from the top 
menu

 Choose Forms  on the left hand side 
of the screen

 The SSA-222 form and the 
addendum are located under the 
Maintenance  heading 

https://yourtickettowork.ssa.gov/
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Completing the SSA-222 Addendum
 To expedite the process, TPM will be collecting the SSA-222 

Addendum using electronic signatures

• The date on the SSA-222s on file must match the dates 
listed on the SSA-222 Addendum for each employee

 In order to electronically sign the Addendum, download the 
most recent version of Adobe Reader (free) available at 
https://get.adobe.com/reader/

 The Signatory Authority or Suitability Contact must sign the 
SSA-222 Addendum and be sure to list all employees in the 
top portion of the form (including the individual signing the 
form)

 The addendum must be signed and submitted by February 
28

https://get.adobe.com/reader/
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Electronically Signing PDFs (1 of 13)

 After opening and completing the PDF in Adobe Acrobat Reader, ensure that 
the PDF is saved to your computer

• TPM recommends saving it to My Documents or another easy-to-locate 
location

 When you’re ready to sign the document, scroll to the bottom of the saved 
document and click the Signature line
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Electronically Signing PDFs (2 of 13)

 If you have previously used the computer to electronically sign a PDF, you may 
be prompted to use a previously created signature

 Otherwise, you will be prompted to configure a new Digital ID in order to 
electronically sign the document

• Click Configure Digital ID
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Electronically Signing PDFs (3 of 13)

 Next, select Create a new Digital ID  

and click Continue
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Electronically Signing PDFs (4 of 13)

 On this screen, select Save to File  

and click Continue
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Electronically Signing PDFs (5 of 13)

 Fill in the following information:

• Full Name

• Organization Name (use the 
name of your EN)

• Ensure that the Country/Region 
is listed as US – United States

• Verify that the Key Algorithm is 
2048-bit RSA

• For the Use Digital ID field, 
ensure that Digital Signatures is 
selected from the drop-down
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Electronically Signing PDFs (6 of 13)

 By default, the Digital ID file will 
save to your desktop
• This can either be left as is, or 

you can choose a location where 
you store your files

• This file will allow you to 
digitally sign other documents in 
the future without having to 
follow this process again

 Ensure that you create a password 
for the Digital ID, which will encrypt 
your signature file
• You will need to remember this 

password to sign the document
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Electronically Signing PDFs (7 of 13)

 Select the Create button in the top 
right hand corner to customize the 
appearance of your electronic 
signature

 If you do not wish to “draw” a 
signature, you can enter the 
password created on the previous 
page and click Sign (continue to 
slide 20 and follow the rest of the 
directions, as clicking sign is NOT 

the last step)
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Electronically Signing PDFs (8 of 13)

 Select the Draw button from the 
top of the screen
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Electronically Signing PDFs (9 of 13)

 Use your mouse to “draw” your 
signature

 Hold the mouse button and move 
the cursor to draw

• Release the mouse button to 
stop drawing and move the 
cursor as necessary

• If you make a mistake, use the 
Clear button in the bottom left 
hand corner to retry

• Once you’re happy with the 
signature appearance, click 
Apply
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Electronically Signing PDFs (10 of 13)

 Verify the appearance of your 
electronic signature

 If you want to modify the 
signature’s appearance, select Click 
here to Draw beneath the 
signature pane

 Once you’re satisfied with 
everything, click Save
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Electronically Signing PDFs (11 of 13)

 You’ve now saved an electronic 
signature file with a custom 
appearance

• This will be saved on your 
computer for future use

• As long as you use the same 
computer, you won’t have to 
perform these steps to sign PDF 
documents in the future

 Type in the password you 
previously created in the bottom 
left-hand corner and click Sign
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Electronically Signing PDFs (12 of 13)

 When you sign an electronic 
document, it will prompt you to 
save it as a new file

 Append “signed” to the end of 
the document file name to 
indicate that it is the signed 
version of the document

 This will ensure that the version 
that you email is the signed 
version of the document
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Electronically Signing PDFs (13 of 13)
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Opening the PDF in a Web Browser
 Many modern web browsers (including Internet Explorer, 

Firefox and Chrome) attempt to open all PDFs in your 
browser

 The web browser PDF viewer will not allow you to 
electronically sign a document

 You must save the file to your documents, desktop, or some 
other easy-to-locate location on your computer and then 
open the file directly from that location

• Step 1: Save the document

• Step 2: Navigate to the document on your computer

• Step 3: Open the PDF in Adobe Acrobat
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Step 1: Saving the Document (Chrome/Firefox)
 In Chrome or Firefox, right click the PDF link from the forms page on 

yourtickettowork.ssa.gov

 Click Save link as…

 Select an easy-to-find location to save the document (such as Documents  or 
Desktop)

https://yourtickettowork.ssa.gov/
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Step 1: Saving the Document (Internet Explorer)
 In Internet Explorer, right click the PDF link from the forms page on 

yourtickettowork.ssa.gov

 Click Save target as…

 Select an easy-to-find location to save the document (such as Documents or 
Desktop)

https://yourtickettowork.ssa.gov/
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Step 2: Navigate to the Document on Your Computer
 Your browser will display a confirmation that the file has been saved. Don’t click 

the file from this prompt.

 You must navigate to the file on your computer and open it directly. Do not open 
the file from the web browser.

 If you saved it to the desktop, minimize all windows and locate the file on the 
desktop. If you saved it to your documents folder, open up the documents 
folder.
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Step 3: Open the PDF in Adobe Acrobat
 By default, when installing Adobe Acrobat, it 

will “associate” PDF files with Acrobat. This 
means that double clicking a file should open it 
in Adobe

 However, your organization IT Department may 
have configured your computer in a non-
standard way

 For Windows machines, to guarantee that the 
file opens in Adobe:

• Right click the file

• Click Open with

• Click Adobe Acrobat (the specific version of 
Adobe Acrobat may vary)
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Submitting the Unsigned Form
 When you sign the PDF form, Adobe Acrobat will prompt you 

to save the signed file to a new location

 For example, if your file is called “ACME EN Security 
Awareness Addendum.pdf”, when you sign it, you will be 
prompted to save it as a NEW file

• TPM recommends that you add the word SIGNED to this 
file name to make it easier to locate the signed version
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Attempting to Electronically Sign Form SSA-222
 Form SSA-222 must be printed, signed in ink, and kept on file at your 

organization

 The SSA-222 Addendum must be electronically signed

• The individual signing the form should also be listed in the list of names at 
the top of the form

• The individual signing the form should be either the Signatory Authority or 
the Suitability Contact
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Signed Documents are not Automatically Submitted
 Signing the document does not automatically submit the document to Social 

Security

 After signing the addendum, you must submit the signed addendum(s) as an 
email attachment to SecurityAwarenessTraining222@yourtickettowork.ssa.gov

mailto:SecurityAwarenessTraining222@yourtickettowork.ssa.gov
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