For Approvers Only
Locate the Request: Assigned to Me

1. Navigate to the Request Overview
screen by selecting Request in the
top navigation bar

Note: From the My e-QIP page, you
may also select the Approve Next
quick link to go directly to the next
request awaiting approval.

By default, the Request Overview page
displays all requests assigned to you.

2. Select the radio button next to the
request you wish to review and
select Review Request

3. Continue with the Review the
Request section below

Locate the Request: Unassigned

1. Navigate to the Request Overview
page by selecting Request in the top
navigation bar
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2. Select Reviewed Awaiting
Approval in the drop-down list box
at the top of the page

3. Click the Go button

4. Select the radio button to the left of
the request you wish to approve

5. Select Review Request

Note: Taking this action
automatically assigns the request to
the approver and displays the
Review screen.

Continue with the Review the Request
section below.

Review the Request

1. Verify the information is on the
correct applicant by reviewing the
Applicant Information on the right
side of the screen
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e-QIP

2. Inthe Links section, choose the
format in which you would like to
view the request:

Department of Technology (ID:1648)

e Compact Copy is the validated
form, but in a format that is easier
to review than the Archival Copy.
It opens in a separate Internet
browser window for review

OPM CIS/S | SFBS [1985-08]

e Review Copy is the Display
version the applicant viewed prior
to validating his/her responses. It
also opens a separate Internet
browser window

e Archival Copy is the official
version which displays in .PDF
format

Note: You may wish to create a
secure folder for each applicant
and save the Archival Copy along
with the scanned attachments so
the applicant information is in one
place.
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Approving a Request

3. Select the Compact Copy [Web
Page] link

The form appears in a separate
Internet browser window.

4. Review the request to be sure it
contains:

e Correct, complete, and current
information, with details provided
where applicable

e Street addresses, for all required

addresses — no PO Boxes

Zip codes for each activity

No time gaps

Applicant’s signature

Completed agency use items

5. When finished, close the Compact
Copy by clicking the window’s Close
button
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orm: Questionnaire for on-Sensitive Positions (SFB5 Format)
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1 Sections 1-6: Your Idendifying Information

First: Sean lsgie: (HUN)  Suffc

Vear 11111960

lountain  County. Dickinson  State: M1 Country
icable  (No Enry Provided

1 Section 7: Citizenship

(a) Citizenshi Status | am a U.S. citizen or national by birth in the U.5. or U.5. territory/possession. (Answer items b and d)

e esr ~i~1~
@ enship Not Applicable (N Entry Provided!

Countrylies) of Ciizenshi (N Entry Provided

1 Section & Where You Have Lived

1. Daies of Aciwity From (lanin/Y ear): 06/1980 o (Hlani/Vear): Present
Addreas
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Reject the Request Back to the
Applicant or Child Agency

Department of Technology (ID:1648)

If information is incorrect or missing,
you’ll need to reject the request back to
the applicant or child agency.

1. Onthe Review tab, type appropriate
comments into the appropriate
comments text box

e Use Reject to Applicant
Comments when rejecting back
to the applicant. These Moiidiaheas
comments will display when the
applicant logs into e-QIP

e Use Agency Comments when
rejecting back to the child
agency. These comments will
display on the Review tab for the
request

2. Select Save Changes
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Approving a Request

3.

If rejecting back to the applicant,
generate a rejection letter by clicking
the Rejection Letter [Web Page]
link. Copy and paste the letter into a
Word document or email. (See the
job aid Sending a Rejection Letter for
more information.)

Click the appropriate button to reject
the request:

e Click Reject to Applicant to
send the request back to the
applicant

e Click Reject to Child Agency to
send the request back to the
submitting agency

Note: The Reject to Child Agency
button only displays if the request
came from a child agency.

If rejecting back to the applicant, tell
the applicant to re-access e-QIP,
make the required corrections,
answer the Yes/No questions again
and print, sign, and reattach/upload
new release pages
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e-QIP

Approving a Request

Add and Verify Attachments

1. Select Attachments in the Request
Detail navigation bar

2. Add applicable attachments (see the
job aid Working with Attachments)

For each attachment, verify the
document is correct and legible.

3. Select the View link for the
document you want to verify

4. Select Open in the File Download
dialog box
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Review Request
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expectsd attachments.

Currently Attached Files
#  Typs Attachment Details uetnos

OPH CIS/S / 5FES [1995-09]

111160

Romatay

File Download

Do you want to open or save this file?

Type: TIF Image

From: e-giptraining. opm.gow

= ] Mame: ...ent_Request ID_72226_attachment_ID_S354.LF

Geen ] |

Save ]| Cancel |

9
b
b zave thiz file. What's the risk?

While fileg from the Internet can be useful, some files can potentially
harm your computer. |f you do not trust the source, do not open ar
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e-QIP

5. The attachment opens in your
default picture viewer. Validate that
the attachment matches the request
form, was signed and dated, and is
legible

6. Select the viewer's Close button to
return to e-QIP.

Handle Fingerprints

Department of Technology (ID:1648)

1. On the Attachments Menu, select
the Fingerprint Submission Data
radio button
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Approving a Request

2. Select the appropriate option from
the Submission Type drop-down list

Note: If fingerprints are Agency
Conducted, scan and upload the
results. Choose ACN from the
Document Type drop-down list
when uploading.

3. Select the appropriate option from
the Method of Transmission
drop-down list

4. Click Save Fingerprint Information

Save the Request to Continue Later

1. Select the Comments button

2. Type comments as needed into the
Internal Agency Comments field

3. Click Save Comments

Comments are saved. The request
remains assigned to the current
approver and in the Reviewed
Awaiting Agency Approval status.
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Approving a Request

Release the Request to the
Investigation Service Provider (ISP)

1. Validate that all:

a. Required Agency Use Block
(AUB) information has been
completed

b. Appropriate documents have
been attached

2. Select the Review button in the

Request Detail navigation bar

3. Select Release from this Agency

The request is forwarded to the
Investigation Service Provider (ISP).
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