
State & Local 

Government           

(EEO4) Survey
Guide for state and local governments filing EEO4 online



Getting started

1. Before you file an EEO-4, collect employment data for all of your employees 

grouped by function. 

2. After collecting this data, go to the URL provided in the mailed survey 

notification letter

3. Select the option to “File Survey”

The following guide will walk you through the EEO4 online survey filing process. 

Be sure to print the survey for your records when you are done.



EEO4 Website

This is the homepage for 

the EEO-4 survey. 

Instructions for filling out 

the survey are provided in 

the links to the left side of 

the page.

NOTE: If you are a filer in 

the state of Hawaii you 

must file using the Hawaii 

form.



Login

Survey notification letters 

will include login ID and 

password.

To login to the EEO-4 

system, either click the 

Login link on the bottom 

of the EEO-4 homepage or 

click the login link in the 

list of links on the left 

hand side of the EEO-4 

homepage.



Login

Enter in the login ID and 

password found in your survey 

notification letter and click the 

Login button.

If you have problems logging in, 

click on the “Login Problems?” 

link located below and to the 

left of the blue login button.

If you have forgotten your 

password, click on the “Forgot 

Password?” link, located below 

and to the right of the blue login 

button.



Accepting conditions

 Read these conditions and click ‘accept’ to continue



Main Menu

To begin filling out the 

EEO-4, click on “Fill 

Survey” in the top left 

corner of the screen, or 

click on “Click Here” in 

the middle of the screen 

in the “Welcome Back!” 

message.

If you need help filling 

out your form, check on 

the links on this page for 

instructions.



Function Selection/ Online Summary

This is the screen where 

you select the functions 

that your jurisdiction fulfils 

and indicate how many 

fulltime employees are 

performing that function. A 

detailed explanation of this 

page follows.

Note: The number of total 

full time employees will be 

auto-calculated from the 

entries for each function.



 Hovering mouse over a function name will pop up an explanation for that function. 

 Jurisdictions are required to report the total number of fulltime employees in each function. 
The data from the previous year’s filing will be provided as a reference, if available. 

 Employers with more than 999 fulltime employees are required to file one form for each
function. 

 Employers with less than 1000 fulltime employees and no single function with more than 
100 employees are required to file only one report.

 Employers with less than 1000 fulltime employees but functions with more than 100 
employees are required to file one report including every function with less than 100 
employees per function and an additional report for each function with more than 100 
employees.

 Special Districts and Jurisdictions that have an alpha character (A through Z) at the end of 
their Control Number are only required to file a single function report regardless of the 
number of employees. 

 If you need help, click on “How to file Online” in the top left corner of the screen, or on the 
“Help” link in the top menu bar.

Function Selection/ Online Summary



Function Selection/ Online Summary 

 Put a check mark for each function that is performed in your jurisdiction, and 
enter the number of fulltime employees in that function.

 If applicable, this page will automatically determine how many forms need to be 
filled out for functions with more than 99 fulltime employees

 If there are no functions with over 99 employees, select the checkbox next to the 
summary function and enter the sum of fulltime employees in all reported 
functions. 

 Checks are made for empty fields, zeros, and incorrect totals before the 
Jurisdiction is allowed to continue to the next step. As you enter the employee 
total for each function, a running total (middle right) lets you know if the 
functions add up to your full time employee total.

 If you prefer to enter your data using the alternate form format, be sure to 
select the checkmark for the “Alternate form” which is highlighted in yellow. 
This form has additional Race/Ethnicity options and will look slightly different 
from the old form.

 Once you have reported all fulltime employees and assigned them to their correct 
functions, click “Next”.



Function Summary

This is the top part of the 

function summary screen. 

Here you can select the type 

of government for your 

jurisdiction, and edit any 

identification information if 

necessary. 



Function Summary

This is the bottom half of the 

function summary screen. 

Greyed out “Function” buttons 

mean that no employees were 

entered for that function. If 

you need to change the 

functions that employees were 

entered under, please use the 

“Function Reset” button at the 

top of the screen. 



Function Summary

 Function buttons will become clickable for

 Every function with more than 99 fulltime employees (jurisdictions <999 total 

fulltime employees)

 Every function for a jurisdiction that has 1000 or more fulltime employees

 The status of a function will be shown beneath the function button

 Keyed indicates that information has been entered but the function has not been 

completed

 Completed indicates that all information has been entered for the function and it 

is ready to be certified

 Clicking on a Function button will take you to the data entry page for that 

function. Instructions for this process follow.



Entering data for a Function, page 1

At the top of the screen, the jurisdiction number is shown along with 

the Function Type that the data is being filled out for. Additionally, the 

number of full time employees reported for the function is always 

shown at the top right corner of the screen.

The total number of employees entered on the form *must* add up to 

the total number of full time employees reported on the summary 

page. 



 This is an example of the alternative 
form with the updated Race/Ethnicity 
options. If you’re filing with the prior 
form, the Race/Ethnicity options will be 
a little different.

 Here is where you enter the number of 
fulltime employees of a given gender, 
race, job function, and salary range. 
Note that there is a second page with 
additional job functions. 

 Totals are calculated automatically 
across both row and column. 
Automatically calculated cells are shown 
in yellow.

 If you want to save the data and return 
to complete the form later, click “Save 
and Quit”. 

 Once all data has been entered, click 
“Continue”

Entering data for a 

Function, page 1



Entering data for 

a Function, page 2

 This is an example of the alternative 
form with the updated Race/Ethnicity 
options. If you’re filing with the prior 
form, the Race/Ethnicity options will be 
a little different.

 Here is where you continue to enter the 
number of fulltime employees of a given 
gender, race, job function, and salary 
range.

 Note that the total number of fulltime 
employees, shown in the yellow cell on 
the bottom right, MUST match the 
reported total number of fulltime 
employees given on the Function 
Selection/ Online Summary screen. 

 Again, if you want to save the data and 
return to complete the form later, click 
“Save and Quit”. 

 Once all data has been entered, click 
“Continue”



Part-time and New Hires data

This is an example of the 
alternative form with the updated 
Race/Ethnicity options. If you’re 
filing with the prior form, the 
Race/Ethnicity options will be a 
little different.

Enter in totals, if applicable, of any 
non fulltime employees (including 
temporary employees) and new 
hires in a given year measured from 
July 1 – June 30. 

New Hires includes anyone hired 
between July 1 – June 30, 
regardless of if they’re still 
employed as of June 31.

Totals are calculated automatically 
across both row and column. 
Automatically calculated cells are 
shown in yellow.

If you want to save the data and 
return to complete the form later, 
click “Save and Quit”. 

Once all data has been entered, 
click “Continue”



Function Data Completion 

 List any remarks on 
the data in the first 
comment box.

 Note that any 
Criminal Justice 
Agencies must enter 
their NCIS number in 
this first comment 
box.

 Enter in the Agencies 
included in this 
function in the 
second comment box.

 Click “Save” to 
continue. 



Function Data Completion for Function 

15

 Only for jurisdictions that report Function 15:

 A special completion page is shown

 Select the Agency activity that is performed which is not otherwise covered by 

functions 1 through 14.



Continue to certify functions

After you complete the data 
entry for one function, you’ll 
be taken to this screen, which 
shows the completed function 
as well as any other functions 
that are not yet completed 
(“Initial” means function has 
not been started/ “Keyed” 
means data has been entered 
but the function is not 
completed.)

To continue entering in data 
for your selected functions, 
click “Back to Survey” to be 
taken back to the function 
summary screen.



Once all Functions are complete: 

certifying the data

 Status next to each 

function will show 

“Completed”

 Once all functions are 

completed, click “Certify 

Data” to continue to the 

certification process.

 If you want to print the 

data that has been 

entered for your records, 

click “Print All” or click 

on the function name to 

open a PDF of info keyed 

for that function.



Certifying the data

 You have a chance to review your data before you certify.

 In case you have not completed data for all selected function and status for 

any function is shown as ‘initial’ or ‘keyed’, click on ‘BACK TO SURVEY’ and 

complete the data for remaining functions.

 If status of all functions is shown as ‘Completed’ then you are ready to certify 

your data. 



Certify data

 After clicking on “Click here to certify the data”, you will be taken to this 

screen. Enter all required information and be sure to click on ‘Select’ button 

to select date from a pop up calendar.

 In case you want to modify data before certification, click on ‘Back to Survey’ 

at top of screen to edit your function data.

 Click on ‘Save’ in order to certify your data and complete your EEO-4 survey.



Printing your survey and finishing up

 Once you have certified your data 

please note down the confirmation 

number shown at top of screen.

 Be sure to print copies of your 

survey for your records.

 During the data collection survey 

you can login as needed to print 

your records or you can edit entered 

data and recertify your form. 

 We strongly suggest you print your 

survey immediately after certifying 

to avoid forgetting.

 You can also view historical reports 

by clicking the link at the bottom of 

the page



Optional: File Upload

 If you would like to upload your EEO-4 instead of filling it out using the online 

process, click “Upload File” from the menu



File Upload

 Next, choose your file upload format.

 Option 1 allows you to use the new 

revised EEOC race and ethnicity 

categories, added in 2015

 Option 2 allows you to file using the prior 

race and ethnicity categories



File Upload

 Once you have chosen which 

format you wish to upload, follow 

the instructions on this screen to 

upload your data. 

 Choose the file to upload from 

your computer, confirm it is the 

correct file, and then click on the 

“Submit” button.



File Upload

 Once you upload your data, you will be taken 

to a screen like this which lets you confirm 

the function code, the jurisdiction, and the 

jurisdiction address that you entered.

 Click “Continue” once you’ve confirmed that 

the information is correct.

 If the information is not correct, click 

“Cancel” to be taken to the previous screen 

where you can upload a new file with the 

correct information. 



File Upload

 Once your file has been 

uploaded successfully, you’ll see 

this screen with a message 

letting you know of the success 

of the upload.

 Click on the blue “Click Here” 

link to view the uploaded data 

and certify.

 NOTE: You still must certify your 

data after uploading! 



Once all Functions are complete: 

certifying the data

 Status next to each 

function will show 

“Completed”

 Once all functions are 

completed, click “Certify 

Data” to continue to the 

certification process.

 If you want to print the 

data that has been 

entered for your records, 

click “Print All” or click 

on the function name to 

open a PDF of info keyed 

for that function.



Certifying the data

 You have a chance to review your data before you certify.

 In case you have not completed data for all selected function and status for 

any function is shown as ‘initial’ or ‘keyed’, click on ‘BACK TO SURVEY’ and 

complete the data for remaining functions.

 If status of all functions is shown as ‘Completed’ then you are ready to certify 

your data. 



Certify data

 After clicking on “Click here to certify the data”, you will be taken to this 

screen. Enter all required information and be sure to click on ‘Select’ button 

to select date from a pop up calendar.

 In case you want to modify data before certification, click on ‘Back to Survey’ 

at top of screen to edit your function data.

 Click on ‘Save’ in order to certify your data and complete your EEO-4 survey.



Printing your survey and finishing up

 Once you have certified your data 

please note down the confirmation 

number shown at top of screen.

 Be sure to print copies of your 

survey for your records.

 During the data collection survey 

you can login as needed to print 

your records or you can edit entered 

data and recertify your form. 

 We strongly suggest you print your 

survey immediately after certifying 

to avoid forgetting.

 You can also view historical reports 

by clicking the link at the bottom of 

the page


