Initiating a Request

For Initiators Only

Obtain Applicant Information

You will need the following information
to initiate a request for an applicant:

Initiate a Request for the Applicant

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

Social Security Number (SSN)
Full Name

Date of Birth (DOB)

Place of Birth (POB)

Standard Form (SF) to complete

Department of Technalogy (ID:1648)

Welcome to e-QIP
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Note: From the My e-QIP, Welcome orment ot Tcton (168
to e-QIP page, you may also select
the Initiate Request quick link to go
directly to the Initiate Request

screen.

Wekame 0 £.0P 30

2. On the Request Overview screen, eparimant o echnsogs e
select Initiate

My Active Request Initiation:

] e ] =]

RequestD  Appicant o
0P CISIS 1 SFBS [1995.08]

n 0
ange Dats Hov O7, 2011 07.05.30 P

Cancel Raquest || Edit¥iewAUS | Esit Comments Frint Applicant Data

3. Select Initiate Request in the side Deparoment of Technaiogy (01648
navigation bar

I™ appicant does not have a U.S. Social Securty Number.

ISP/ Form
”

Continue
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4. Type the applicant’'s SSN into the
Social Security Number field

Note: Double-check the SSN to
make sure it is entered correctly.
Once you submit the request, you
cannot edit the SSN.

5. If an applicant does not have an
SSN, select the checkbox for
“‘Applicant does not have a U.S.
Social Security Number.”

Important! For applicants without an
SSN, you must send them the
Request ID so they can log in.

6. Select the Standard Form the
applicant must complete in the
ISP/Form drop-down list box

7. Select a group in the Applicant
Group drop-down list box

Note: The group determines which
Reviewers and Approvers will
process the form after the Applicant
submits it to the agency.

8. Select Continue

9. If the applicant is already in the
system, the Initiate a Request
screen is displayed along with the
applicant’s existing demographic
information. Validate the information.
If anything needs to be changed,
contact your agency’s e-QIP User
Administrator

10.0nce you have validated the
applicant’s demographic information,
proceed to the Validate Need section
below

Request Iniiating andior managing requests to include BSSIGAMENt, review/approval

Department of Technology (ID:1648) e

I | Appicant does not have & U.S. Socisl Securty Number.

TP Torm
¥] Aper

”

Department of Technology (ID:1648)

Request

SON Testing OPM (ID:11)

s for Applicant

plicant Group Contractors (1D:2057

Select | - Case Type - ] 0R-| - AUB Tempiste - [w]

change information an the previous page, click *Go Back "
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11.1f the applicant is not currently in the
system, the Initiate a Request
screen is displayed with blank data
fields

12.Type the applicant’s full name into
the fields provided

Pay special attention to Last
Name and First Name as these
are often switched

Use proper capitalization

If the applicant has no middle
name, leave the field blank.
Select No Middle Name from the
drop-down list to the right of the
Middle Name field

13.Type in the applicant’'s Email
Address if known

Note: e-QIP does not utilize
automatic email notifications at this
time.

Request

Request Info
1P / Ferm ISP Testing OPM CFIS (-1} / SF88 [2010-12] Acglicant Group Defaul (D:11)
Validate Need
Seiect | - Case Type - %] 0r - [~ AuB Tempiste - ~]
Initiste Request nifiste Request snd Validate Necd GoBaxr

Department of Technology (ID:1648)

Regquest Inffating andior managing requests to include assignment, review/approval, atiachments and release to the next higher agency or IS

n
o 324432276

quest Info
P | Form ISP Testing OPM CFIS (ID:1) / SF88 [2010-12] Aspiicant Group Defaull (D:11)

] 0r - [~ AuB Tempiste - ¥

f
Department of Technology (ID:1648) Ll
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14.Select the applicant’s Date of Birth

¢
Department of Technology (ID:1648)

15.Type in the applicant’s Place of
B | rt h Rfuuesl

a. Type in the City

b. Type in the County if known

c. If the applicant was born in the
U.S., select the State

d. If the applicant was born in a
country other than the United
States, type in the Country. e e e een sevttor
Otherwise, leave blank

Seiect | - Case Type - %] 0r - [~ AuB Tempiste - ~]

Initiste Request nifiste Request snd Validate Necd GoBaxr

16.Add additional instructions in the
Instructions for Applicant field.
Include:

Department of Technelogy (ID:1648)

Request Inifiafing andicr managing requesis to include assignment, review/spproval

e Where to mail the signature
pages

e Applicant’s deadline for
completing the form

e Your contact information

Note: Instructions display for
applicants in e-QIP after they
successfully log in. They also print
on the archival copy.

fo
5P Testing OPM CFIS (D-1) / SF88 [2110-12] Applicant Group Default (D-11)

Seiect| - Case Type - w]-0r [~ AU Tempiste - v
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17.When you are ready to initiate the
request, and depending on your
agency’s requirements, you may
either:

¢ Initiate the request without
validating the need by selecting
Initiate Request or

¢ Initiate the request and validate
the need by selecting a Case
Type or AUB Template from the
appropriate drop-down list box,
and then selecting Initiate
Request and Validate Need

Note: The Validate Need feature can
be turned on and off by the agency
administrator. The default selection
is on.

Validate Need

With the Validate Need feature, e-QIP
checks the Central Verification System
(CVS) to see if an investigation exists
that could meet or exceed your agency’s
need. e-QIP displays the results of the
search on the Validate Need page.

Although no specific Security and
Suitability Investigations Index (SllI)
information will be available in e-QIP via
CVS, a green or yellow indicator will
display indicating whether or not an
investigation exists that meets or
exceeds the level of investigation of the
current request.

Request

ISP | Forrm 1SP Testing OPM CFIS (D-1) / SFB8 [2010-12]  Apslicant Grous

Defaul (D:11)

|-m date Need

Seiect | - Case Type -

<] o[ Aus Tempisi - =

==

nifiste Request snd Validats Need

Jees

Department of Technology (ID:1648)

Department of Technology (ID:1648)

Request Detail

Validste Need

Latest Validate Need Search Resuits

Use this section to manage information pertaining to requests

Attachments | Comments

Sep 15, 2012 82621 P
30
SFE6

Adnowledge Validate Need Result

1199707

ISP Testing OPM CFIS / SF86
[2010-12)
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Three types of indicators may be
displayed for the request:

A green indicator means that no
investigations exist in CVS that
closed within 5 years and meet or
exceed the level of investigation
required. You can simply continue
initiating the request. If you feel that
CVS may contain a record for your
subject, contact the Telephone
Liaison Group at (724) 794-5228 for
assistance.

A yellow indicator means that an
investigation exists in CVS that was
closed within 5 years and meets or
exceeds the level of investigation
required. Check CVS or consult with
your security office before
proceeding.

A gray indicator is displayed if no
validate need check was conducted
within e-QIP.

To validate need, first select either a
Case Type or an AUB Template
from the appropriate drop-down list
box on the Initiate a Request
screen

Note: If you select a Case Type, e-
QIP will search CVS for an
investigation that closed within 5
years that is equal to or greater than
the level of investigation you
selected. If you select an AUB
Template, e-QIP will use the case
type in the AUB template as the case
type for which it is validating need.

Select the Initiate Request and
Validate Need button

Indicator Meaning

Green and yellow codes returned from CVS, not
yet confirmed by agency user.

n.

Green and yellow codes returned from CVS,
confirmed by agency user.

Green and yellow codes returned from CVS, now
invalid based on current request information. This
will show when Case Type or a piece of applicant
information has change since the last Validate
Need Search was conducted.

Grey shows when the request has never had a
Validate Need search conducted on it.

Department of Technology (ID:1648)

hation of for.

Asplicant Group Default (D:11)

Symbols in the flag indicate whether the validate need
search was “acknowledged” by an agency user or
whether the case type may have changed throughout the
life of the e-QIP request, rendering the original results of
the validate need search invalid.

5] o8- [~ A Tt~ ™

T T
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3. Note the indicator and take
appropriate action based on the
search results and your research:

a. If aninvestigation exists that
meets your agency’s needs and
you wish to cancel the request,
select Cancel Request. You
have completed the procedure

b. If you wish to continue with the
request, select Acknowledge
Validate Need Result and
continue below

A checkmark displays in the indicator to
show you have acknowledged the
validate need results. Continue to the
Add Agency Use Block Data section
below.

Department of Technology (ID:1648)

Latest Validate Need Search Resuits

ults based on a check of OPM's Central
jery DOD's JPAS system

tch; if you feelthat CVS shoukd contain a
iephone Lisison at 724-794-5228 for assistance

1199707 24432276
Graham, Thomas (~) (ID:236416 wison
SON Testing OPM (D:11) sene77
Sep 15,2012 8:26:21 P ™
')
sfes

Valigste Nees Adnowledge Validate Need Result Cancel Request

ISP Testing OPM CFIS / SF86
[2010-12)

SON Testng OPM (D:11

9995

Vaiidate Need

September 15, 2012
Not Acknowledged
Applic: ation

Wison, Edward (NN

Date of 8
0510611977

Department of Technology (ID:1648)

Green

ADO1 - Here are your Vaidate Need search results based on a check of OPM's Central
Verification System Note: This search did not query DOD's JPAS system

= tch; if you feel that CVS shoukd contain 8

' hone Liaison at 724-784-5228 for assistance

124432276
Graham, Thomas (~) (ID:236416) Wison
SON Testing OPM (D:11) SIB1S7;
Sep 15,2012 8:26:21 P

0
SFE6

Validste Need Adnowledge Validate Need Result Cancel Request

1

ISP Testing OPM CFIS / SF85
[2010-12)

SON Testng
Infiated
Appicat
9998

Validate Need

September 15, 2012
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Add Agency Use Block Data

1. Select AUB in the sub-navigation bar
to navigate to the Agency Use
Block (AUB) screen

The Errors section shown on this page
indicates the AUB fields that must be
completed before the request is
released from the agency.

The Request ID is also generated and is
provided in the Request Information
section on the right side of the screen.

2. Do you have templates available in
the Agency Use Block - Template
drop-down list?

a. If Yes:

i. Select a template from the
drop-down list

ii. Select Use Selected Template
b. If No, go to Step 2 below

Note: Templates will be available to
your agency only if the Agency
Administrator has created them. If
you do not have any applicable
templates, you'll need to enter data
in all the fields. See Step 2.

Department of Technology (ID:1648)

Request Detail

Use Selected Tamplate.

Errors

» Provide a respanse for A) Type of investigation Case Type cate.
 Provide 8 responss for A) Type of ivestgston Service code.

» Provide a response for C) Sensitvity kevel Code.

® Provide a response for D) Access/Eligibiity Code.

» Provide a response for ) Position tte

® Provide a response for J) Submitting Office Number.

= Provide a response for K) Location of offcal personnal folder Location
 Provide a response for M) Location of securty folder Location.

» Provice a response for S) lnvestigatie requirement Type.

» Pravide a response for T) Requesting offical Hame.

 Provide a response for T) Requesting official Teiephane: Numiser
® Provide a response for /) Applicant affiliation Type.

Agency Use Block for ISP Testing OPM CFIS (ID:1) / Form SF86 [2010-12]

Request Information
1199707

5P 7 Fo
5P Testing OPM CFIS / 5788
[2010-12)

Dallas, TX

Department of Technelogy (ID:1648)

Use this section to manage information peraining to requests

Request Detail

Summary  Validate Need [INJ| Attschments  Comments

- Clear AUB Cor

Use Seizcteq Tamplais.

sponse for A) Type of investigation Case Type code.
se i

® Provide a response for K) Locatior
* Provide a response for M) Location of securky folder Location
® Provide a response for ) Investgative requirement Type.

» Provide a response for T) Requesting officil Hame.

® Provioe a response for T) Requesting offcal Tekphone Numiber.
» Provide a response for V) Appicant affiiation Type.

n of official personnel folder Location

Request Information
1199707
P/ Fos
5P Testing OPM CFIS / SF85

R010-12)

tiating Agenc,
SON Testing OPM (0:11)
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3. Add or edit data in at least each of
the AUB fields listed in the Errors
message box

4. Complete additional fields as
appropriate for your agency

5. Select Save AUB

Note: If you validate need using an AUB
template, e-QIP will pre-fill the AUB
fields based on the template. Double-
check the fields and make changes as
needed. If you do make changes, select
Save AUB to save them.

The AUB data is saved. Make sure you
tell the applicant to log into e-QIP and
complete the form.

Errors
o Provide a response for A) Type of investigation Case Type code.
o Provide a response for A) Type of investigation Service code.
« Provide a response for C) Senstivty level Code.
« Provde a response for D) Access/Eighbity Code.
o Provide a response for ) Postton ttie
o Provide a response for J) Submiting Office Number.
o Provide a response for K) Location of officil personnei fokder Location
« Provide a response for M) Location of securty fokler Location
o Provie a response for S) nvestgative requrement Type.
« Provide a response for T) Requesting officia! Name.
 Provide 8 response for T) Requesting official Teleghone Number.
o Prove s response for V) Applcant affiation Type

Agency Use Block for ISP Testing OPM CFIS (ID:1) / Form SF86 [2010-12]
co Y- WHEN THE O

W 7C codes
B Type of investigation  Case Type )
Servicn =
1 Extra coverage/Advance results o I

w]comeu s ace
[¥Jcomment

I oste of sction O]

[0 Position code vl

Bl osition e

[ submitting Office Number (SON)

I Location of offiiat personne folder =

Other Location (if "Other” selected)

September 15, 2012
Acknowledged

Defaut

Neme
oo i
[ Accounting data andior Agency case number
B investigative requirement ]
I Requesting otmcial e
Tite
Emall agaress
Telephene e
Secondary requesting official Name
Tt
Email sooress
Telashane .
I Applicant affiliation I~

] GeplormentCs (Do not provide deployment data f Classified or Sensitive information)
New Record

From [e]s[ [l v

" el =

Point af Contact at Lazstien

Frore
Svest Acares i/ uty Losaton
s = 2p Coce

ey )
Agd A Blank DeploymentPLS Entry

Il Commerciat and Government Entity (CAGE)  Cove S—

[l Agency Special Instructions for the Investigative Service Provider

Department of Technology (ID:1648)

Request

Use Selectes Templste

Messages
® 0P updated the Agency Use Block for request D ™1198707" with content from Agency Use Block tempiate "2010 86 Test
Template*

\Semitve[s]compuA0P [~

Elgibilty  Code [3- Top Sezet w]comment
I tature of action code @ osteorection | B
I Geograpic location
EJ Fosition code Tl

0 ros

Submiting Ofice Number (SOW) (170G

8 Location of official personne folder [ ona  Tha Pamon s ever Beer & Federsl Empiores |

Other Location (if “Other selected)

Request Information

1199707

5P Testing OPM CFIS /5785
2010-12]

SON Testing OPM (D:11)

niated, Untouched by
Applicant (UTCH)

9999

Validate Need
September 15, 2012
Ml <cirovesoes
Applicant Information

324432276

Full Name
Wison, Edward (NWN)
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