
(EEO-3) SURVEY 

This document is a guide on how to file online. 

The following are the necessary main steps to file online. 

• Collect employment data 

• Then go to URL provided in survey notification letter. 

• Select the option to “Fill Survey” 

• Certify report once data is entered. 

• When finished, print your form 



EEO-3 Website Home Page 

 This web page provides information  

about filing the current year EEO-3  

Survey. 

 

 
 The EEO-3 Survey Home Page provides  

links to downloadable forms and special  

instructions. 

 

 
 This page also provides links to  

instructions for filing online. 



unions with less than 100 members 

 YOU ARE A UNION WITH LESS  
THAN 100 MEMBERS COMPLETE  
SECTION  A THROUGH E. 

 

 Please fax or email the reporting center 
to update your status. 

 
 
 Click on Contact Us link to get  

reporting center details. 



Login Page 

 Survey participants will use their  

Union’s Login ID (your Control  

Number) and a Password to gain access  

of EEO-3 Online Filing System. 

 

 
 The Login ID and Password will be  

included in each Union’s survey  

notification letter. 



After login 

 This screen appears after login. Please  

read the conditions/rule and click ‘Accept’  

to continue. 



Provide the Email Id after first 
login 

 Please enter the valid email id and 

click submit. 



EEO3 Menu 

 These are the menus options available after 
login. 

 Fill survey - To fill online survey for the  
current year. 

 

 

 

Profile  - Edit profile to edit  Union profile. 

- Reset Password 

- Update Email to update contact  
email id. 

 Past Reports - To view previous year reports in  
PDF. 

 Download Form - Download link for EEO-3  
Form, if you opt to fill survey by paper form. 

 VIEW/PRINT DATA - To print current year  
data. This opens in PDF. You can save PDF for  
your records. 

 Help - Download link for EEO-3 Instruction  
Booklet. 



Online Filing 
EEOC race and ethnicity categories 

 PART A: 

Make sure address is correct.  

Enter mandatory fields. (3,4,5) 

 PART B: 

Answers  in PART B determines if  you have to complete 
Schedule I section in next page or not. 

If you answer “Yes” to Part B, Item 1 and “Yes” to any one  
f three questions in Part B, Item 2, of the report, you must  
complete EEO-3 Schedule I. Otherwise Complete Part 
C.  IDENTIFICATION AND SIGNATURE in next page. 

 Click on Continue to go to EEO-3 FORM Page 2 

(IDENTIFICATION AND SIGNATURE, Schedule I. ). 

For online filing, Click on Fill Survey which 

opens EEO-3 FORM Page 1. 



Part E. IDENTIFICATION AND SIGNATURE, SCHEDULE I 

EEOC race and ethnicity categories 
If you answered “Yes” to Part B, Item 1 and “Yes” to any one of three questions in Part B, Item 2, of the report, you must complete EEO-3 Schedule I.  

Otherwise Complete  Part E.  IDENTIFICATION AND SIGNATURE 

 Note: Total in Column O are auto calculated and read-only. Do not try to edit these fields. 

 SCHEDULE I 

 If you answered “Yes” to Part B, Item 1 and “Yes” to any one of three questions in Part B,  

Item 2, of the report, you must complete EEO-3 Schedule I. 

 (a) Item 1 and 2 - Method of identification and Statistics: The schedule requires  information 

by race/ethnic group and by sex, for: (a) union members; and (b) persons  referred for jobs. 

It also asks information about applicants for membership and applicants  for referral. It is 

recognized that under a variety of referral arrangements in existence  throughout the United 

States, as in the case where referral for employment is requested or  made by telephone, it 

may be difficult for the referral union to compile the data requested  on individuals. However, 

even in such circumstances, this is not to be considered to be  impossible; and within the 

particular framework of its own operation, the referral union will  be expected to establish 

and maintain a recordkeeping system that will enable it to report,  for the 2-month period, the 

information called for in Item 2b. In many instances, a daily tally  of the race/ethnic 

identification and sex of persons referred will be sufficient. In other cases,  individual records 

may be made through self identification procedures as suggested in  Section 4 of these 

instructions. 

 (b) Item 1 - Method of Identification: Check the applicable boxes to indicate how  

race/ethnic group identification was made in completing Item 2. 

 (c)  Item  2  -  Statistics:  All  entries are  for Total  Both Sexes,  and by  sex and race/ethnic 

group. ---Membership in Referral Unit. 

Enter in Item 2a(1) the members in the referral unit. Enter in Item 2a(2) the number of  

applicants for membership during the preceding year. ---Referrals During 2-Month Period  The 

2-Month period referred to may be selected from any time between August 1 and  November 

30 of the survey year, such as September 1 to October 31 for example. For each  column: 

Enter in Item 2b(1) the number of individual persons referred to a job during the 2-  Month 

period. Enter in Item 2b(2) the number of referrals the persons in Item 2b(1) were sent  out 

during the 2- month period. If a member is sent out (referred) 

more than one time during the 2-month period, the total number of these referrals must be  

included in this item. Enter in Item 2b(3) the number of persons who were applicants for  

referral during the 2-month period. 

 (d) Item 3 - Period Used For Referral Date: Enter the actual dates of the 2-month period  

used to prepare your records. 

 Click on ‘Save and Quit’ if you are not sure of data and would like to save what you have  

entered and continue later. You will still be considered as ‘Non-Respondent’ at this stage. 

 Click on ‘Save and Certify’ if you are done with entering data and would like  preview and 



CERTIFY DATA 

Screen to certify your data 

 Click on ‘Select’ button to select date. 

 Enter Phone and name/title of authorized official. 

 Check the checkbox – Signature. 

 Click on ‘SAVE AND CERTIFY’ to certify data. 

 Once you certify your data, you are done with current  

year filing and will be considered as ‘Respondent’. 

 You have the option to edit your data before survey  

closure as long as you certify data again. 

 Any time you edit data and don’t certify it again, you  

will be considered as ‘Non –Respondent’. 



Print or Save your data for your  
records 

 You have a chance to print or save data for your records.. 

 

 
 Click on ‘PRINT’ to print or save your data. Link opens in  

PDF. 

 

 
 If  have certified, you are done with current year  filing. 

 

 
 In case you wish edit your data, Click on ‘BACK TO  

SURVEY. 

 

 
 If you have not certified your data, Click on ‘CLICK  

HERE TO CERTIFY DATA’ 



Print/View DATA 

 To print or view current year data anytime  click on 

‘PRINT/VIEW DATA’. 

 

 
 If you have not filled current year yet, message ’ Control  

Number has no data for current year. ‘ will be displayed. 

 

 
 To view previous year reports, click on ‘Past Reports’. 



The End of Presentation 

 We hope that you found this series of slides helpful in understanding the work flow for the  

EEO-3 Online Filing System. 

 
 

 If you have any questions, please contact the reporting center via the information in the  

Notification Letter or via the Contacts link on the left hand side of the home page. 

 
 

 Don’t forget to print a copy of your completed work. 


